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This document outlines basic usage of the www.EZSchoolPay.com website. instructions contained in this document are specific
to parent users of EZSchoolPay who are linked to a child that is enrolled at the school district. Note that any confidential
and/or secure data has been redacted for privacy throughout this document.

Create an Account

1. Inorder to utilize EZSchoolPay, parents must first register for an account by clicking the “Register” button:

Welcome to EZSchoolPay.com, the easy, convenlent and secure way to
pay for school meals and other schoot fees.

Siapen Din Blasras

Email v
Easy

Simply reglster and you're ready to go. Already a member? Just sign In!

Password * i Eo._tgﬂﬂ
| |

P o abet e L Haln @ ) Convenient

Avallable anywhere, anytime yo

a computer with Internet access. Aveld lost checks
9. We accept paymants for school meals and other school
thlld's school),

and trips to schoof by payl
feas {as determined

xtra caution to be sure your exparience with £2SchoalPay is safe. Plus, we nevar
9, or trade our customers’ private information.

Parents Ragister Nowl

Have a quesbion about using the slte? Download our Freguently Asked Questions In Engllsh or
Spanlsh.
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2. Enter an Email Address in the box provided, then click “Continue” - the email address entered will be used when
logging in to E2SchoolPay in the future, as well as for validating the new account, password resets and emall
notifications that may be generated through EZSchoolPay in the future:

Parent Registration

| 5% By using this form, you can slgn up as a parent on EZSchoolPay.com. An email with instructions for
| Email * valldating your account will ba sant to the address you provide. Plaase chack everything you enter to
: ba sure It's correct befora you cllck “save" to create your account.

Password #  Forgot? Emall Address*
i : parent@email.com

*ifRemember Me  Helg

|
L SIGN N

Connect with us: {855) 278-8277 £Z5choolPay Pay How-To
support(@ezschoolpay.com Version 3.4.4
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Enter the required information, such as First Name, Last Name, Address, etc., and then click the magnifying glass to
search for your child’s schoel district. Once you have located your child's school district, check the box next to the
district name, then click “Use Selected District and Close.” Check the box to confirm that you have read and agree to
the EZ5choolPay.com Terms of Use, Lhen click “Save”:

Parent Registration

Email Address
johndoe@email.com

First Name*
John

Address*
123 Fake Street

State*
Texas (TX)

Security Question*
Mother's Maiden Name

Password#*

School District*
Francls Howell School District

nnect with us: (855) 278-8277

Q

@ 1 have read and agree to the EZSchoolPay.com Terms of Use.* [Show]

Last Name*

Doe

City*

Dallas

Zip Code* Phone Number#*
76224 {214) 320-1111

Securlty Answer*
mommalden

Confirm Password*

Time Zone (if known)
Central Time (US/Canada)

hd

EZSchoolPay Pay How-To
Version 3.4.4
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4, The final step to complete the registration process is to validate your account. An email from
noreply@ezschoolpay.com will be sent to the email address you provided with instructions and a link to finish the
validation process. If the email is not received within a few minutes, check your Junk or Spam folder. For Gmait
accounts, check the “Promotions” folder. Once the account has been validated, your new account is ready for use

Connect with us; {855) 278-8277 EZSchoolPay Pay How-To
N @ezschoolpa Version 3.4.4
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Home Screen

When a user logs in to EZSchoolPay, the Home screen is displayed. Links to the various sections of EZSchoolPay are available, as
weli as any important messages that should bz reviewed.

1. When first sighing in to E25choolPay, the Home screen is displayed:

My Account Messages
My Students

H 1
' 1
5 1
¥ )
H 1
: 1
! '
' 1
i Blliing Setup i
. . .

! Recurring Payments Your child's school district has cpted not to use EZSchoolPay for online payments and purd'lass.:
" Credit Hist With your EZScheolPay account, you can view baslc student Information and account balances.
H T However, other value-added features may not be avallable. The district may accept payments in |
M 1
| '
H 1
b 1
' 1
1 '
1 '
i i
H 1
H 1
1 1
1 1
1 1

welcome back arent User)

Store / Pay Online person or through another source. Please contact your child's school district 1o find out more
Cart about additional payment options that may be avallable,
Help

There are nine links on the left-hand side to get started:

*  Home: This link will return to the Home screen at any time

* My Account: This link allows account information to be updated, such as Name and Address, or to update
account security settings

* My Students: This link will display any students that are linked to your account, where additional students can be
added, transactions can be viewed for any students that are linked, spending limits can be set, or update low
balance email reminder settings, if applicable

= Billing Setup: This link allows the parent or user to store a payment method (credit/debit card) for use when
making purchases through EZSchoolPay

*  Recurring Payments: This link is used to set up or view recurring {automatic) payments

*  Credit History: This link shows a history of the credits {(payments) applied to the child’s account

*  Store / Pay Online: This link allows the parent or user to apply credits to their child’s account online, or make
purchases for other store items, as applicable

*  Cart: This link allows the parent or user to review the items that have been selected for purchase, and to select
the payment method to complete the transaction

*  Help: This link provides answers to frequently-asked questions and allows the user to submit questions to
EZSchoolPay Support, or to school district contacts, when navigating the EZSchoolPay website

Connect with us: (855) 278-8277 EZ5choolPay Pay How-To
- dezschoolpay.com Version 3.4.4
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Adding a Student

Before transaction history can be viewed, or low-balance email reminders set, a student must be linked to your account.

1. From the Home screen of EZSchoolPay, click the “My Students” link on the left side of the page:

w Welcome badt_arent User).
BliHug Setup ]

] 1
1 1
1 i
1 [l
1 1
[] 1
v t
¥ 1
[} " 5 i
) Recurring Payments Your child's school district has opted not to use EZSchoolPay for online payments and purchases. |
] T With your EZSdhoolPay account, you can view basic student Information and account batances, :
: i Rixd However, other value-added features may not be available. The district may accept payments in
( Store / Pay Omline person or through another source, Please contact your child’s school district to find out more |
1 cart : about additional payment options that may be available. |
1 1
1 Help |
[ ]
] ]
. o= '
[ 1
[ E '
i i
1 (@ Auto Logout in: 0D:18:58 '
o s e et o m i b S A e A A = - e == !
Connect with us: (855) 278-8277 EZSchoolPay Pay How-To

Version 3.4.4
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2. Click the “Add a Student” button. Click the magnifying glass and use the fields provided to search for your child’s
school district, then check the box next to the district name. Click the “Use Selected District and Close” button:

‘1) USE SELECIED DISTRICT AND CL

1 ]
1 )
. n ]
+ Select Districts :
[} )
5 Please enter at [east one value and then dick *Search®, Partial names are allowed. E
(] )
i District Name City State Zip Code E
! haris v E
i '
1 1
i i
X cLost | Q SEARCH :
i '
] x ]
: I¥istrict Custamer E
1
] 1
H ¥ Harris Scheol Solutions SM Harris School Solutions S906617 Rocklin CA 95677 ;
1 —— s A ———— - il et e e e e ]
E {1 Harris Suppert Test Onion v Harris School Solutions 9993607  Rocklin CA 95682 E
] . . 1
E [] South Harrison Community Schoot 3?:3 .”g;:';“" Communiy  gpeege3  Corydon IN 2 E
i .
1 L
1 (]
] (]
] L]
1 (]
' :

Connect with us: (855) 278-8277 EZSchoolPay Pay How-To
[ (i pzschonlpa Version 3.4.4
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3. Enter your child’s Last Name, as well as their Student Number, then click “Save” —if an exact match for the last name
and student number provided exists within the selected district, that child will be linked to your account on

EZSchoolPay. If you do not know your child’s Student Number, contact your child’s school for further assistance:

EEEra ' My Students

i My Account il Add a Student
"My Students | ! %

1

]

]

1

1

]

] 1

! District* ,

: Billing Setup Harrls School Sotutlons SM Q ;

! Recurring Payments !

¢ Credit History # By Student Number O By Birth Date '

y ]

E Store f Pay Online Last Name#* Student Number* !

1 cart DOE 123458 | !

1 L]

1 Help To help ensure the privacy of your student, you must know and enter the :

:I student's last name and number. If You have trouble adding your student or )

1 don't know the student's number, you can obtain or verify this information by :

H contacting the student's school. i

: j ' :

' A o ]

! O Auto Logout in: 00:17:13 m C
1

e e e B S S O e o e

NOTE: Other linking options, such as by name and birthdate, are available, however, these options are only displayed
if the selected district has enabled this feature

Connect with us; (855) 278-8277 EZSchoolPay Pay How-To

su hoolpay. Version 3.4.4
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View Balance/Transaction Information

Once linked to a student, transactions entered during meal service, as well as current account balances, are visible on
E2SchoolPay. Transaction history is typically updated once per day (usually in the afternoon/early evening), and will store up to
30 days of history, while the current balance of your child’s account is updated typically every 10-15 minutes. NOTE:
Transaction history displayed on EZSchoolPay is only visible from the time you link to your student moving forward.

Transactions prior to the date you linked to your student is not displayed.

To View Transaction History:

1. Click the "My Students” link on the left side of the page, then click the clipboard icon next to your child’s name:

Home
My Account
My Sty b
Bllling Setup x D g
| Recurring Payments Click the pencil beside your student's name to: View additionat student information and pending balances.
4|  Credit History
| store / Pay Onilne _"'
I cart
Help

@ Auto Logout In: 00:19:40

:'_ Last Nale

My Students

Lirst Hame Fhop e rias ) inims

S¢ hool

$6.20 MW/A

Connect with us: (855) 278-8277 EZSchoolPay Pay How-To
¥ Bars I Version 3,.4.4
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1.  Ifyour children share an account balance for purchases, the "History For” dropdown can be used to filter transactions
for the one specific student selected, or to show all transactions for the account. The sort order can also be changed
to show "Newest First” or “Oldest First,” if desired:

v ONIUINS QNI Leeh e i L M

1 Twindse I TLLACHOREL @ 1Y
[ ey S e e R e L, 1
Connect with us: (855) 278-8277 EZSchoolPay Pay How-To
h Version 3.4.4
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Low Balance Email Reminders

When desired, users can receive an email notification from EZSchoolPay when their child’s account balance reaches a set dollar

amount, defined by the user.

1. Click the “My Students” link on the left side of the page, then click the pencil next to your child’s name:

Home
My Account
My Shurenls

1
1
1
1
|
1
1
]
1
1 Heip
1
|
|
1
1
1
1
1
1

(® Auto Logout in: 00118132

My Students

! (e " i

First Matanie Sehwoai haalbaine ¢ Fai=s

Backy David Elementary $0.65 WA

Te set a low balance amall reminder level, or te viaw more information about 3 student, dick the pendll beside vour
student's name,

£Z5choolPay Pay How-To

Version 3.4.4
14



@ SchoolPay

{elaly g

2. Onthe next screen, enter the “Low Balance Email Reminder Level” {i.e. the dollar amount the account balance should
reach before a notification is sent), then check the “Send Reminders” box. Click “Save” when finished — the next time
your child’s account balance reaches this dollar amount {or below), an automated email will be sent to your email
address to notify you:

i My Students

'_il-g!.mf,ully}m SR F o 7 _.__.'- pr shi e ;' ol _-|-~||||-';-r-_':li_'.n'.._;-.-1

$0.65 $0.00 No

Current a5 of 9/23/2015 11118 AM

]
1 ]
] 1
1 ]
L 1
: By Account |
e ]
: LMy Sluslends i
1 First Name Last Name ]
(iR . '
1 '
(] 1
] 1
] m Student Number Student PIN i
: I :
! (O Auto Logout h: 00:10:39 .
: B Sehool / District i
{ Becky David Elementary / Frands Howell Schoo! District ]
] ]
] 1
I Provider Birth Date |

1
] «Tritdon ¥ I‘
i g
! Low Balance Email Reminder Level !
] 0.00 ¥ send Reminders :
1 1
:' “ Active? :
) 1
d Balances '
L} 1]
1 ]
1 ]
] ]
1 1
t 1
] 1
] 1
] ]
] ]
1 ]

3

Connect with us: {855} 278-8277 EZSchoolPay Pay How-To
hoolpa Version 3.4.4
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Spending Limits

When enabled, EZSchoolPay offers the ahility to request that spending limits (restrictions} are put on to your child’s meal
account. The spending limit can be applied to each day, overall, individual meal sessions {Breakfast or Lunch), or for a la carte
purchases, if desired. NOTE: The spending limit feature may not be available for all school districts. Please contact your child’s
school district directly to set spending limits if this feature is not active on EZSchoolPay.com.

1. To request a spending limit for your child's meal account, click the “My Students” link on the left side of the page.
Then, click the pencil next to your child:

Adwiln Portal StUd entS

Home [
1t Menie 1 Msane Halaim e Fees

Account !
| % O I v o oo ot

Help Clck the pench baside your student’s nama to! View sdditional student information and pending balances; Set 3
tow-balance email reminder level; Request a dailly spending Emit.

m O M AT SOEHR

O Auto Logout in: 00:18:31

P it

Connect wlth us: (855) 278-8277 EZ5choolPay Pay How-To
i § Version 3.4.4
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2. Onthe screen that opens, click the “Set Spending Limits” button, located at the bottom right-hand corner:

Admin Portal
Home
- My Account
L ST CTTTE S
Help

@ Auto Logout In: 00:19:29

First Name Last Name

Student Number Student PIN
[+]

School / District
Francis Howall Central High / Frands Howell School District

Provider Birth Date
eTritlon 7

Ther! Veid Sl

#L.F F08 N

Low Balance Emall Reminder Level
S99.99 I $end Reminders Current as of 2/26/2016 3:33 PM - Active?

[ vIE W I RANSACTIONS | (- SEESHLNDING LIMITS

e e e e

Connect with us: {855) 278-8277 EZSchoolPay Pay How-To

ortillezsc Version 3.4.4
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3. Select the type of spending limit that should be applied. “Simple” refers to a limit that should be applied to each day,
overall, whereas the “Advanced” selection would apply to meal sessions and a Ia carte purchases individually. When
selecting the “Simple” option, continue to step 4; otherwise, proceed to step 5:

i P TESs My Students

Roing Set Spending Limits for N
My Account
Note: This form wiH allow you to submit spanding limit changes for the selected studant to your
- 2 school’s Food Service Department. This will usually take effect within several minutes. EZSchooiPay
Help does not make any decisions Involving student spending. Please contact your school directly for any

inquirle: regarding speanding limits.

m Please choose one:

‘&' Simple: Set an ali-day spending limlt for this student.
(@ Auto Logout in: 00:16:13 - Advanced: Umlts should affect breakfast, iunch, and ala carte separataly.
Spending Limit
* Do not Hmit meal account spending {max allowad).

Do not allow any meal account spending ($0.00 allowed}.
when this option 15 selected, the student must pay with cash {or check) during meal service.

¥ Limit meal actount spending per day to a specific dollar amount.
Dally Spending Umit: 20.00

X CANCE]

Connect with us: (855) 278-8277 EZ5¢hoolPay Pay How-To
e TS g

SURDOrtE

Version 3.4.4
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4. When setting the spending limit to apply to each day, overall, select the appropriate Spending Limit choice from the
options listed. See below for a more detailed explanation of each option:

i My Students
s Set Spending Limits for I

My Account

Note: This form will allow you to submit spending limit changes for the salacted student to your

school's Food Service Department. This will usually take effect within sevaral minutes. EZSchoolPay

Help does hot make any decisions Involving student spending. Plaase contack your schoot directly for any
Inquiries regarding spending limits.

m Please choose one;

My St

O Auto Logout In: 00:16:13 _ Advanced: Umits should affect breakfast, lunch, and ala carte separately.

Spending Limit
“ Da not fimit meal account spanding {max allowed).

' Do not allow any meal account spending {$0.00 allowed).
vehen this option is selacted, the student must pay with cash (or check) during meal service.

* Limit meal account spending per day to a specifi: dollar amount.

Dally Spending mit: 20.00

1
1
]
1
1
'
1
1
1
1
Ll
1
1
L}
[
L
[
1 *i Simple: Set an all-day spending limit for this student.
]
]
'
]
1
1
L}
L}
]
1
1
1
'
L]
[
1
'
]
1

s Do not limit meal account spending (max allowed):; When this option is selected, your child will be able to use
their meal account, without a limit applied

s Do not allow any meal account spending ($0.00 allowed}): When this option is selected, your child will not be
able to use their meal account for any purchases, and must pay with cash {or check) during meal service;
purchases made cannot be deducted from your child’s meal account

s Limit meal account spending per day to a specific dollar amount: When this option is selected, your child will

only be able to spend the set dollar amount from their account for each day. This applies to all meal sessions, as
well as a la carte purchases

Connect with us: (855} 278-8277 EZSchoolPay Pay How-To
Version 3.4.4
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5.  When setting the spending limit to apply to breakfast, lunch and a la carte purchases separately, select the
“Advanced” option, then make the appropriate selections for each session (Breakfast and Lunch), as wetll as how their
a la carte purchases should be limited, accordingly. See below for a more detailed explanation of each option:

Admin Portal My StUd en tS
T ' Set Spending timits for GG

My Account
My i

Nota: This form will allow you to submit spending limit changes for the selected student to your
school’s Food Service Department. This will usually take effect within several minutes. EZSchociPay
Invelving g. Pleage contact your schaol directly for any
inquiries regarding spending limits.

L THGRRLI L Please choose one:

L Simple; Set an ali-day spending limlit for this student.

Help does not make any

O Auto Logout in: 00:19:94 Ih Advanced: Uimits should affect breakfast, lunch, and ala carte separately. I
Breakfast Umit

'# Do not llmit meal account sp g during br {max allowed).

! Do not allow any meal account spending during breakfast ($0.00 allowed).
when this option is selected, the student must pay with cash (or check) during breakfast.

! )
! ]
! '
' '
i |
! 1
! 1
' )
i |
' 1
L 1
' 1
1 1
' '
! 1
' |
1 1
' 1
L 1
' 1
1 1
' 1
! ]
g 1
1 1
' 1
! ]
! 1
1
| Umit meal account sperding per day, during breakfast, to a specific dollar amount :
L 1
: Lunch LIt 1
— 1
! 1
L '
! ]
i ]
¢ '
! ]
! ]
g 1
' 1
J ]
4 ]
H ]
¥ 1
L] ]
' 1
1 ]
' 1
] 1
4 1
! 1
' 1
L 1
! 1
)

I;‘Do not Imit meal account spending during lunch {max allowad}.

Do not allow any meal account spending during lunch {$0.00 alfowed).
When this eption is selected, the student must pay with cash {or check)} duning lunch.

Umit meal account spending per day, during lunch, to & spacific dellar amount.

garte Jtem:
12 Do not allow any account purchasas for ala carta itams during breakfast.

When this option is satectad, the student must pay with cash (or check) when making
ala carte purchases during breakfast.
Do not allow any account purchases for ala carte items during lunch.

When this option is selected, the student must pay with cash (or check) whan making
3la carte purchases during funch.

Breakfast

* Do not limit meal account spending {max allowed): When this option is selected, your child will be able to use
their meal account, without a limit applied

* Do not allow any meal account spending {$0.00 allowed): When this option is selected, your child will not be
able to use their meal account for any purchases, and must pay with cash {or check) during meal service;
breakfast meal purchases cannot be deducted from their meal account

¢  Limit meal account spending per day to a specific dollar amount: When this option is selected, your child will
only be able to spend the set dollar amount from their account for each day. This applies to all meal sessions, as
well as a la carte purchases

Connect with us: (855) 278-8277 EZSchoolPay Pay How-To
Z Version 3.4.4
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s Do not limit meal account spending (max allowed): When this option is selected, your child will be able to use
their meal account, without a limit applied

» Do not allow any meal account spending ($0.00 allowed): When this option is selected, your child will not be
able to use their meal account for any purchases, and must pay with cash {or check} during meal service; lunch
meal purchases cannot be deducted from their meal account

*  Limit meal account spending per day to a specific dollar amount: When this option is selected, your child will
only be able to spend the set dollar amount from their account for each day. This applies to all meal sessions, as
well as a la carte purchases

Ala Carte ltems

¢ Do not allow any account purchases for ala carte items during breakfast: When this option is selected, your
child must pay with cash {or check) for any a la carte items that are purchased during the breakfast session;
these purchases cannot be deducted from their meal account

* Do not allow any account purchases for ala carte items during lunch: When this option is selected, your child
must pay with cash (or check) for any a la carte items that are purchased during the breakfast session; these
purchases cannot be deducted from their meal account

6. Once all appropriate selections have been made, click the “Save” button. A confirmation will appear, indicating the
type of limit(s) being set for your child’s meal account. If this is correct, click “Continue”; otherwise, click “"Cancel”
and make the appropriate selections:

Confirm Your Request

You are about to request the following spending limits:

Contdnua only If this is correct,

1
1
1
1
1
t
L]
1
: + Student spending won't be restricted,
1
L}
1
]
|
1
1
]

7. Once the “Continue” button is clicked, this will send a message to your child’s school district to approve the request
(if the district requires these requests to be approved}. Once approved, the limit selections made will be applied,
moving forward, for any purchases made.

EZSchoolPay Pay How-To
Version 3.4.4
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Billing Setup

The Billing Setup screen altows the parent or user to store a payment method (credit/debit card), as well as the billing details,
such as billing address, for use when making purchases through EZSchoolPay. This payment can be used for one-time
purchases, or for recurring (automatic) payments, as appropriate.

1. Toadd a payment method to the account, click “Billing Setup” on the left side of the page, then click the "Add Credit
Card” button:

At poriad Billing Setup

| Home

My Account <1
| Na Accounts On File

‘Prinary  Descripton i Card/Accounl i dype ' - Billing Address

]

1

]

1

[}

1

]

1

1

]

]

1

i -

]

4 Recurring Payments
1
- Credit History
1
L]
[}
1
1
1
1
1
1
]
1
1
]
]

Store / Pay Online
Cart
Help

Connect with us: (855) 278-8277 EZSchoolPay Pay How-To
Dezs Version 3.4.4
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method, in the fietds provided. If there is more than one payment method set up, one card needs to be marked as
primary. Once the details for the payment method have been entered, click the “Save” button:

1
1}
1
[}
[}
L]
L]
L]
L]
Ll
1
]
1
]
1
]
1
1
1
i
]
)
L]
1
¥
¥
1
1
1
i
1
]
1
t
[}
]
1
]
[}
]
1
1
1
1
1
L
i

------------------------------------------------------- AR EEEEE e, _ - —————-aa

! Primmary

Billing Address*
Current Address Sl 4 ADD ADDRESS B QDI ADDRESS

Name On Card»*

Billing Setup
New Card

Description*

Payment Type* Card Number=* CWe
visa -
Expiration Month/Year#*
- -
® CANCEL
S e e e e R )
Connect with us: (855) 278-8277 EZ5choolPay Pay How-To
) 2 hoolpa Version 3.4.4
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Recurring Payments

Recurring (automatic) Payments can be set up to automatically apply funds to the student(s) account, for use during meal
service. The recurring payment can be set up with either a set amount and frequency {i.e. $20 every Monday), or to only occur
when the student’s balance is below a set amount {i.e. 520 when student’s balance is below $5.00).

1. To setup a recurring payment click the "Recurring Payment” link on the left side of the page, then click the “Add
Recurring Payment” button:

Aain Partal Recurring Payments

1

1

1

]

1

Home = e e Py E !

T - --.;;lyp_u oyt 4 Payiienl :\c_(._ofj_u!' 7 1 :‘.ﬂ.i;l‘l l.h.'lllr: ¥ e Rt Lind bikeel -

. ] Mo Recurring Payments H

My Students % Show Disabled 1

1

. i To disable an active recurring payment, dick the pencil next tothe

| S + AR RECURRING PAYME NI one desired, uncheck the 'Enabled’ box, continue and confirm. :

¢ ot Payments |} :
LB

i Credit History ]
|

i Store / Pay Online !

B [)

o Cartl :

¥ Help ;

I| :

) VTR :

) '

[} )

] )

e e e e o P P e e e e e '

Connect with us: {855) 278-8277 EZSchoolPay Pay How-To
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2. Select the recurring payment type of Frequency or Low Balance, then enter in the information for the recurring
payment. Select the option for the duration that the recurring payment should remain in effect. Choose the
patron(s) to apply these payments to and enter in the amount. Once all selections have been made, click the
“Continue” button:

Recurcring Payments

Type
= Fragquency Low Balance @& Enabled

Frequency @
weekly -

Payment Account
wvisa -~

Start Date
4/19/2016 2251

@ continue until I change or canceat this payment
0 Continue until but Nnot after: R

=) Michael Osborne %$0.00

| =2 CONTENULE I

I S et
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Recurring Payments

You have selected the following options:

o A recurring payment of $0.01 will be made for Michael Osborne weekly.
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