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This document cutlines basle usage of the www.EZ5choolPav.com website. Instructions contained in this document are specific
to parent users of EZ5choolPay who are linked 1o a child that is enrolled at the school district. Note that any confidential
and/or secure data has been redacted for privacy thraughout this document.

Create an Account

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

Wwelcome to EZSchoolPay.com, the easy, convenlent and secure way to
m pay for school meats and other school fees.
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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 EZSchoolPay 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

| By using this Porm, you can sign up as a parent an EZSchoolPay.com. An email with Instructiona for
Email * : valldpHng your aceoumt wil be sant to the address you provide, Plaasa chack everything you sntar to
ba sura it's corract befors you click "1ave® to croate your 3¢Coumt,
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3. 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. Gnce 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 hox to confirm that you have read and agree to
the E25choolPaycom Terms of Use, then click “Save™:
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Parent Registration

Email Address

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

e

: E
: i
M [
: :
: :
H L]
s johndoe®@email.com E
M [
L] 1
i First Name® Last Name®* ;
E John Doe !
[}
1 ]
¢ Address* City= E
{123 Fake Street Dallas ;
H ]
1 ]
i States Zip Code* Phone Number#* ,
! Texas (TX) v |76224 {214) 320-1111 E
1 []
1 1
E Security Question#* Security Answer* i
i Mather's Maiden Name ~| | mommaiden !
i i
1
! Password* Confirm Password®* E
: Lr 1l 11t} “emvweew :
] 1
1 )
M [
i Schoot District* Time Zone (if known) !
H Frands Howell School District Q Central Time {US/Canada) - i
i E
E E
H '
i :
i :
] :

Connect with us: [855) 278-8277 EZSchooalPay Pay How-To
: : ; Version 3.4.4

6




ME SchoolPay

(=il

+ Dt e

4, The final step to complete the registration process s to validate your account. An email from
noreply@ezschoolpay.com will be sent ta 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 yaur Junk or 5pam folder. For Gmail
accounts, check the “Promotions™ folder, Once the account has been validated, your new account is ready for use

EZSchoolPay Pay How-To
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 EZ5choolPay are avallable, as
well as any important messages that should b2 reviewed.

1.  When first signing in to EZSchoolPay, the Home screen is displayed:

1
¥
] Home ;
i My Account Messages H
b
:! My Students Welcome back arent User) :
v Blling Setup .
:: Recursing Payments Your chidd's school district has cpted not to use EZSchoolPey for online paymeants and purch ases, :
[T With your EZSchoolPay account, you can view basic student Information and account balances. |
:. CEeCILHET However, other value-added features may not be svallable. The district may accept payments In |
: Store / Pay Onllne persan or through another source. Please contact your child’s school district to find out more :
Y can about additional payment options that may be avallable. 1
v Help H
i 1
1 1
" 1
:' 1
i i
1 1
1 1
[

There are nine links on the left-hand side to get started:
*  Home: This link will return toc 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 Stwudents: 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 methad (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 chitd’s account online, or make
purchases for other store items, as applicable

*  Cart: This link atlows 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 pravides 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 EZSchoolPay Pay How-To
L qizil-FE 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 EZSchaolPay, click the "My Students” link on the left side of the page:

ﬁf_ﬁ_l wetcorne bac [N - user)
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With your EZSchoolPay sceount, you can view basic student (nformation and aooount batances.
- Credit History However, other value-added features may not be avedlable, The district may Ateept payments In
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Select Districts

Please enter at [east one value and then click *Search”. Partial names are allowed.

District Name City State Zip Code
hants v

Distric rl'._:'inlnnas:-r

#1 Harmis Sthool Solutions SM Harris Schook Solubions 906617  Rockln 95677
[11 varns Support Tast Onen v Harris Sthool Solutions 4993607  Rocklin 95682
; South Harrison Community
[21 South Harmisor Community Scho! School Corp. 7BEESSE  Corydon 47112
14 USE SELECTED DISTRICT AND CLOSE
e o e e e e e e e e e e e e o M R R T A N M W M E W A W N W WM W W N W W PP T T Y Y
278-8277 EZ5¢thoolPay Pay How-To

Version 3.4.4
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and student number provided exists within the selected district, that chi'd will be linked to your account on
EZ5choolPay. If you do not know your child's Student Mumber, contact your child’s school for further assistance:

' ame '™ My Students

Lt Add a Student
My Students !

D auto Lagout in: 00:17:13

1

[]

)

[]

1

[}

[ ]

Districts i

Bliling | Setup Harrls Schoal Soludons SM Q 4
Recurring Paynienkts 1
Credit History * By Student Number ( By Birth Date E
Store / Pay Oniine Last Nama# Student Number? !
cart DOE 123454 | '
1

Help T help ensure the privacy of your student, you must know and enter the h
student's last name and number, If you have trouble addinog your student o 1

don't know the student's number, you can obtain or verify this Information by H

m contaciing the student's school. :

i

1

L]

[]

]

NOTE: Other linking aptions, such as by name and birthdate, are avallable, however, these options are onfy dispiayed
if the selected district has enobled this feature

Connect with us; (855} 278-8277 EZSchoclPay Pay How-To
2 a5/ 3y, 08 Verslon 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 ta
30 days of history, while the current balance of your child’s account is updated typically every 10-15 minutes. NOTE:
Transaction history disployed on EZSchooiPay 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 Vie

w Transaction Histary:

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 Students

My Accoint

My Sucherts

Bliling Setup 0/
Recurmivg Payinents Click the pencll beside your student's name to: View addtinal studant Information and pending bala
Credit History

)
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2. Ifyour chitdren share an account batance for purchases, the “History For” dropdewn 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:

PRI GIEIE  Lwth et
Tebrda  IITAYMH JTVACHEN @109 b ik gl

Connect with us: (855) 278-8277 EZSchooiPay Pay How-To
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i3




Low Balance Email Reminders

When desired, users can receive an email notification from EZSchoolPay when their child’s account balance reaches a set dollar
amaunt, defined by the user.

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 Shrd el

1

1

1

1

1

1

1

1

1

1 Help
1
H
1

1

1

i

1

1

1

(@ ayto Logaut in: 00,1832 s =

My Student

T S e

Firsd Mkl

Buchy Dawid Elemantary LGS 2]

To sat a low batanca amall reminder lavel, or o visw mors information aboot a student, dick the pendl beside your
tident’s name.,

£Z5choolPay Pay How-To

Version 3.4.4
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2. On the 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” hox. Click “Save” when finished — the next time
your child’s account balance reaches this dollar amount (or belaw)}, an automated email will be sent to your email

address to notify you:

Homie
My Accouwnt

Student Mumbet Student PIN
I

Schodl [ District
Becky David Elementary / Francs Howell Schook Dlstrict

& Aute Logouk In: 06:18:39

Provides Birth Date
#Tridan 7

Low Balance Email Reminder Level
000  Send Reminders

“ Ative?

Balances
Malonee type " ! "._ A akh R LN E.I_l.il.' -I_'I_'l_lr".n:F.:. "fil"h-a'i'l-l

#0465 $0.00 Mo

Cument as of 9/23/2015 11118 AM

. ———— A ——— A A EEE - R .-

Connect with us: {855} 278-8277 EZSchoalPay Pay How-To
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Spending Limits

When enabled, EZSchoolPay offers the ability 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, individuat meal sessions {Breakfast or Lunch), or for a la carte
purchases, if desired. NOTE: The spending limit feature may not be avaliable for all school districts. Piease contact your child’s
school district directly to set spending limits if this feature is not active on £EZ5chooiPay.com,

1. Torequest 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:

Admin Portal StUd ents
- Home e T r £ Fror
I} - LR hl"‘III}" ¥ arsi Hllﬂu 1, ikalsim i | res
Aocount 5 :
yd . 0 TR
Help CHek the paicH Dashde you ™ stuSant’s nama to: view sdditional student infe ion and dlng b Set 2

lews-balan e o s oeminde eved, Raquarst 8 daily 2nending EmN.

O Ao Logout bn: 00:18:31

e e ————————

Connect with us: [855} 278-8217 EZSchootPay Pay How-To
UpDGT 3 2y, Varsion 3.4.4
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Admin Poctal
Home -
“‘Ylm“nt First Name LASE hame
el Bl A
Help
Student NHumber Student PIN
[ Giom | ‘

School / DIstrict

@ Awrto Logout In: 00:15:29 Francis Howall Gentrsd High 7 Frands Mowel School District

Provider Birth Date
Triden 7

Low Balance Emall Reminder Laved
S0 I send Reminders Curpent, a5 of /2672016 3:33 M + A va?

Connect with us: {855) 278-8277 EZSchoolPay Pay How-To
el 3 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 1a carte purchases individually, When
selecting the "Simple” option, continue to step 4; otherwise, proceed 1o step 5:

Adimin parest MY Students

il Set Spending Limits for [N
My Acconnt
m Note: This form will sllow you to submit Rmit qes for tve sl te your
#¢hood’s Food Sarvice Dapartment. This \nlll usually talke effect within séveral minutes. EZ5S¢hodl Pay
Help does not make any declsions | ding. Pleasa your school directly for any

Inquiries ragarding spending limits.

)
)
1
1
[}
L
1
L)
1
1
[}
L
L)
1
L
m Plgase choose one: :
1
1
1
1
1
1
]
1
1
I
1
I
1
1
]
1
1
1
1
I
1

2 Simpla: Sat an ali-day tpwnding limit far this student,
® Auto Logout fn: 00:16:13 o Advarvoud: Umits shoukd alfect breakfast, lunch, snd ala carte saparataly.
Spending Umit
Do ot limit meal account 1pending (max alowed}.

D not allev any meal account speruing {30.00 allowed),
when this option 15 selected, the sivdent must pay with cash {or check) during meat servicw.

& Limnit meal account spending par day ko a specific dollar amount.
Crally Spending Umit: 20.00

L T T Y il

Connect wlth us: (355) 278-8277 EZ5¢hoolPay Pay How-To

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

i Soral My Students
e Set Spending Limits for NN

My ACcaunt
Mote: This form will allow you be submit spanding Ifmit changes for the salected student to your
school's Food s-rvlu Dlparuneﬂt Thls will wsually take effect within geveral mimutes. EZ5choolPay

My Starbenes 00

Help dovas ot make any declsl ] p 9. Pluase contact your schood dirsctly for any
Inquiries ragarding spanding Nmits-

[

1

’

1

]

[

1

1

1

1

1

[

]

1

1

L D rase crvoss ane
1

1 * Simple: St an all-day spending mit for this student.

\ :

1§ Auto Logout lu: 00:16:13 . Agheanced: Limits should afface brastfast, Junch, and ala carte separately.
1

! Spending Linvit

1
1 ' D not limit masl account spandlng {max allowed).

L}
L}
0
|
|
i
[
1
1
1
1
]
1
i

Do nat allow any meal accowk spending {$0.00 aliowed).
Whaen Hus optéion s selacted, ihe dludent must pay with cash for check) during meal gervice.

* Limibt meal account spending per day to a spacifi: dallar amount.
Dally Spending Limit:  20.00

S L L L L T T

» Do not [imit 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 cannhot 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 far each day. This applies to all meal sessions, as
well a5 a la carte purchases

Connect whh us: (855} 278-8277 EZSchoolPay Pay How-To
£ Verslon 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 well as how their
a la carte purchases should be limited, accordingly. See below for a more detailed explanation of each option:

g My Students
noses et Spandiny Linies o SN
My Account
Nota: This form wHl allew you to P g Umit changey for the seiecied studant o your
schood's Food Service anwlmmt Tﬂl will uwally takw nffect within seversl minutes. EZSchooiPay
Help does not make any duclsl g student ding. Please kact your schuot directly for any

Inguiries regarding spending limits.

m Please choose one:

L Simple: Set an #i-day spanding timdt for this student
(D Auta Logoot kn: 04:19:44 I# advanced: Limits should affact breakfast, lunch, and ala caree saparataly I
Breakfast Uimnit

! Do not allow any meal accourt spending during breakiast {$0.00 al cewad).
Vihen tiws option 15 seiected, the student must pay with cash (or check) during breakfant.

" D nrt Mlmit meal account ding durlng breakfast {max all d)

Lt T
tno not (lmik meal sccount spending durfng lunch {max al owad).

Da nat allow any meal account spending during lwnch {€0.00 alfoewd).
When ilws opbion i selected, the stodent must pay with cash {for check} duning lunch.
Limit meal account spending par day, during (unch, o 2 spaclfic deliar amount.

Eoo not allow any Bctount purchatas for ald carta itams during breakfast.

When thil opirasn 13 salectad, the student must pay with cash (ar check) when making
ala carte purchases during breakfase.

Do not allow any account purchases for ala carta itams during lunch.
When this oplion (s salechid, the Jtudent must pay with cash for chack) when making
Ma carta purchases during funch.

]
1
1
1
1
1
1
1
1
1
i
1
1
1
1
1
1
1
i
i
1
1
1
|
1
1
1
i

o Limde meal aceaunt spareling per day, during breakiast, to a speclflc deoflar amounk :
1
|
|
|
+
1
*
]
L]
L]
1
1
1
1
1
1
l
1
1
1
1
1
1
1
1
1

Breakfast

* Do nat 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 nat allow any mea! accaunt 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

s  Limkit meal account spending per day to a specific dollar amount: When this option is selected, your child wilt
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 |a carte purchases

Connect wlth us; (855} 278-8277 EZ5choolPay Pay How-To
[ Version 3.4.4
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s Do not limit meal account spending (max allowed): When this optien is selected, your child will be able to use
their meal account, without a limit applied

+ Do net 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

s |imit 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 [a 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 cannat be deducted from thelr meal account

* Do not allow any account purchases for ala carte items during lunch: When this option is selected, yous 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

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. (f this is carrect, click “Cantinue”; otherwise, click “Cancel”
and make the appropriate selections:

1
]
1
1
1
1
1
H
1
J
]
1
]
1
1
}
1
]
1
1
L3
]
]
1
L]
1
L]
1
1
[}
]
[}
L}
L}
[}
]
1
]
i

Confirm Your Request
You are about b request the follewlng spending Hmits:

+ Student spending won't be rastricted.

Continuia only If this i5 correct,

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 setections made will ke 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 alows 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 EZ5choolPay. This payment can be used for one-time
purchases, or for recurring {automatic) payments, as appropriate.

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

|

| CamifAccouinl | Type Billing Address

[}

L}

1

[}

[}

1

)

1

1

[]

[ . {
I

' sSelup |
) : ;

I Recurring Payments
1

¢ Credit History
1

)

[}

1

1

1

[}

1

1

1

[}

1

[}

)

[}

Store / Pay Online

Connect with us: (855) 278-8277 EZS8choolPay Pay How-To

hoolpay.con Version 3.4.4
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2. Ontha screen that opens, enter a description for the payment method, as well as the details for the payment
method, in the fields provided. If there is more than ane 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:

Billing Setup
New Card

Description*
I Pritnary

Billing Address*
Current Address N 4= ADD ADDRESS BEQU DT ADD I SS

Name On Card*

Payment Type* Card Kumber# Ve
visa - 5]

Expiration Month/Year®

» CANCEL

e e

Connect with us: [855} 278-8277 EZ3chaalPay Pay How-To
: NDOIRE Verzion 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 meat

service. The recurring payment can be set up with either a set amount and frequency {i.e. 520 every Monday), or to only occur
when the student’s balance is below a set amount {i.e. $20 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” bution:

Admin Portal
Honme

My Accaunt
By Students

Recurring Payments

g g " ¥ * » ir
SR 1 ypo e § Faynieat Accoumy - i Sl Dralas - e Bl s it bk
o Rerurring Payments
¥ Show Disabied

- . To disable an active recurving payment, dick the pencll neat to the

| Credit History

. Store / Pay Online
Cayt:

' Help

E25¢choolPay Pay How-To

Version 3.4.4
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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:

Type
= Fraquency Low Balance @ Enabled

Frequency @
weakly -

Payment Account
visa -~

Start Date
4719/2016 == 1]

@ Ccontinue until I change or cancel this payment
i Canthnue until but not after: il

ar .—|. Lt g
A!“oula!ll'

=) Michael Osborne %0.00

e e e e B e R A o

Connect with us: (B55) 278-8277

mﬁrogﬁﬁﬁrhﬂolré‘com

EZSchoolPay Pay How-To
Version 3.4.4
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ﬁ SchoolPay

GO

i) 1
| et B %“: .5 "nf't+ Ca l—i'"
3. Confirm that the recurring payment details are accurate, If so, click the “Confirm” butten to complete the setup. If
the information Is incorrect, click the *Back” button to make the appropriate changes:

Cannect with us: (855} 278-8277 EZ5choolPay Pay How-To
T @erschoolpa Verslon 3.4.4
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