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Welcome toSchoolPaymentPortal

Your school has chosen to use LunchTime Software for their Schoohich Management. As
part of the LunchTime suite of software, SchoolPaymentPortal is being offered as a safe,
secure and convenient way for parents or guardians of studenteanage school payments.
You will have the opportunity to track purchases, create minders and set up automatic
payments.

This document will assist new users with the most basic functionality of
SAETTIT O0AUI AT 6001 OOAI 8 I'TU NOAOGOETTO T O AiT1TAAO
directed to your schools food services team.

The Home Screen

Lanch] 1 School Payment Portal

Home | Create An Account | Login With Existing Account |

ﬁ\felcome to the School Payment Portal

‘Welcome to the School Payment Portsl Website — powered by LunchTime Softwars.

If yaou h sdy created an scoount with through this website or if you had previously created an account through the LunchTime Parent portsl, click on

the Legin With Existing Account link.

For parents that are new to the site, click the Create An Account link to get started.

The first time you accessvww.SchoolPaymentPortal.comyou are required toCreate An
Account Use the tab at the top to begin.

If you are returning to www.SchodPaymentPortal.con you will use the tab labeled.ogin
with Existing Accont



www.SchoolPaymentPortal.com
http://www.schoolpaymentportal.com/

Create An Account

Lanch] r» School Payment Portal

Home | Create An Account | Legin With Existing Account |

Create An Account / Select a School District

Step 1: Start by entering the zip code for the school your student attends.
Step 2: Select the district or school name from the list of available chocies.
Step 3 Enter your account information.

5 digit Zip Code
Search |

SchoolPaymentPortal is used by many school districts across the country. To begin to
identify with your school, please enter the Zip Code for your Schoahd click Search

Lanch]» School Payment Portal

Home | Create An Account | Legin With Existing Account |

Create An Account/ Select a School District

Step 1: Start by entering the zip code for the school your student sttends.
Step Z: Select the district or school name from the list of available chocies.
Step 3: Enter your account information.

5 digit Zip Code

Sesrch |

District:

= O Manchester Essex Regional School District

i~ High Schoa!
[~ Middle School

O Memarial Elementary

Depending on the size of your district, you may have me than one option. If you have
more than one student and they attend different schools within the district, then check the
box by the district name. Otherwise, check the box iyi OO0 OOOAAT 680 OAET T 1 8



Lanch] 1n School Payment Portal

Home | Create An Account | Login With Existing Account

Enter Account Information
Online Account Registration Form for Manchester Ezsex Regional School District

Fleaz= enter the reguested information in the entry ares below. Onoe you have successfully filled out the entry form, you will be able to login to the
‘Website and add your kids into your sccount.

Parent/Guardian Last Nams®

Farent/Guardian First Name®
Emsil Addrazz”

Requested Password”

Create Account

Enter the requested information to create your account. All information is requiredYour
Email Address should be in the format afiser@mailprovider.com We recommend
choosing a passwrd that is at least 8 characters in length and contains both numbers and
letters. Once you have entered the information, click théreate Accounbutton.

Lanch] in School Payment Portal

Home | Create An Account | Legin With Existing Account

Account Created

“four account has besn successiully created. Please click HERE to go to the site login pags.

Once you have successfully created an account, you will click tHERHink to proceed. You
will be taken back to the Home screen where you can now login with an existing account.


mailto:user@mailprovider.com

My Account Page

0 items, $0.00 View Cart | My Account | Logout

Lonch] 1v Regional School District

Cafeteria Account

My Account

Students | Saved Payment Sources | Payment History | My Info

Current Students

First Name Last Name School Name Lunch Balance Grade Student ID FIN HR Mum Active

Mo Students associated with your Account

lAdd Students

[To add students into your sccount, please click HERE to go to the Student selection page.

Manage Cafeteria Accou

[T manage the cafeteria account of the students listed sbove, plesss click the link sbove.

From the My Accountpage users can add Students; add, modify or delete Payment Sources;
review Payment History or review account information (to update email addresses or
change passwords)Click on theHERHink to go to the Student Search.



Add Students

0 items, 30.00 View Cart | My Account | Logout

Lanch] 1o Regional School District

Cafeteria Account

Student Search
Flease enter the following information to add a student into your sccount.

Student Last Mama:
| |

Student First Mams:

Your school will determine the criteria required for searching students. Some schools may
choose to use any combination of name, date AfE OOE | s foDskdrdh teims. ETjpé
in the requested search criteria and cliclSearch

Confirm Selection

0 items, 50.00 View Cart | My Account | Logowt

Lanch] v Regional School District

Cafeteria Account

Confirm Selection

Please select the student to link to your sccount from matches found in the list below.

dame Lazt Mame School Name Grads Student ID

Iglect JOHN SMITH High Schoo 15 iz

A

Yl, 4 |T||L| H Pagesizes (25 ™ litemsin 1 pages

Return to Search Page

Confirm the identity of your student and clickSelect You will be returned to theMy
AccountPage which will now show your studeninformation.



Manage Cafeteria Account

You can continue to Add Studestto your account as needed.

0 items, $0.00 VWiew Cart | My Acoount | Logout

Lanch] v Regional School District

Cafeteria Account

My Account

Students | Saved Payment Sources | Payment History ' My Info

Current Students

First Mame Last Name School Name Lunch Balance Grade Student ID PiN HR Mum

Active

JOHN SMITH High Schod 15 713

b2
=1

D Remove

Add Students

[To add students into your account, please click HERE to go to the Student selection pags.

Manage Cafeteria Account

a ITo manage the cafsteris scoount of the students listed above, please click the link sbove.

After adding all your students, clickManage Cafeteria Accourib proceed.



0 items, $0.00 View Cart | My Account | Logout

LunchT i

Regional School District

Cafeteria Account

LunchTime Cafeteria Account Access Listing

The acwount{s) you have access to are listed below. Click the View button next to the sccount whoss transsctions you would like to view. To deposit money,

click the deposit link following the Balance on the account you wish to update.

First Name Last Mame Graos Ezlzncs M=

JOHN SMITH $0.00 T344

iew Tranzactions

Restrictions

Make a Deposit
Notification Settings

To setup Motification sattings for the patrons in your sccount, click the "Set Up” link nesxt to the name of the patron you wish to s2t up.

First Name Last Mame Grade Ojption Bslance

Deposit

JOHN SMITH 15 MNone

!'il

The following options sre avsilsble:

+ Automaticslly receive an email when a pstron’s account drops below 3 specified level
+ Automatically 3dd funds to 3 patron’s account when it drops below a specified level
+  Automatically receive sn email with 3 link to 3dd funds to 3 patron

s acoount when it drops below a specified level

From this screen, you mayiew TransactiongdMake a Deposibr Set Upnotifications or
automatic payments. Each of these options will be discussed neXthile the Restrictions
link may be \sible, this function may not be available for your school. Check with your

OAEI 11860 AAEAOAOEA AIRStrichohAEOET T Al

View Transactions

ET £ Of AOET 1

0 items, $0.00 View Cart | My Account | Lopowt

Regional School District

Cafeteria Account

LunchTime Cafeteria Account Access Listing

The account(s) you have access to are listed below. Click the View button next to the sccount whoss transactions you would like to view. To deposit monsy,

click the deposit link following the Balance on the scoount you wish to update.

First Name Last Mame Grade Balance PiN #

JOHN SMITH 15 $0.00 T4

Wiew Transactions




Click onView Transactionso see the most recent transactions by this student.

0 items, 50.00 View Cart | My Account | Logout

Lanch] 1 Regional School District

Cafeteria Account

Account Transactions

Account: JOHN SMIT
Balange: 315.10

Back To LunchTime Account List

Export to Excel | | Export to Word |

Dists Diescription Gy Deposit Charge Bazlznoe
3/12/2013 11:24:40 AM Milk 1o 2065 21210
3112013 11-30:28 AM Milk: 1o $0.65 $19.75
3 3112605 AM Milk 10 $0.65 2040
1 113 11:23:03 AM $2.75 Lunch 10 $275 $21.05
f 50 Drink 1o $0.50 $22.80
.50 Drink 10 20.50 $2430
100 Snack 10 $1.00 12480
DEPDET $£100 $25.80
50 Drink 1o 20.50 £24.80
100 Snack 1o $1.00 $2530
DEPDET £100 £26.30
012 11-21-25 AM Milk: 10 $0.65 $2530
L 012112141 AM Milk 1o $0.65 $25.95
1072272012 11-22-53 AM 1.00 Snack 10 5100 2660
10/22/2012 11-22:53 AM DEPDSIT $1.00 L2760
10/18/2012 11:37:32 AM Milk 10 $0.65 $26.60
10/16/2012 11-2145 AM Milk 1o 2065 a7aE
10/14/2012 11-36:24 AM 'WEE DEPOSIT $20000 $27.90
107 012 111257 AM Milk 10 $0.65 £7.20
f 112 11-23:18 AM Milk: 10 $0.65 $8.55
12 11:21:27 AM Milk 1o $0.65 920
2012 11:15: 10 AM Milk: 10 2065 $5.85
OPENING BALANCE $1050 $10.50

You have the option of exporting this data in either Word or Excel formatVhen you are
finished reviewing and/or exporting your stuA A T €a@séctions, you can clickBack to
LunchTime Accourltst which will take you back to theCafeteria Accounpage

10



Notification Settings

Notification Settings

To setup Motification settings for the patrons in your account, click the "Set Up” link next to the name of the patron you wish to st up.
First Name Last Mame Grade Ciption Balance Deposit
Sztlip JOHN SMITH 1t Naone

The following options are svailsble:

* Automatically receive an email when 3 patron’s account drops below 3 specifisd kevel

+ Automatically add funds to 3 patron’s account when it drops below 3 specified level
+ Automatically receive an email with 3 link to add funds to 3 patron’s account when it drops below 3 specified level

Lanch] 1o

Cafeteria Account

Notification Options

Fatron Mame:
John Smith
Matification Cption:
@ Email Notification once balance falls below a specified amount.
) Email Notification with a link to pay online once balance falls below a specified amount.

) Automatic funds transfer with a saved transaction once balance falls below a specified amount.

Balance: (Motification will be processed once the balance falls to this amount or goes below this amount)
10.00

[ Continue ] [ Remaove ] [ Cancel ]

Using this screenselect the balance that will trigger your notification. You have three
options with the notification.

1 The first option is a basic notification. This will send an email to the email
address used to establish the account indicating that the student balance has
fallen below the trigger amount.

1 The second option will include a link to payonline zthe link will automatically
redirect you to the Make Payment section of the Payment Portal.

1 The third option will automatically transfer funds using the saved transaction
when the trigger amount has been reached.

11



Once an initial payment has been ade (see Making a Payment) you may be prompted to
save the payment source. If you elect this option, you will then be able to use this payment
source to automatically fund the student account.

Note: Saved Payments are NOT saved by the school. Neither thechool nor LunchTime Software will
have access to the payment source. Saved payments are saved with a payment processor who is PCI
compliant and follows industry standard security to protect your identity.

Motification Cption:
Email Motification once balance falls below a specified amount.
Email Motification with a link to pay online once balance falls below a specified amount.

@ Automnatic funds transfer with a saved transaction once balance falls below a specified amount.

Balance: (Motification will be processed ance the balance falls to this amount ar goes below this amount)
10.00

FPayment Source To Use:

[~]

Deposit Amount:

Continue | | Remaove | | Cancel |

The Removebutton will allow you to remove an automatic payment.
The Cancebutton will return you to the Manage Cafeteria Account page.

The Continuebutton will establish the automatic payment. This option will require a
confirmation on the next screen to proceed. It will then return you to thtlanage Cafeteria
Accountpage.

12



Make a Deposit

Make a Deposit
& Notification Settings

To setup Motification settings for the patrons in your account, click the "Set Up” link next to the name of the patron you wish to st up.

First Mame Last Mams Grade Opption Bzlznce Deposit

Setlo ERIAN SHIELDS 15 None

On theManage Cafeteria Accourgage, chooséake a Deposit

0 items, 30.00 View Cart | My Account | Logout

LanchT ine” ) Regional School District

Cafeteria Account

LunchTime Cafeteria Account Deposit

Patron Name Current Balance Amount To Deposit
John Smith 81.18
Jane Smith 021
Sam Smith 50.24
Continue

You will see the current balances for all your students and you will have the ability to
deposit specific amounts to each student. Enter ¢hamount you wish to deposit for each
student and clickContinue.

13



0 items, 30.00 View Cart | My Account | Logout

LanchT (e Regional School District

Cafeteria Account

Confirm LunchTime Deposit Amounts

First Name Last Mame Deposit Amount

Jacqueline Abbiatici $15.00

Add To Cart | [ Cancel |

SelectAdd to Cartto continue or Cancelo return to the previous screen.

3items, $55.00 View Cart | My Account | Logout

Lanch] 1me Regional School District

Cafeteria Account

Student Item Mame Item Desc Qty Price Total
Abbiatici, Jacqueline Meal Funds Cafeteria Account i 515.00 £15.00
$15.00

Purchase Now >

This is your final opportunity to make changes. Once you cliédurchase Nowour payment
account will be charged. Please click only once. Multiple clicks could result in multiple
charges. It may take up to two minutes to fully process.

14



First Time Purchase

If this is the first time you have used SchoolPaymentPortal, you will be prompted to add a
payment source. Your school may accept payment by Checking/Savings account and/or by
major credit card. Specific fees for each method are detailed.

1 items, $20.00 View Cart | My Account | Logout

Lanch] (o Regional School District

Cafeteria Account

Payment Method

2. Payment Method

Complete Payment With a New Payment Source

Checking/Savings Account (Convenience Fee:$1.00)
& (D) creditDebit Card (Convenience Fee:51.45)

Bank Checking/Savings Account

If you use a Checking/Savings Account as the form of payment, a fee of $1.00 will be added to this transaction. The minimum transaction amount for this method
of payment is $0.01 and the maximum transaction amount for this method of paymentis $10,000.00.

Credit/Debit Card: The following cards are accepted:

Ifyou use a Credit/Debit Card as the form of payment, a fee of $1.46 will be added to this transaction. The minimum transaction amount for this method of
paymentis $0.01 and the maximum transaction amount for this method of paymentis §10,000.00.

Once you choose your payment source you will be directed to the next page for additional
account information. You will also have the option to save this information for future use.
Again, saved information is secured by R€ompliant payment processors.You will be able
to modify and/or delete your payment sourceby going toSaved Payment Sources

15



LanchT inle ]

1items, $20.00 View Cart | My Account | Logout

Regional School District

Cafeteria Account

Payment Information

Bank Account Information
Billing Address

First Mame*

3. Payment Information

Last Mame*

Address Line 1%

Address Line 2

City*

State®

Zip/Postal Code*

| Pennsylvania

Phone Number (=.g. 8885551234)

[Csave Fayment Source for Future Use

Enter the required billing information and click Continue Click on the checkbox b$ave
Payment Source for Future Uskeyou plan to use this method again or if you have automatic

notifications set.

16



Regional School District

Enter the required information for Checking/Savirgs account usegbové or for Credit

Card use below). Carefully review the information on theShopping Cart TotaConvenience
Feesand Total Purchase Once you have confirmed your transaction, click in the b®y
checking this box, | heby authorize X.XX to be drawn from my checking/savings account
(or authorize my credit card to be chargedhd finally click Submit Payment

17





















