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Frequently Asked Questions 
 

Q: I’ve forgotten my password! How do I reset my password? 

A: On the Parent Portal Sign In Screen, click the Forgot Password button. This will send an email to the 
email used to create the account. Follow the prompts in the email to reset your password and log in. 

Q: What types of payments are accepted? 

A: The school determines what types of payments are accepted, which may include credit card 
(Discover/Mastercard/Visa), debit cards with the Visa/Mastercard logo, and/or ACH (Online Checking). 

Q: I can’t add my student! It says student not found! What do I do? 

A: Verify that the information submitted is correct. If the student not found error still occurs, reach out 
to the school or use the Contact Us form located at the top of the login page to contact us. When 
submitting a Contact Us Form, please include the student(s) name as well as the district that the 
student(s) attend. 

Q: I have questions about transactions on my student’s account. Who do I need to reach out to? 

A: All questions regarding transactions on a student’s account should be referred to the school that the 
student attends. 

Q: My auto-replenishment isn’t working! What do I need to do? 

A: Verify that the payment source used to set up the auto-replenishment is valid. If the payment source 
is no longer valid, remove the auto-replenishment(s) that use the payment source and update the 
payment source. See My Account for instructions on updating the saved payment source. 

Q: How do I change/remove a saved payment source? 

A: See the Changing/Removing a Saved Payment Source section to change/remove a saved payment 
source. 
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Using any web browser, navigate to www.schoolpaymentportal.com 

Click the Parent Login button to enter the portal. 

 

  

http://www.schoolpaymentportal.com/
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Creating a New Account 
To create a new account, click the Create Account button. 
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Fill in the required information, and click the Create Account button when finished. 

 

Once the account has been successfully created, click the Login Page button 
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Logging into the School Payment Portal 
Once an account has been successfully created, click the Parent Login button to log in and access the 
account. 
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Enter the email and password used to create the account and click the Sign In button. 

  

Forgot Password 
To reset a forgotten password, enter the email used to create the account and click the Forgot 
Password button. 
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An email will be sent to the email address used to create the account. Follow the instructions provided 
in the email to reset the password. 

 

Verify Email 
First time users will be asked to verify their email address. An email with a code will be sent to the email 
address used to create the account. Click the Verify My Email Address button and check the provided 
email for this code.  It may be in the junk/spam folder.   

 

Enter the code received via email on the next screen and click the Verify button to verify the email 
address. 
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Site Logout 
 

To log out of the session, click Log Out, located on the top menu bar. 
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My Account 
The My Account menu can be used to change the first and last name, email address, and password of 
the account, configure Two-Factor Authentication for the account, add/modify saved payment sources, 
and deactivate the account. 

Two Factor Authentication 
Two Factor Authentication can be set up to provide an added layer of security to the School Payment 
Portal Account. To set up Two Factor Authentication, click the Configure Two Factor Authentication 
button. 

Click the Turn On Two Factor Authentication button.  
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An email will be sent to the email address on file containing a code that will need to be entered in to 
confirm the changes to the two factor authentication settings. Enter the code and click the Confirm 
button. 

By default, the authentication method is to receive an email with a code. This can be changed to Google 
Authenticator by clicking the Switch Method to Google Authenticator button.   
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Saved Payment Sources 
 

Payment sources can be added to the Saved Payment Sources tab to allow for ease of use throughout 
the software. School Payment Portal follows industry standards for securing financial information to 
keep your information safe. Before adding a saved payment source, a student MUST be added to the 
account. See Adding Students To An Account to add a student to the account.  

Once a student has been added to the account, click the New Saved Payment Source button to add a 
new saved payment source.  

 

Each saved payment source is assigned to a specific online gateway. Gateways determine where the 
money is transferred to when a transaction is completed. The gateways available to be used will be 
shown on the screen. Verify the information is correct and click the Continue button.  
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Select the type of account to be used and click the Continue button. ACH (Checking or Savings Account) 
or Credit Card are the types of accounts that can be selected. 

 

 

For ACH accounts, fill in the nickname and billing information, followed by the account information and 
click the Continue button.  
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For credit card accounts, enter the nickname and billing information, followed by the account 
information and click the Continue button. 
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Changing/Removing a Saved Payment Source 
To change/remove a saved payment source, navigate to the Saved Payment Source section of the My 
Account page. To change a saved payment source, click Modify next to the saved payment source you 
wish to edit. To remove a saved payment source, click Delete next to the saved payment source you 
wish to remove. If the saved payment source is being used for an automatic replenishment, the 
automatic replenishment MUST be removed prior to changing/removing the saved payment source. 
See the Automatic Replenishment section to show the removal of an automatic replenishment. 
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Adding Students to An Account 
To begin the process of adding a student to the account, click on Student Access & Cafeteria Account at 
the top of the page. This will bring up the Student Access page. Next, click on the Add Student button. 

 

Enter the Zip Code (May not be home Zip Code) of the school that the student attends.  Click the 
Continue button. 

 

Schools that match the Zip Code provided will be shown.  Click the Select button to the left of the school 
that the student attends. 
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Enter the required information and click on the Continue button in the lower right. Some schools may 
require different information than what is shown in the picture. 
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Verify the information and click Add Student to the left of the student to be added.   

After adding a student, additional students can be added by following the steps above. 
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Patron Lock 
Locking out a patron’s account will prevent the account from making cafeteria purchases, making 
cafeteria deposits, and making online deposits. To request that a patron’s account be locked, first 
navigate to the Cafeteria Balance/Transaction Information section of the Student Access & Cafeteria 
Account page. Click on the Lock Accounts button. 

 

 

 

Click Select next to the name of the student to be locked. 
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Enter a reason for the lock request and click the Confirm button to send the request to school 
administration for review. 

 

Once the system administrator reviews and processes the request, an email will be sent to the email 
used to make a request. 

 

 

Reminders 
Two types of reminders are available; Automatic Emails and Automatic Replenishments.  To set up these 
reminders, first click View/Set Reminders located under the LunchTime Cafeteria Account section. 
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Click on Modify next to the student. 

 

From the Reminder Type dropdown, choose either Auto Email or Auto Replenish. Auto Email reminders 
will send an email when the student’s balance reaches the threshold set in the next step. Auto 
Replenishment will automatically charge the saved payment source to replenish the student’s account. 
Click the Continue button. 
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Automatic Email Reminder 
Enter the desired Balance Level to trigger the automatic email reminder and click the Continue button 

 

Verify the information and click the Save Reminder button.  Repeat with additional students if needed. 
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Automatic Replenishment 
Enter the desired Balance Level, select the Saved Payment Source to be used, and the amount to 
deposit. Click the Continue button. 

 

Verify that the information displayed is correct. The checkbox MUST be checked to indicate that the 
payment amount specified is correct and that the amount is authorized to be debited from the account 
used. If changes to the replenishment need to be made, click the Cancel button. If the information 
displayed is correct, click the Save Reminder button. 
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Make a Cafeteria Deposit 
To make a one-time cafeteria deposit, click the Make Cafeteria Deposit button, located in the Student 
Access and Cafeteria Account tab under the LunchTime Cafeteria Account section. 

 

Enter the deposit amount for each student listed and click the Continue button. 

 

Review the payment screen and click the Add To Cart button. 
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Once all cafeteria deposits have been added to the Shopping Cart, click the Check Out button. 

 

Balance Transfer 
Balance transfers can be requested to move money between two students that use the same gateway 
for cafeteria deposits. To request a balance transfer, first navigate to the Cafeteria Balance/Transaction 
Information section of the Student Access & Cafeteria Account page. Click on the Transfer Balance 
button. 

 

Click Select next to the student to transfer money from. 
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Click Select next to the student to transfer money to. 

 

Enter the amount to move from the source to the destination. The maximum amount allowed to be 
moved will be entered into the General Balance To Move: box. This is the account balance of the Source 
Patron. To edit this amount, change the amount in the General Balance to Move: box. Click the 
Continue button.  
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Confirm that the information displayed on the screen is correct and click the Transfer Balance button to 
request the balance transfer. 

 

 

Once the system administrator reviews and processes the request, an email will be sent to the email 
used to make a request. 

 

Checking Out 
When checking out, all payment options may be available. Please be aware that some schools may not 
accept all forms of payment, and the examples shown may differ. Please be aware that there is a service 
fee charged for every transaction. This fee is visible under the Service Fee column when choosing the 
payment method.  

 

 Click Select next to the payment option desired.  
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Please note: The One-Time payment refers to a payment source intended to be 
used “one time” and not saved. 

Enter the billing information for the payment method selected. All fields with the exception of Address 
Line 2 are required. 
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If ACH was chosen, continue to the Account Information section, adding the Routing and Account 
numbers from a printed check. All fields are required. Do not use the numbers on an ATM Card! 
Confirm the Service Fee and the Total Due. 
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If credit card was chosen, enter the card information. All fields are required. Confirm the Service Fee 
and the Total Due. 

 

Regardless of the payment method selected, the checkbox MUST be checked to indicate that the 
payment amount specified is correct and that the amount is authorized to be debited from the account 
used. Once the checkbox is checked, press Process Payment to process the payment. 
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Receipt 
A receipt will be generated upon processing of the payment. This receipt may be printed by clicking 
Print. When finished, click Back to My Account to return to the main screen. 
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Items, Fees, & Invoices 
To view items, fees, or invoices, associated with students on the account, click on Items, Fees & Invoices 
on the menu bar at the top of the page. 

 

Invoiced Items 
If there are currently any Invoices owed by students associated with the account, they will show in the 
Open Invoices section: 

 

Click the box next to the invoice. Click on the Pay Selected Invoices button at the bottom right. The 
invoice will be added to the shopping cart.  

 

Continue to Check Out as above (see Checking Out). 
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General Purchase Items 
Districts may choose to have general items available for purchase through School Payment Portal.  
These items will appear under the Items/Fees section. To purchase an item listed, click Select next to 
the item to be added to the cart.  

 

Additional details may be required such as the student associated with the item and/or quantity. 

 Click the Continue button to view the options selected.  
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Confirm the details and click the Add to Cart button.  

Review the items in the Shopping Cart 

 

Click the Check Out button. (See Checking Out for additional instructions on the checkout process) 
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Transactions 
Click Transactions to see a list of all cafeteria activity for the student. 

 

Review the information then click the Return button. If any discrepancies are noted, contact the school’s 
Food Services Department. 
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Restricted Items 
Some school districts may allow parents/guardians to restrict items for purchase. This allows 
parents/guardians to control which items a student can purchase. If the district allows 
parents/guardians to restrict items, a list of items available for restriction will be visible. To add an item 
to the list of items restricted for purchase, click Restrict next to the item. This will move the item to the 
Items Restricted From Purchase list. Please be cautious in setting restrictions, as restricting incorrect 
items may prevent the purchase of a standard meal. If the school does not offer this option online, 
contact the school directly to discuss item restrictions. 
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A la Carte Restriction 
To Restrict A la Carte items (chips, ice cream, etc.), first navigate to the Cafeteria Balance/Transaction 
Information section of the Student Access & Cafeteria Account page. Click on the Restrict A la Carte 
button. 

 

 

Click Select next to the name of the student to be locked. 

 

Choose whether a la carte purchases should be restricted only when the patron’s account is negative 
and click the Confirm button. 
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Once the system administrator reviews and processes the request, an email will be sent to the email 
used to make a request. 

 

 

Pre-order 
Schools may allow pre-orders to be placed. To pre-order meals for students assigned to the account, 
click the Meal Pre-order button. 

 

Start a New Order- Select the start and end date as well as the meal period, and click Start Order.  

 
 

  



41 | P a g e  
 

Choose the quantity of the item to be ordered, and click the Save Changes/Continue button. 

 

Review the transaction details and check to make sure the items and dates are correct before clicking 
Confirm. 
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Transaction Summary and Payment Information will show the student’s current balance, total ordered, 
and the total due now. If payment is required, click the Start Payment Process button. 

 

  

 

Deposit Summary shows the amount to be deposited for each patron’s pre-order. To process a payment 
for the order, click Select next to the payment option desired. 
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Regardless of the payment method selected, the checkbox MUST be checked to indicate that the 
payment amount specified is correct and that the amount is authorized to be debited from the account 
used. Once the checkbox is checked, press Process Payment to process the payment. 

 

 

 

Confirmed Orders will show all orders confirmed for student(s) on the account. Orders can be removed 
up to the order deadline. 

Order History will show a history of all pre-ordered items purchased by student(s) on the account. 

To exit the Pre-Order page, click Exit Pre-Order. 
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