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MySchoolBucks is an award-winning service offered by Heartland Payment Systems, Inc.
Heartland Payment Systems is known for fair, fully disclosed pricing and empowering our

customers to take control of their payment processing costs.

Since being introduced a number of years ago, MySchoolBucks has become the product of
choice for thousands of schools throughout the United States. Whether paying for chemistry lab
fees, purchasing books, buying athletic tickets, or simply paying for school lunch,
MySchoolBucks gives parents the peace of mind when it comes to their children's school

purchases.

With MySchoolBucks, parents are able to register for an account and view information for free.
Parents are also able to view account balances or recent purchases in the school cafeteria, add
money to their student's account, and set up low balance alerts through this award-winning,

parent friendly system.

Browser Compatibility
Before using MySchoolBucks, make sure that your browser version is compatible. The following

browser versions are supported:

* Microsoft Internet Explorer (11 or higher)
* Google Chrome (22 or higher)

* Mozilla Firefox (27 or higher)

* Apple Safari (7 or higher)

Using browser versions older than those listed may result in reduced functionality.

Creating a Parent Account in MySchoolBucks

All new parent users must click Sign up today and follow the on-screen instructions to establish

their account.

MySchoolBucks Parent User Guide 4 of 70



Heartland

MY
ISCHOOL
BUCKS

School Payments Made Easy

From the cafeteria to the classroom, péy arytime
anywhere from your computer or smartphone

Log In to Your Account

The registration process will require you to select the state, followed by the district, in which
your students attend, your first and last name, e-mail address, and password. Your e-mail

address will be your username when logging in.

Sign Up
Search for your district by state or province

[+ ] Select State/Province

First Name
Last Name
E-mail Address

Re-type E-mail Address

NOTE: Your e-mail address will be your username

-8 Password

R Re-type Password

MUST be at least 6 characters long
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You are also required to select two security questions and fill out the answers. Once all
information is entered, click CREATE ACCOUNT. A welcome e-mail will be sent to the e-mail

address confirming that your profile was created.

Security Question #1

? In what city did you attend high school?
? Answer #1
Security Question #2

? What are the last 4 digits of your social security number?
? Answer #2

| would like to receive feature updates, news and promotional emails from MySchoolBucks

By creating an account, | accept the MySchoolBucks Terms of Service and Privacy Policy.

CREATE ACCOUNT

Make sure to validate your email address after creating your account. Validating your email

should prevent login problems and ensure that you receive important emails from

MySchoolBucks.

VALIDATE E-MAIL ADGRESS
W Wt rocently added or changed and roguires valldatan, Pleass ohedk your o mad aod click the "Validate E-mati”™ tutton

COUr 6Tkl DOCIRTS |/t -

TATEST NEWS
et |

DCRNT TS

Vour district has postad some

Welcome to the #Landon School Payments Portal
Automation: System Announcement Test

Username and Password Recovery
If you have already created an account but have forgotten your login credentials, you can

recover your profile either by entering the e-mail address associated with your account or the
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mobile phone number associated with the account. To recover your profile, first click Forgot

your username or password?

SCHOOL

IMY
BUCKS

School Payments Made Easy

From the cafeteria to the classroom, péy arytime
anywhera from your computer or srmartphone

Log In to Your Account

Don't have araccount? Sgn up today!

If you would like your information sent to you via text message, click Mobile Phone #, enter the
phone number associated with the account, and click Continue. If you would like your information
sent to you via e-mail, click E-mail Address/Username, enter the e-mail address or username
associated with the account, and click Continue.

NOTE: You must validate your mobile number before it may be used for password recovery.

Forgot Your Username or Password?

Just enter your mobile phone number or email address/username below and we’ll help you retrieve your
username or create a new password.

If you enter your mobile phone number, we'll text you a code to retrieve your username or create a new
password.

If you enter your email address or username, we'll email you a link to retrieve your username or create a new
password. If you don’t receive the link soon, try checking your spam or junk folder. Adding MySchoolBucks to
your email address book or safe list is the best way to ensure fast delivery.

MOBILE PHONE NUMBER

OR
EMAIL ADDRESS / USERNAME
ANCEL CONTINUE

A text message or e-mail will be sent to you. Click Finish to return to the login screen.
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Recover Credentials NOME » RECOVR CREDENTMLS

An email messape With instruions 10 recover your credentais Nas hean sent to your registered email addrass

£ yerily the sovall 20AYESE OF USCITRNNE YOO Eninred and try agawn. If y eed Lother 2sR20Ce, PIeRte CONMMAD (USTDMET SUDEOT WiE emalk =
eonnne at B55.532.527%

The e-mail will contain a link. Click the link to begin recovering your profile. You may be

presented with one of the security questions set up during your account creation. Enter the
answer to the question and click Recover Profile.

Security Questions

In what city did you attend high school?

£

NCEL RECOVER PROFILE

After correctly answering the security question, you will be provided with your username. If you
remember your password, click Login and enter your password. If you do not remember your

password, click Reset Password.

User Information

Usemame:

To reset your password, enter a new password in the top field and re-enter it in the field below.
Then, click Update. Note that the password must be at least 6 characters
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Reset Password

User 1D

a,

a,

Adding a Student

After creating your account, you will then have an opportunity to add a student. You can choose
to skip this step until a later time.

MY . 7
SCHOOL HOME M HOOL STOR
BUCKS

Your user profle was created successfidy. A welcoma amall as been 3ent to yaur inbox. Now let's 3dd 3 student..

CONTINUE TO ADD A STUDENT

If you want to add a student after the initial account setup, or if you would like to add an
additional student, you can do so from the My Students link.

MY HOME  MEAL ALLQUNT HODL STORE ¢
SCHOOL = ey
BUCKS

& My User Profile

Meal Accounts My Stiderts

]
S AutoPay Settings
k)

o3 v Wy Drder History
Welcome to the Heartland School District Payments Portal dzaedbhigiol,

Automation: System Announcement Test = My Billing Accoums

This is & test to see the difference between An District message and a SYSTEM message and STORE message .
3 Emall Higtory
2

User Log

MY STUDENTS ACCOUNT

4, LogOw
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The student’s district will automatically be populated. If a new District needs to be added, click
School District at the top of the screen, and then click Add another school district.

O

MY Heartiand Schop! Distrct B
SCHOOL IR e R e

BUCKS Heartland School District '

Meal Accounts WOME 5 M4 ACTIRNTS

{Add anather school dstrict)

To add a student, enter the student’s first name, last name, and student number and click FIND
STUDENT.

Add Student

To add a student to your account please enter their name and identifying information.

#Sue School

& First Name
& Last Name

®  Student#

Don't have your child’s student ID?

CANCEL FIND STUDENT

If the student is not able to be found, you will see the below message.
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Add Student

To add a student to your account please enter their name and identifying information.

#Sue School

B o]

We were unable to identify a student with the information provided

| &lTnere o‘

|\|12345 0’

Don't have your child's student ID?

ANCEL FIND STUDENT

If you received this message, it likely means that some information was entered incorrectly. If
there are no errors in the student information and the student is still not found, you will need to

contact the school to verify your student is in their records.

If you do not know the student number, click Don’t have your child’s student ID.

Add Student

To add a student to your account please enter their name and identifying information.

#Sue School

- First Name
& Last Name

®  Student#

I Don't have your child's student ID? I

NCEL FIND STUDENT
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The Student ID Request page will open. Enter your e-mail, the student’s first and last name, the
student’s birthday, and any comments you may have. Then, click Send. You will receive an
email with your child’s student number, which will allow you to add the child to your account.

NOTE: Your student ID request will have to be processed, so it may take a few days for you to
receive an e-mail with your child’s student ID.

Student ID Request

To send a request to your school to lookup the student ID for your child, please
enter the student's name and info, and choose Submit.

Your E-mail Address

- Students First Name

Students Last Name

B S

Comments or Questions

B

Students Birthdate (mm/dd/yyyy) b4

Once the student is found, you will have the option to request a “low balance” e-mail be sent to
your e-mail once the student’s balance falls below a dollar amount that you choose. If you do

not want a low balance e-mail, simply un-check the box.

Add Student

School: Schoolt
First Name; Claud
Last Name: Strife
Grade: 7

@%enn e-mall when meal account baiance reaches or 1ails below

$ 10 O
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If your district has enabled them for editing, Meal Controls are available for you to set spending
limits for the student being added. Note that Meal Controls settings are on a per student basis,

so you need to set controls for each individual student.

Under Daily Spending Limit Amount, enter the amount of money you want to allow your student
to spend each day. Under Weekly Spending Limit Amount, enter the total amount of money you
want to allow your student to spend each week. Make sure that the amounts in these fields are
within the range shown under Daily Range and Weekly Range.

The Meal Options let you determine if your student is allowed to use cash from their account on
a la carte items. If you select Cash Account for meals/a la carte, your student will be allowed
to spend account money on a la carte items in addition to meals. If you select Cash Account

for meals only, your student will only be allowed to spend account money on meals.

Meal Controls

Daily Spending Limit Amount:

$ 5.00 (UNL = Unlimited)
Daily Range: Unlimited
Weekly Spending Limit Amount:

$  UNL (UNL = Unlimited)

Weekly Range: Unlimited

7 7N
Meal Options: ®)cash Account for meals / 4 la carte \_Cash Account for meals only

When finished, click Add Student.
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Add Student

School: schoolt
First Name: Claud
Last Name: Strife
Grade. 7

Fﬂ Send e-mail when meal account batance reaches or falls betow:
$ 100
Meal Controls
Dally Spending Limit Amount
5 S$00 (UNL = Unismited)
Dally Range: Unfirruted
Weekly Spending Limit Amount:
3 UNL (UNL = Unimited)

Weekly Range: Unfimited

Meal Options: ®zash Account for meass / 3 la carte \_/Cash Account for meals only

ADO STURENT

Once the student is added, you will see the below confirmation. You can click ADD ANOTHER
STUDENT to add another student or FINISH to complete the process.

MY

SCHOOL HOME  STUDENTS  MEAL ACCOUNTS  SCHOOL STORE

BUCKS

Add Student

The student you selected has been successfully added to your household.

ADD ANOTHER STUDENT FINISH

NOTE: If you have a Membership payment plan, such as for OnePay Student Membership, you

will be prompted when adding new students to confirm or update Membership information.
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Parent Resources

Notifications
To help keep you up to date with any news for your account or school, MySchoolBucks

organizes notifications for your account at the top of the page. When you have notifications, you
will see a red number next to the Notifications symbol.

MY

SCHOOL
BUCKS

After clicking Notifications, the page displays a list of alerts and news for your account or school.

HOME > BOTHLATIONS

Notifications

Notifications

@ School Invoices
YOUr Sudents Rave one of More unpad muoited T pou Delsys Yol are Seaing (NS 1N 207, Padde CONESCE YOUr SChool for further assistance, View
Invoices
@ Latest News
YOU R SOMW SMpPortant News. Visit News
@ Validate E-mail Address
Jur samail 300755 icharies, s ] was recently added or (anged and requires validation, Peasa chech your e-mall 3na ik the “Validate
E-mail* button, Click e folowing “Resend E-mail” Snk 30t will resend the yaldation s-mail, Revend E-mall @

User Profile
To review or change account information such as contact information or membership settings,

from the Welcome drop-down menu, click My User Profile. Some other options available from
this menu are Email History, User Log, and Log Out.
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Meal Accounts

AULUPay Seltings

Welcome to the Heartland School District Payments Portal
Automation: System Announcement Test

This is a test to sae the difference between An District message and a SYSTEM message and STORE message
5 Emall vistory

]
o
D My Oroer Histary
=

My Biling Atcounts

D Userlog

a, Log Oue

To edit information on this page, click EDIT next to the information you would like to update. For
example, if you would like to change your password, click EDIT in the Password row under My
Login. To edit the security questions used in case you forget your password, click EDIT next to
Security Question #1 or Security Question #2.

2 MY LOGIN

Username: demo40parent EDIT
Password: BEASE EDIT
Security Question #1: What is your favorite color? EDIT
Security Question #2: What is your pet’s name? EDIT

To associate an account with a name, cell phone, and an e-mail address, click EDIT next to
Name, Mobile Phone Number, and E-mail Address, respectively. In addition to having the option
to send low balance e-mails, parents may also receive e-mails associated with their student
store orders, such as receipts and refund confirmations, and promotional e-mails with updates
and news about MySchoolBucks. Parents may also opt to send text messages to their phones
to be updated with similar information.

NOTE: Any changes to email information will need to be confirmed by a validation email.
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Name: Sue Parent1 EDIT
Mobile Phone Number: e EDIT
Send text messages? Yes EDIT
Email Address: EDIT
Send confirmation of payment? Yes EDIT
Send feature updates, news and promotional emails? Yes EDIT

Under My Membership, your current membership is displayed. A membership allows you to
make purchases without having to pay the Program Fee each time. Click Update Membership
to join or decline a membership. If you have a Membership payment plan, you will be prompted
when adding new students to confirm or update Membership information.

¥ MY MEMBERSHIP

OnePay Family Membership
Started on: Aug 04, 2015

Expires on: Aug 04, 2016

UPDATE MEMBERSHIP

Under My School Districts, the school districts associated with your students’ accounts are
displayed. Your primary school district is indicated by whichever district has a yellow star under
Primary. The students under your account associated with the district are listed under Students.
Click Add School District if you need to add another school district. Even if all students
associated with your account go to the same district, you may need to add a district in order to
access another district’s student store, for example.

MySchoolBucks Parent User Guide 10f 70



MY
I SCHOOL
BUCKS

Heartland

District Name Primary Students
#Landon School Chris REMOVE
#Sue School ﬂ? Laura, Ana
MLM_sueprinceton Therechel REMOVE
ADD SCHOOL DISTRICT
My Students

The My Students page lists all of the students associated with your account. To access the My
Students screen, click the My Students link near the top of the page after clicking your name.

@ 1 O ' ¥ L Dwimo ‘
SCHOOL -
BUCKS A My User Profile
Meal Accounts T My Students
S AutoPay Settings
X " D My Drder Histary
Welcome te the Heartland School District Payments Portal
Automation: System Announcement Test = My Biling Accounts
Thiis is & test to see the difference between An District message and a SYSTEM message and STORE message
E3 Emall History
D Userlog
¥ STUDENTS ACCOUNT a4 LogOw

On the My Students screen, you can add, edit, and remove students. Click Add Student to
begin adding a student. For more details on how to add a student, see the Adding a Student

section. Click Remove to remove a student from your account.

IMPORTANT: Removing a student on this page does not refund the money on their account.

For refund information, contact your child’s school district.
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My Students Add, Edit, and Remove Students

Name Low Balance Threshold
Chris Adams $9.00 EDIT | REMOVE
Claud Strife $10.00 EDIT | REMOVE

ADD STUDENT

Edit Student

Click Edit next to a student’s entry to edit the student’s notification and meal control settings.

My Students Add, Edit, and Remove Students

Name Low Balance Threshold
Chris Adams $9.00 EDIT | REMOVE
Claud Strife $10.00 EDIT | REMOVE

ADD STUDENT

You have the option to request to have a “low balance” e-mail or text sent to you once the
student’s balance falls below a dollar amount that you choose. If you do not want low balance
notifications, leave both boxes unchecked.
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Edit Student

First Name: Claud
Last Name: Strife

School:

When meal account balance reaches or falls below:
$ 9.00

Send email

D Send SMS/text message to my mobile phone

If your district has enabled them for editing, Meal Controls are available for you to set spending
limits for the student being added. The types of meal controls and options available may differ

from district to district, so not all of the following options may be available.

IMPORTANT: Meal Controls settings are on a per student basis, so you need to set controls for

each individual student.

Under Daily Spending Limit Amount, enter the amount of money you want to allow your student
to spend each day. Under Weekly Spending Limit Amount, enter the total amount of money you
want to allow your student to spend each week. Make sure that the amounts in these fields are
within the range shown under Daily Range and Weekly Range. If allowed by the district, you
may also set up spending limits specific to meal sessions, such as a limit that only applies to

breakfast.
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Meal Controls *UNL = Unlimited

Use this menu to set spending limits for your child. The maximum daily spending limit is $10.

Daily Spending Limit Amount:
$ UNL

Daily Range: $0.00 to $10.00

Weekly Spending Limit Amount:
$ UNL

Weekly Range: Unlimited

Lunch Spending Limit Amount:
$ UNL

Lunch Range: Unlimited

The Meal Options let you determine if your student is allowed to use cash from their account on
a la carte items. If you select Cash Account for meals/a la carte, your student will be allowed
to spend account money on a la carte items in addition to meals. If you select Cash Account

for meals only, your student will only be allowed to spend account money on meals.

If you would like to allow your child to spend account funds on a la carte items from vending
machines, check the option Allow A La Carte Vending. Items bought a la carte this way are
still subject to spending limits. If you would like to allow your child to purchase reimbursable
meals through vended items, check the option Allow Reimbursable Meal Vending.

When you have finished setting a low balance amount and meal controls, click Update.
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Meal Options: ®/Cash Account for meals / & la carte '’ Cash Account for meals only

Allow A La Carte Vending: |

Allow Reimbursable Meal Vending: |

UPDATE

Notification Preferences
You can sign up for e-mail notifications to inform them when your student’s balance falls below a

designated amount or after an order is placed. To sign up for low balance e-mails, click EDIT
under My Students next to a student account, enter a low balance amount, and select Send

email. Click SUBMIT to confirm the changes.

You can also sign up for text messages if you have a phone registered to your account. To sign
up for low balance texts, click EDIT under My Students next to a student account, enter a low
balance amount, and select Send SMS/text message to my mobile phone. Click SUBMIT to

confirm the changes.

NOTE: You will also see meal controls on this screen. If your district has enabled meal control

editing, you may edit them from this screen. See the My Students section for more details. If

your district has disabled meal control editing, you may only view the district’s meal controls.
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Edit Student

First Name: Claud
Last Name: Strife
School:

When meal account balance reaches or falls below:
$ 900

D Send email

D Send SMS/text message to my mobile phone

Meal Controls

Daily Spending Limit Amount: Unlimited
Weekly Spending Limit Amount: Unlimited
Meal Option: Cash Account for meals / a la carte

UPDATE

To sign up for notifications for when a payment has been made, click EDIT under My Contact
Info. Under E-mail Address, you can set what kinds of e-mails you will receive regarding your
MySchoolBucks account. To receive payment confirmation e-mails, click Yes next to Send
confirmation of payment. To receive promotional e-mails, click Yes next to Send feature

updates, news and promotional e-mails.
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Click Update to confirm the changes.

Edit User Info

First Name

- Sue

Last Name
F-3 Test
Mobile Phone Number

Enter your mobile phone number and check the Allow MySchoolBucks to send me text alerts at my request
box to receive important account information (e.g. password reset) via text message.

L ( ) =

\:IAIlow MySchoolBucks to send me text alerts at my request.*

*Message and data rates may apply. Text HELP to 58864 for help. Text STOP to 58864 to cancel.
Terms of Service | Privacy Policy

E-mail Address

=

Send confirmation of payment? @Yes QNo

Send feature updates, news and promotional e-mails? @/Yes ONo

My Billing Accounts
The My Billing Accounts page lists all of the payment methods associated with your account. To

access the My Billing Accounts page, click the My Billing Accounts link near the top of the

page after clicking your name.

MySchoolBucks Parent User Guide 2:0f 70



Heartland BUCKS

vy HOME MEAL ALCOUNT STHOOL SYORE 4
SCHOOL £ MEAL ACZOU 00L STORE
BUCKS

My Lser Profile

=

T My Studerts
$ AuloPay Settirgs
Welcome to the Heartland School District Payments Portal

Automation: System Announcement Test My Billing Accounts
This is a test to see the difference between An District message and a SYSTEM message and STORE messa)|

O i 4 L T (4

D Useriog

MY STUDENTS ACCOUNT

a, LogOua

If one of your payment methods has been declined, such as when a credit card expires, click
Update Billing Accounts to go to the My Billing Accounts page.

Billing Accounts Declined

One or more of your billing accounts were declined while processing scheduled payments. View your
billing accounts to see which billing accounts were affected and update your billing information.

UPDATE BILLING ACCOUNTS

Adding an Account
1. Click Add Account.

My Billing Accounts  Add, Edit, and Remove Billing Accounts

No billing accounts on file. Select ‘Add Account' to add a new account to your profile.

ADD ACCOUNT

2. If you have a checking account, leave the screen defaulted to e-Check and enter your

banking information.
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Billing Account

=] mEe>

E-CHECK CREDIT CARD

umber

Only U.S. bank accounts are accepted
Checking Account Number

—
=l

Confirm Checking Account Number

=
If you have a credit card, click the Credit Card option and enter your credit card
information.
Billing Account
— Cmm
=
E-CHECK CREDIT CARD
Account Type
B  Discover
Only U.S. issued crediit cards are accepted. When making a payment not all card types may be
available.

Card Number

=

Expiration Date

S| January 2017
Name on Card
&

3. Enter the address information associated with your payment method.
4. Check the Make this my primary billing account option if you plan on using this
payment method for the majority of your purchases.
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5. Click Update.
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City
Phoenix

State/Province

Q Arizona

ZIP/Postal Code

= 85044

Editing an Account

Make this my primary billing account

To edit an existing billing account, click Edit next to the account you need to update. The

process for editing is the same as adding an account.

To delete a billing account, click Remove next to the

payment method you need to delete.

My Billing Accounts

Account Name

Viza ending in 4310

Viaa endng in 24370

Viaa anduntg In 4318

Visa andng in 4316

Checkng Actt ending 1 5152

Primary

My Billing Accounts  add, e, and Remove Balling Accouts

Expires

or/20t8

01/2022

020

o1/2010

oIT | AEMOVSE

HOME » MY DILLING ATCOUNTS

Billing accounts that have been declined are highlighted in red. You will need to edit the

payment method that has been highlighted if you want to finish the payment.

MySchoolBucks Parent User Guide
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Checking Acct ending in 7322 EDIT | REMOVE

Visa ending in 3828 07/2015 EDIT | REMOVE

One or more scheduled payments using this billing account have been declined. Please update this billing
account to resume payment.

Checking Acct ending in 0173 EDIT | REMOVE

Checking Acct ending in 0173 EDIT | REMOVE

ADD ACCOUNT

E-mail History
MySchoolBucks lets parents see a list of past e-mails sent to them, ordered chronologically. To

access your e-mail history, from the drop-down menu after clicking your name, click E-mail

History. You can view any individual e-mail by clicking the View button next the e-mail’s entry.

View Emails HOME » VIEW EMALS
E-mail History You e mils seet tram MSH In the kst 50 cays
= E-MAILS
Date District Subject Sent To
13 12:33 P Sue Schoo MySthoolBudks Low Salance Notficeton - 152 sue.reenersBe-howcom m
Netice
It 13 130 PM Sue Schoot MYSEROOTIMCKS Payment Confirmatan LS, CReNS T DE-NDE COMm m
| 13 12:26 P Sue Schoct MySchaolBucks Payment Confirmatwan sue.reenersSe-hps com m

MySchoolBucks allows parent users to view a log of all MSB activities made within the last 90
days. This allows you to keep track of account activity (such as payments and AutoPay
changes), any changes made using your account, and potentially catch any erroneous or
unauthorized activity that may require a password change or an account lock. To access your
user log, from the drop-down menu after clicking your name, click User Log.
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User LOQ Your log of MSB activities in the last 90 days

2 Log Page:1 of 13

Date District Type

Aug 16 12:22 PM Automation Schools AutoPay

You updated your AutoPay settings

Schedule: Monthly starting on 08/16/2017
End Date: 01/01/2018
Bill To: Visa ending in 1111

¢ Chris Adams, Amount: $20.00

Aug 16 3:23 AM Automation Schools Login
Aug 16 2:46 AM Automation Schools Login
Downloads

You can access MySchoolBucks digital applications by scrolling to the bottom of the page.
Currently, mobile applications for iOS and Google Play are available to download. These

resources provide you with fast and easy access to your account.

Heartland ABOUT MYSCHOOLBIXKS MOBILE APPS GET SOOAL

Meal Accounts

The Meal Accounts page allows you to view student balances, active scheduled payments, and

recent payments.

All students that have been added to your account will be displayed here. Some students will
have an icon next to their name. A rounded arrow icon indicates that the student is set up on an
automatic payment plan. A trophy icon indicates the student is part of a membership program.
The amount next to a student will be highlighted yellow if their balance is below their low balance
threshold.
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Also displayed is the district announcement. District administrators can enter custom

announcements or notes for parents in their district to view after logging in to their accounts.

Meal Accounts

VOME 3 MEAL ACCDUNTY

LATEST NEWS
YOUT Gizinct has posted Iome recent news, m
Waelcome to the #Landon School Payments Portal
Automation: Systam Announcement Test
MY STUDENTS ACCOUNT BALANCE
@ G Chris Adams $11239
¥ Diane Alcott $31758
® C Donna Alcotz $146.48
® O Chres Brantiey $86.00

o Ao a Stuoemn

SELECT YOUR STUDENT PAYMENT OPTION

ADD ONE-TIME FUNDS SET UP AUTO PAY

Set your balance o
Eliminate ¢

Make a gne-time payment to your students
account

nd let us handle the rest
LMa ‘;.Df"""’ll_'.

MAKE A PAYNENT ‘

VIEW SETTINGS

Note: When you first make a payment or set up automatic payments, you will be prompted to
select a Membership option. To begin enrolling in a membership, select Membership Option
and click Continue to see what memberships are available to you. To opt out of a membership
option and pay program fees, select Pay-As-You-Go and click Continue.
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Membership

MYSCHOOLBUCKS OFFERS THE FOLLOWING PAYMENT DPTIONS.

() Pay-As-You-Go

with the Pay-As-You-Go option we will ada a program fee of $2.00 with each online payment transaction

OR

® Membership Option

As a member, no program fees are added regardiess of the number of transactions/payments you make or the doliar amount.

Memberships are avallable for a period of between 1 and 12 months. Select this option and press Continue to view the Membership

To determine whether the Membership Option is more cost effective for you, consider how many times you will make a payment
using the service during the year

For example: if you have multiple children and are making payments frequently, then the Membership Option might be more cost
effective

Make a One-Time Payment
To process a prepayment, click Make a Payment in the Meal Accounts drop-down menu. This

will navigate you to the Place Order page.

MY >
SCHOOL HOMI MEAL ALCOUNTS SOw0aL STORE Q J ket | 30,00 o
BUCKS 3

View Account Batances
Meal Accounts BUME 5 MEAL ALCRNTS

Make g Payroent

LATEST NEWS Recant Paymerts

Caluteis Ml Mostory

Vorur (anict Das posted sorme FeCen! feas

Welcome to the #Landon School Paymer

You will be able to select a store such as Cafeteria Meal Payments or School Supplies. This will
depend on the stores that have been set up for the school district that the student attends. If there
are only cafeteria payments available, you will automatically be directed to the cafeteria payment
options.
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To make a payment, you will need to first select an amount to pay within the individual school
districts’ maximum payment limits. This is typically a range of $1 to $120. However, this limit

may vary depending on the district’'s agreement with MySchoolBucks.

NOTE: On this screen, amounts highlighted in yellow have fallen below their “low balance”

amount. Once the balance is funded, the yellow highlight will disappear.

STUDENT BALANCE SELECT AMOUNT AMOUNT

$330.93 $0 | $25 $35 | $45 |s10 $10.00

Chris Adams

C Gary Baker $3.15 m $35 | $45 | OTHER $25.00
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Next, select a payment method, either eCheck or Credit Card. When writing an eCheck, select

the checking account from the drop-down menu. When using a credit card, select a credit card

from the drop-down menu. If the preferred payment method does not appear in the menu, click

Enter a new checking account to enter a new eCheck account or Enter a new credit card to

enter a new credit card.

NOTE: The eCheck option is unavailable for districts not accepting eCheck payments.

Below the payment information, you will see the running totals for the payment or payments you

are making. When you have finished entering your payment information, click Place Meal Order

to submit the payments.

Choose a payment method:

-=] (eI

E-CHECK CREDIT CARD

B  visaendingin 1111

Enter a new credit card v

Subtotal $35.00
© Program Fee $4.00
Total $39.00

| PLACE MEAL ORDER
By clicking Place Meal Order, you agree to our 1erms or Service

At this point, the order will be placed. If you selected the option to receive an e-mail notification

when an order is placed, the notification will be sent at this time.
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Payment Confirmation

0.}

Order #1 of 2:

Your payment (confirmation code: "8WOSFB57RG82FN3") is being processed. Thank you!

The payment will appear on your statement as "Landon School”.
Order #2 of 2:

Your payment (confirmation code: "1ROZ9CVNFIHTYFJ") is being processed. Thank you!

The payment will appear on your statement as "Landon School".

Please Note:
» This payment will show as "pending” on your Meal Accounts page until it posts to your students meal account at their school.

»  You will receive an email confirmation for this payment if you have enabled payment confirmations in your User Profile.

AYMENT HISTORY MY ACCOUNT SUMMARY

Make a Payment by Text Message

In addition to using the website, you can make payments to accounts using your mobile phone.
To do this, first make sure that there is a valid phone number associated with your account. You
will also need to enable text message notifications for your account.

For more information, see Notification Preferences.
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Edit User Info

First Name

- Sue

Last Name

- Test

Mobile Phone Number

Enter your mobile phone number and check the Allow MySchoolBucks to send me text alerts at my request
box to receive important account information (e.g. password reset) via text message.

-~ ) -

D Allow MySchoolBucks to send me text alerts at my request.*

*Message and data rates may apply. Text HELP to 58864 for help. Text STOP to 58864 to cancel.
Terms of Service | Privacy Policy

E-mail Address

=

Send confirmation of payment? @Yes ONO

Send feature updates, news and promotional e-mails? @Ves ONo

After entering a phone number, you will receive a text message confirmation. Text Yes to allow

for paying balances over text messages.
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Welcome to MySchool-
Bucks Alerts. Text YES to
join. Message & data rates

may apply. 713 AM
ya3Am YeS

Thanks for joining

MySchoolBucks Alerts!

Message & data rates may

apply. Reply HELP for help,

STOP to cancel. 224 AW

~ N

From here, you have a few options when using the pay-by-text service.

+ Bal, Balance, or Balances: Texting one of these words lets you get account balances
for students on your account. Texting just the word (e.g. “Bal”) will show balances for all
students. Texting the word followed by a name (e.g. “Bal Steve”) will show a balance for
the specified student.

+ Pay, Payment, or Payments: Texting one of these words lets you make a payment for
students on your account. Texting just the word (e.g. “Pay”) will make a one-time
payment to ALL students in your household. Texting the word followed by a name (e.g.
“Pay Joan”) will make a payment only for the specified student.

You should also specify a payment amount in US dollars (e.g. “Pay Hayley 25”). Leaving

out a payment amount will default the payment amount to $20.

IMPORTANT: If no student is specified and a payment amount is, the payment amount
is fully applied to each student. For example, if there are 3 students on your account and
you text “Pay 25”, $25 dollars is paid to each student’s account, totaling to $75. O Help:
Texting this will request assistance from MSB.
+__Stop: Texting this will opt out of the pay-by-text service.

se7a Pay Haley 25

Your payment
(confirmation code:
"LEMZXCKOWHZAMUD")
is being processed. Thank

you! 7-57 AR
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To view all payments processed from your account through MySchoolBucks, select Recent

Payments from the Meal Accounts drop-down menu.

MY
SCHOOL
BUCKS

LATEST NEWS

Your distict hat posted 30me recers news

O fterry | SO.00 O

HOME MEAL ACCTUNTS S HOOL 5TDRE

_~

Vewe Acoount llalanres

Make a Payment

fAecant Paymeonts

AltaPay Seatings

Caleteris Meal Mstory

Welcome to the #Landon School Paymer

The Recent Payments page will display the most recent payments made to the school.

Successful payments display in black text, and declined or returned payments are displayed in

red text. To view all available payment records for a student’s account, click View All under

their account name.

NOTE: Payments made directly to the school or throu.c_;h any other service will not display here.

CAFETERW PURCHASES

ABBE, ARON

Date

Fe 15 J015 1G9 7 AW

[0 200% £:24:11 AN

Fel 12. 2045 3:08:27 M

Fola 11. 2015 S10:06 P

Fel 11, 2005 S 1010 AM

ACOSTA, JULIO
ae

RECENT PAYMENTS

SCHEDULED PAYMERTS

Your recent anline payments are dizplayed betow, Ary paymeras made directyy to the schock office wif not appear here

wm tilles To Chargs Amoumt Paymeat On Account
Gaattar Chedking Acct ending In 5152 0.0 10000
Checking Acct ending in 3150 oo 100K
(Ehock Returned)
Catoteria Viza ending In 3828 §5.10 3190
Catateria Chocking Asct ending In 5152 $306 -51
Catwrana COcking AL anding in 5152 3i0e "
(Chock Returned)
Cafeteria Checking Actt ending In 3323 sos 500
Irstallment #2
VIEW ALL >
[ Wiled Yo Charge Amaust Payment s Accmant

To collapse the payment list back to only recent payments, click View Less.
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Fola 12. 2015 3;GE:27 P Catsteria Vi3 ending I 3828 s5.10 -51.10
Foli 11, J015 5010:06 P Catatwria Checking ACcr ending In 5153 $3.06 31
ol 11, 2075 2:50:00 Pt Catutanid Necking At ending in 5152 $3.00 $1.11

(Chack Returned)
Feb 11, 2053 S HC1 G AM Cafeteria Checking Actt ending In 4323 56,95 3500
rtaiiment #2
Foli 10, 2015 532:25 P Catateria Viza ending I 3828 ssae 3110
Feb & 2045 40100 B Cafwtmria Checking Acct snding In 4321 L 4500
retaliment #1
Feb 5 2005 4557 PM Cafeteria Checking Acct ending in 2323 $i0.0a s1008
Fely 4 2015 545:53 P Catetenia Checking ALt ending in 4323 §6.95 $5.00

rstallment #1

Totals $1758

The Download button is available in the upper right corner of the Recent Payments page. You
can use this button to export a list of your payments to an Excel spreadsheet. To do this, first

click Download.

© DOVWNLOAD

CAFETERIA PURCHASES RECENT PAYMENTS SORDULED PAYMENTS

Youwr recont onlne Dayrmems are gisplayec below. Any payments made directly to the schoal office wil not appear hare.

Alcott, Donna

Qute e Willwdt Yo Chavge Amiount. Paprvenit Armmsird

Sep 13 2076 10:38:35 A enall desenption Vsasndingin i1 $7.00 500

M 22, 2016 GA7:48 AM M. L 0ng Hgh School Chedking ALKt sndeig in 6759 32500 2500
Cafeteria

Michalk, Rachel

After clicking download, you have a few options for what you will export. The Period drop-down
menu lets you select how old the payments in the list will be. If you select Custom, you must
also specify the Start Date and End Date for the payments in the list. If you want to include
payments that are specific to payments for meals, check Include Meal Payments. Once you
have selected a date range, click Export. An excel spreadsheet will be downloaded to your

computer that contains all payments within the specified date period.
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Download Payment History

Peried
Custom ::;
Start Date End Date
2 D206 - (=] 11152016 ~

W) incude Meal Payments
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Set up Automatic Payments
To set up recurring automatic payments, click AutoPay Settings in the Meal Accounts

dropdown menu.

BUCKS

Meal Accounts

LATEST NEWS

our gingt hat PORtEd L0Me Mot Naws.
s IS PORNC Surie SRCI oW AutoPay Settings

Cafet=ria Meal Hotory
Welcome to the #Landon School Paymer '

If you do not already have automatic payments set up, you will be prompted to set up AutoPay.

You can set payments either at specific intervals or when a student’s balance falls below a
specific amount. To set automatic payments that occur at specific times, select On a recurring
basis, set a frequency (Daily, Every Week, etc.), and select a start date. To set payments that
occur automatically when an account balance is low, select When balance falls below and
select the amount that will trigger the automatic payment.

After setting a payment schedule, select the amount that will be funded to the students’

accounts when an automatic payment occurs. You can set different amounts for each student.

If the End AutoPay on checkbox is left unchecked, the automatic payments will have no set
end date. If you would like to set an end date for automatic payments, check End AutoPay on

and select an end date.
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Set Up AutoPay

Mea! actounts shousd be aizomatcally funode.

When Balance ks boow n $10 s 20 OTHER

STUDENT SELECT AMOUNT
Bily Anderson 1} 330 $40 OTHER
Chns Erlanson 1 0 $20 $30 san OThER
Claud Strife $0 20 $30 fap s 10

© Al 4 Saudem

~/ Enc AutoFay an o |

Next, select a method of payment. Select either e-Check or Credit Card, and then select the
payment method from the drop-down menu.

Choose a payment method:

D

E-CHECK CREDIT CARD

B4  Checking Acct ending in 8912

Enter a new checking account v

If you do not already have a payment method set up, or if you click Enter a new checking
account or Enter a new credit card, you may set one up on this page. Your bank account
information is required to set up e-check payments, while a Visa, MasterCard, or Discover card
is required for credit card payments.

Once you have entered your payment information, click Complete Setup to save your
automatic payment settings.
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Choose a payment method:
DISCOVER
visa| @B e
CREDIT CARD
Bank Routing # Address Line 1
g
#
Only U.S. bank accounts are accepted. Address Line 2
Checking Account # B City
Confirm Checking Account # Q Select State/Province
& Name on Account = ZIP Code
\NCEL COMPLETE SETUP

Update Automatic Payments
To update your automatic payment settings, click AutoPay Settings in the Meal Accounts

dropdown menu.

MY : R PO . =
SCHOOL HOME MEAL ACCOUNTS SCHOOL STORE =] 0 femns | KOG o
BUCKS -

Vi ACCOUN Balances

Make 3 Payment

fiscant Daymmnts
LATEST NEWS s
Your gistnet hat postid S0Me recent naws. AutoPay Settings

Cofet=nag Meal Holory

Welcome to the #Landon School Paymer

A summary of your current AutoPay settings is displayed on this page. To disable automatic
payments completely, click Disable AutoPay. If you need to make a change to your current
automatic payment settings, click Change AutoPay Settings.
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AutoPay Settings

Payment Schedule: When balance falls below $10.00

End Date: AutoPay ends on 04/14/2016

Bill To: Checking Acct ending in 8912

STUDENT PAYMENT AMOUNT
Chris Adams $22.23

Program fee of $1.00 will be added to payment amount

Diane Alcott $0.00

Donna Alcott $23.24

Program fee of $1.05 will be added to payment amount

Chris Brantley $23.00

Program fee of $1.04 will be added to payment amount

DISABLE AUTOPAY CHANGE AUTOPAY SETTINGS

Editing your AutoPay Settings is similar to the steps done when setting up AutoPay.

After you have made your changes, click Save Changes.
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Change AutoPay Settings

Neal accounts snoukd be automaticaly funded:

B When balance fals betow 5 L2l 113 820 OTHER

STUDENT SELECT AMOUNT

Onns actaens i« L Yy X a0

Diune Axalt n $20 8N san TR
Ocns Aicon 00 | 520 | 0 | 50

Chirts Brantiey L1 20 X ay
© Addas

W £n6 MatoPay on = a0

Choose a paymet method

mEE

CREDIT CARD

Updating Expired Payment Accounts

After setting up automatic payments, if the account being used for the payment has been
declined, MySchoolBucks will notify you and, upon logging in, offer to redirect you to the My
Billing Accounts page.
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Billing Accounts Declined

One or more of your billing accounts were declined while processing scheduled payments. View

your billing accounts to see which billing accounts were affected and update your billing
information.

On the My Billing Accounts page, any accounts that have been declined will be highlighted with
red text. You must update the account to resume the automatic payments. For information on
how to updating billing accounts, see the My Billing Accounts section. If you would like to use a

different account, update your AutoPay settings so that a different account is selected as the
payment method.

My Billing Accounts  Add, Edit, and Remove Billing Accounts

Account Name Primary Expires
Visa ending in 4822 01/2020 EDIT | REMOVE
Visa ending in 1111 04/2035 EDIT | REMOVE

One or more scheduled payments using this billing account have been declined. Please update this billing
account to resume payment.

Checking Acct ending in 5152 e EDIT | REMOVE

Cafeteria Meal History

The Cafeteria Meal History page displays a list of purchases and account activity for students.
Some districts utilize software that is compatible with the running balances feature in

MySchoolBucks. However, many district cafeteria purchases will only display activity such as
purchases and deposits.
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In addition to cafeteria purchases, this page also has tabs that display recent payments and
scheduled payments. Click the Recent Payments tab to view payments made recently to your
students’ accounts. Click Scheduled Payments to view payments that are pending.

Prepayments should display in cafeteria purchases and increase the student’s balance within 2
business days after the date of the prepayment.

CAFETERIA PURCHASES RECENT PAYMINTS SCHEDRILED PAYMENTS
Cafessria purchase NSory = dispiayed for up Lo three months
Adams, Erin
Oale Actount et Serving Payrtiemt Aoyt Balnrter
Feriod Type
Yo purchieses found)
Adams, Jaden
Date Actount faan Serving Payment Amvoust Balunce
Perlod Type
N0 purchases oundl
Adams, Michefle
Oate Actoune e Serving Papnent Amount Baluvee
Poriod Type
YD purcheses foud) |
Adams, Rose
Vals Arcount L Sernng Paynert Atraunt Ualurew
Poriod Ty
NG purchases. ouwndy i

School Store

MySchoolBucks offers parent account holders the ability to make school purchases online using
the School Store function. The School Store allows you to purchase products such as spirit
wear, and it also allows you to pay for school expenses, such as library fees and field trips,
quickly and conveniently. To access the School Store, click School Store from any page.

MY
SCHOOL

BUCKS

Meal Accounts
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Browse All Iltems
There are two ways to access your school store’s online catalog. From the School Store Home

page, click Browse All Items to access the catalog for browsing.

WOME » SCHOOL SYURE

School Store

Welcome to the Heartland School
District School Store

MySchoalBucks School Store gives you canvenient, 24/7
access to pay for school related items. See what's new in the
school store today. Click the BROWSE ALL ITEMS button to get

BROWSE ALL ITEMS |

EATURED ITEMS

Even if you are not on the Home page, you can access the school store catalog from any page
on the site by hovering your mouse cursor over School Store and clicking Browse All ltems.

MY
SCHOOL HOME MEAL ACCOUNTS SCHOOL STORE
BUCKS A

Featured ltems

School Store

Browse All items

Categories

Welcome to the #Landon School School
Store Stheduled Paymaonty
MySchoolBucks School Store gives you convenient, 24/7 SChool INvoices

access to pay for school related items. See what's new in the Viae Caft TR a0E

_—cchonlstone todae Cholorhe SSOMSE ALLITERIS Burter o 2ot

Filtering Items
While browsing the items available in the School Store, you can make it easier to find what you

are looking for by using the Filter By options.
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Filter By School
By default, the catalog shows items from all schools within your district. To show only items

offered at a specific school, select the school under Filter By School.

NOTE: You can select multiple schools to filter for more than one school at a time.

HOME > SCHOOL STORE > BROWSE ITEMG

Brawse ltems

FILTER 8Y SCHOOL = ;
D g ”em'm E “'

8.
[ snoo L

Free Product Free Temp em

HLTER 8Y CATEGORY
|| Athietics

[] New Groxg

[} Supplies

[] testing

[ ] Teip

FEATURED IYEMS

test
Hidden Test WV footha Limsted Offer
est thing

Pen

Ponctl

\Y \Y J

Filter By Category
By default, the catalog shows all of the different items available within your district. To show only

the types of items you are looking for, for example a class registration fee, select the desired

option under Filter By Category.

MySchoolBucks Parent User Guide 4{of 70



MY
| SCHOOL
BUCKS

Heartland

Browse ltems HWOME > SCHOOL STORE > BROWSE ITEMG

FILTER BY SCHOOL 2 i 5 1
=l = “’ ;’

s R
[} senooft Sniik n ik

Frae Produst Free Temp em Frae Temp nem?

HLTER 8Y CATEGORY
[ | Athietics

[T] New Growg

[ Supplies

[] testing

D Trip

FEATURED ITEMS

test
Hidden Test WV foothal Limsted Offes
est thing

Pen

Ponci

\Y \Y 4

In addition to filtering on the Browse ltems page, you can also access the store filters from any
page by hovering your mouse cursor over School Store, hovering over Categories, and

selecting the desired category from the list.

MY = L
SCHOOL HiwmE NEAL ATTOUNT
BUCKS

My Ot Moy e Gronip

Welcome to the #L.andon School School

Store

MySchoolBucks School Store gives you convenient, 24/7
access to pay for school related items. See what's new in the

bt e Dk o BN ALLITEMS G s b

Stheauied Payments

SUhoA Wwoliws

View Cart ¢ Theckout

Finding Featured Items
To see items featured specially by your school, look at the bottom of the School Store Home

page. You can also view all items in the catalog from the Featured Items by clicking View All.
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LATEST NEWS

¥ LT N ORI LN (RN S

FTATURED ITEMS

—— —
Welcome to the #landon Schaol Payments Pertal
inn: System Tt
P,

MY
SCHOOL
BUCKS

In addition to on the School Store page, Featured Items are also available from the Browse

Items page under the Filter By options.

Browse ltems

HLIER BY SCHOOL
D Adams Elementary
[ M. L. King High School

Free Product

HUTER BY CATEGORY
[ | Athletics

[ | New Grous

[ | Stpples

| |testung

CJrip

FEATURED (TEMS

test
Hudden Tast
test thing

Pon

Pentll
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Making a Purchase
The MySchoolBucks School Store allows parents to buy products as well as pay various types
of school fees. Each type of item has a slightly different process when adding to the basket, but
checking out is the same for all products.
Adding Products to the Basket
To add a school product, such as spirit wear or supplies, to the basket for purchase, perform the
following steps.

1. Click either the picture of the product or the View Details button under the product.

HOME > SCHOOL STORE > BROWSE ITEMG

Browse ltems

FILTER 8Y SCHOOL i 1 Tt
[] Adams Elementary ﬁ W ﬁ }
- 7 =
= RS 2.y
[} Sehoolt a!-e’ét n=

Frae Temp Rem2

et
i
s

Free Product Free Temp zem

HLTER 8Y CATEGORY
[ ]Athietics

[ New Groxm

[ Supplies

[ testing

u Trip

FEATURED [YEMS

test
Hidden Test WV footha Limsted Offer

est thing

Pen

Poncil

\Y \Y 4

The price of the item is displayed as Our Price.
2. Select the student associated with the purchase from the Student drop-down menu. If

your student does not show up in the list of students, you can add that student by
clicking Add a Student.
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3. Enter the number of items you want to purchase in the Quantity field. This field defaults
to 1.

NOTE: The Availability field notes whether the item is in stock.

4. Click Add To Basket to place the item in your basket to be purchased.

JV football

Our Price $25.00
Student Strife, Claud E

© Add a Student

Quantity 1

@SB ADD TO BASKET

NOTE: If you have previously purchased a selected item, previous purchase information will
appear above the product’s name on the Product Detail page.

You purchased this item on February 25, 2016.

View this order

View Cart/Checkout
After you have added at least one item to the basket for purchase, you can hover your mouse
cursor over the shopping cart icon to view a list of items in the basket. From here, you can

proceed to checkout to place your order and purchase your items by clicking
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View Cart/Checkout or you can remove an item from the cart by clicking the X next to the
item’s price.

NOTE: The basket will only contain items being purchased during the current session. If you log

out without placing your order, the basket will be cleared and the items will not be purchased.

MY
SCHOOL N MEAL ALCOUNTS SCHOOL 5TORE )] Y fames | S22 04 0
BUCKS —

LATEST NEWS

Ot T ICT NG ROSLE ST MRORNE News

Welcome to the #Landon School Payments Portal
Automation: System Announcement Test

Another way you can proceed to the checkout page is by hovering your mouse cursor over
School Store and clicking View Cart/Checkout.

MY :
SCHOOL HOME MEAL ACCOUNTS SCHOOL STORE
BUCKS -

Featured ltems

School Store

Browse Al items

Welcome to the #Landon School School
Store S
MySchoolBucks School Store gives you convenient, 24/7 School Invoices
access to pay for school related items. See what's new in the Ve e TR acE

—cchonlstone todae Chokorhe S30OMSE ALLITERIS Bursee o 2o

NOTE: When you first view your cart to complete your purchase, you will be prompted to select
a Membership option. To begin enrolling in a membership, select Membership Option and click
Continue to see what memberships are available to you. To opt out of a membership option
and pay program fees, select Pay-As-You-Go and click Continue.
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Membership

MYSCHOOLBUCKS OFFERS THE FOLLOWING PAYMENT DPTIONS.

() Pay-As-You-Go

Wwith the Pay-As-You-Go option we will ada a program fee of $2.00 with each online payment transaction

OR

® Membership Option

As a member, no program fees are added regardiess of the number of transactions/payments you make or the doliar amount

Memberships are avallable for a period of between 1 and 12 manths. Select this option and press Continue to view the Membership

To determine whether the Membership Option is more cost effective for you, consider how many times you will make a payment
using the service during the year

For example: if you have multiple children and are making payments frequently, then the Membership Option might be more cost
effective

On the Place Store Order page, you can change the quantity of items being purchased by
entering an amount in the Quantity column (for applicable items) and you can remove items by

clicking the X next to their price.

Place Store Order VOME » SONOOL SITET » PLACE TISRE PROGH

Store ltems

NAME STUDENT UNIT PRICE QUANTTTY ANDUNT
Free Froduct n'a $0.00 1 $0.00
Morket nis $3.00 : 8400

IV foathall Sarifn, Clautt 13500 1 3500

School Obligauons

NAME STUDENT ANMOLNT

New Foo Setupio Arderson, Billy s34

Select a payment method, either e-Check or Credit Card. If you have not entered a payment
method before, you will be prompted to enter one now. When using a previously created
payment method, select the payment method from the drop-down menu. If the preferred
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payment method does not appear in the menu, click Enter a new checking account to enter a
new eCheck account or Enter a new credit card to enter a new credit card.

When you have finished reviewing your order, click Place Order to place the order and

purchase the items.

Choose a peyment method

CHED'T CARD

Maxe this my premary BRng accoarnm

Subtotad 126204
Sales Tan $0.00
Pregram Fee $1.39

Tats 26343

Sy CAON PACe OroNy, O Jvee &3 0w Tovmm of S

Once the order has been placed, you will receive a confirmation screen, as well as a reference
code for the order and an email sent to the email associated with your account, if applicable.
Click Print Order to print a copy of the order and click Finish to finish the purchase.

Your order was accepted. Thank you!

Your reference code is 'QGTS1266FH63TEG. If you have provided an email address you will receive an email confirmation.
You may check Order History on this website at any time for order status.

Press the Print Order button to print a copy for your records.

PRINT ORDER m
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Managing Payments

School Invoices
When a school charges you a fee, such as for special classes or overdue library books, the fees

will show up on the School Invoices screen. You can use the School Invoices screen to pay off
fees immediately, make partial payments, or create payment plans to pay off fees over a period

of time.

The School Invoices screen appears after you log in if you have any outstanding fees related to
your student accounts. If you would like to pay the fees at a different time, click Skip for Now.

School Invoices

Your students have one or more unpaid invoices. If you believe you are seeing this in error, please contact your school for further
assistance. To view partial payment or recurring payment options (if available), select "PAYMENT OPTIONS" for the itemn listed.

ADD ALL INVOICES TO BASKET

You can check your student’s fees by cIicking School Invoices under School Store.
SCHOOL HOME MEAL ACCOUNTS SCHOOL STORE
BUCKS .

Featured tems

School Store

Browse Al items

Categories

Welcome to the #Landon School School
Scheduled Paymanty
Store -
MySchoolBucks School Store gives you convenient, 24/7 B
access to pay for school related items. See what's new in the View Cart{ Checiout

—cchonlstone tocae Chobothe SXOMGE ALLITERS Burser o 2o

When paying fees on the School Invoices screen, you can add fees individually or all at once. If
you plan on paying off all of the fees immediately, click Add All Invoices to Basket. If you are
only paying certain fees, click Add To Basket next to the fees you would like to pay.
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HOME  » SCHOOL INWOICES

School Invoices

School Invoices

YOur STIaents NAve ane or MO IO invasces. if you BEleve you are Seeing IINS i &Toy. PRAGSE COMSCT your sahool for Ruther
Fsstance T0 Wew Partial Payment or reclietivig Saynent Qpions (5 avaladiel seiact "PAYMENT OPTIONS” for the ftem Ested!

ADD ALL INVOSCES TO BASKET
Billy Anderson
INVOICE AMOUNT
Agent $85.58 ADO 10 BASKET
Agent sat <8 ADD T BASKET

Chris Erlanson

INVOICE AMOUNT

New Fee Setupd $I6EDe PAYMENT OPTIONS

After clicking Add To Basket, the fee will display a green checkmark if added successfully.

IMPORTANT: Adding fees to the basket does not count as paying them. You will need to view

your basket and check out before the fees will be paid.

School Invoices

Your students have one or more unpaid invoices. If you believe you are seeing this in error, please contact your school for further
assistance. To view partial payment or recurring payment options (if available). select "PAYMENT OPTIONS" for the item listed.

P FOR NOW ADD ALL INVOICES TO BASKET

Billy Anderson

INVOICE AMOUNT

Agent $85.58 @ Added to basket

ADD TO BASKET
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When adding fees to the basket individually, you have the option to select how you will pay. To
view and select your specific payment options for a fee, click Payment Options next to the fee
you are paying.

Billy Anderson

NVOICE AMOUNT
Agent $85.58 @ Added to basket
Agent $85.58 ADD TO BASKEY

Chris Erlanson

INVOICE AMOUNT

New Fee Setupd $166.04 PAYMENT OPTIONS ADD TO BASKET

If you are Eaxing in full, leave the option selected at Pay in full and click Add To Basket.

New Fee Setup10
Student: Bdly Anderson

Description: New Fee Type Desc36

Select a payment option:

Fay In s ® Payment Amount: $231.04

If you are paying part of the fee, click Make a partial payment and enter the amount you are
paying. Then, click Add To Basket.
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New Fee Setup10

Student: 8illy Anderson

Description: New Fee Typs Descib

Select a payment option

Make @ partial payment v Payment Amount: §

If you want to set up a series of smaller payments, select Set up installment payments. Then,
select a payment option from the drop-down menu on the right. Once you have selected a
payment installment option, click Add to Basket.

New Fee Setup10

Student: 8illy Anderson

Description: New Fee Type Descib

Select a payment option

S&1 up nstsiment payments v Sena a payment moninly for 3 loki of 4 mdividual nstatiments

If you are adding all of your fees to the cart at once, click Add All Invoices To Basket. The
payments on the page should all show a green checkmark to indicate that they were added to
the cart successfully.
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School Invoices

YOUY STUEnts INve One O ore (MENKT invorces. I You DeFeve you ae sesing UINS in &reor, INease contact your school for further
assistance. To view partia/ payrnent or recurring payment options (if avalablel select "PAYMENT OFTIONS" for the itewm listed

ADD ALL INVOICES TO BASKET

Billy Anderson

INVOICE AMOUNT
Agent $85.58 © Added to baskat
Agent $85.59 © Added to basket

Chris Erlanson

INVOICE AMOUNT

New Fee Setups 316602 © Added to basket
Claud Strife
INVOICE AMOUNT

New Fee Setups $12d © Added to baskat

After adding all of the fees you will be paying to the basket, click View Cart/Checkout.

New Fee Setup8 @ Added to basket

New Fee Setup8 $100.04 @ Added to basket

VIEW CART / CHECKOUT

On the Place Store Order page, you can remove items by clicking the X next to their price. Any
fees removed in this way will be viewable again on the School Invoices page.
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) SCHDOL STORE » ILACE STORE CRDER

School Invoices

NANE

Agent

Agent

New Fee Setup9

New Fee SatupB

New Fee Satupk

New Fee SatupB

Chaose a payment method

E-CHECK

STUDENT

Anderson, Billy

Anderson, Billy

Eranson, Chris

strife. Claud

Strife, Claud

Strife, Claud

AMOUNT

$85.58

$85 58

$166.04

$1204

$1304

$100.04

Select a payment method, either e-Check or Credit Card. If you have not entered a payment

method before, you will be prompted to enter one now. When using a previously created

payment method, select the payment method from the drop-down menu. If the preferred

payment method does not appear in the menu, click Enter a new checking account to enter a

new eCheck account or Enter a new credit card to enter a new credit card.

When you have finished reviewing your order, click Place Order to place the order and

purchase the items.
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Choose a payment methoc

CREQ(T CARD

Subtatal
Seles Tax
Program Feo

Tatal

$0.00

$2.00

$622.20

My Order History

MY
SCHOOL
BUCKS

My Order History contains all orders placed through MySchoolBucks. To open the My Order

History page, click My Order History under the School Store drop-down menu.

MY
SCHOOL
BUCKS

School Store

Welcome to the #Landon School School

Store

MySchoolBucks School Store gives you convenient, 24/7
access to pay for school related items. See what's new in the

bl srone totae Clobthe S3OMSE ALLITERS Pirer o 2o

HOME MEAL A

CCOUNTS

.

Featured tems

Browse All items

Categories

My Ocder Hitory

Stheduled Paymanty

SChool Invoices

View Cart f Chetcout

My Order History includes both one-time prepayments and scheduled prepayments. From this

location, you can view the details of past payments such as the date that the order was placed,

the frequency of the order, and the billing account that the order is being billed to. Check the
order details by clicking View Order or View/Edit Order. You can also print orders by clicking

the printer icon.
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If you have a scheduled payment that is being made as a result of a student’s account falling

below their low balance threshold, you can modify the low balance threshold associated with the

payment by clicking View/Edit Order.

Date : Feb 1 2006 LETA4 PV

Status : Prlve

Bitled To: Dixcover endoig in 7309

Charge Amount $51.00

Froduct Student

T, jofferzon Elementary Cafeterta Michalk Sachel

* Schociwd! 1o pay $30.00 when balarce <= 520.00

Date : Fab 1, 2046 154255 AM

Status : tlosed

Willed To Amnpticin Express sading in 43
Charge Amoumt $37.00

Product Studom

1. peffarson Elementary Calutens Mchalk, Rachel
Date AN 22 2016 113225 AN

Status canceted

$30.00

Unit Price

$35.00

To cancel the order, click Cancel This Order. To change the payment method used to complete

the scheduled payment, click Use a Different Billing Acct.

If the payment is the result of reaching a low balance threshold, you can edit the associated low

balance threshold and the payment amount by clicking Change Low Balance Settings.
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Order
CHANGE LOW BALANCE SETTINGS T USEAOSTERENT RILLING ADCE
n M NP TALQ G
Datu Fely 1, 2016 137084 O
Statuy actve
Schonl Districe FLandan oot
Stoce: Fa0d Sarvces Stoce
Name: Kemp. Landon
E-muall Address landon sempdenpscom
Mame Sludent ey Prce Quantiry Totul Mios
rlLandorn oo Mechalh, Sache! $30.00 : $30.00

T, Jeffarson Bementury Caterann

* SO 19 ay 5000 s DAt e o B0

Subsntat $30.00

Sales Tax $0.00

Pragram Fee s

Grand Total 551.00
Paio Dizcover ending i 7309

To change the payment method, choose the new payment method you would like to use for the
payment and click Update. Note that new payment methods cannot be added from this screen.

Please select a billing account 1o use to apply the payment

v
VISA
R
THECKING ACCT ENDING IN 6592 (EXPIRES JAN 2015 )
. v
.check
) MOBILE BANK ACCT
1234 TEST DR
w4
TEMPE . AZ 85351
1o add a new mfing account plegse first choose My User Profie from the menu then refurn here (0 upGate the
arPiule

To change the low balance threshold associated with the payment, edit the number in the Low
Balance Amount field. To change the amount being paid in response to the low balance, edit
the Payment Amount field. To save your changes, click Update.
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Low Balance Settings

Change the payment amowt or low balance amount Tor this scheduled fow balance payment
Payment Amount s
Low Balance Amount: $§ 200

If for some reason your scheduled prepayment cannot process and is canceled, likely due to a
product being no longer available, an e-mail will be sent to your account’s e-mail address.

One-time prepayments with the status of “Closed” cannot be cancelled or voided. If you are
requesting a refund and the order has already been closed, you will need to obtain the refund
directly from the school.

=
0=
Date:
Status tiosed
Schoo! Distrct sLandon Schoaol
Store: Food Services Store
Kame Remp, Landaon
E-mall Address A0 e NS, com
¥Landon School Mchak. Rachel 3500 ! $35.00

T, Jeffarson Slementary Cafeteras

Subtotal: $35.00

Sales Tax: $¢.00

Program Fee 3200

Graod Total: $37.00
Fald: American Express enting in 5431

Scheduled Payments
The Scheduled Payments page lists the payments that are scheduled to process in the near

future. These payments are organized by student on the account. To view scheduled payments,
select Scheduled Payments from the School Store drop-down menu.
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HOME MEAL ACCOUNTS  SCHOOL STORE

.

Featured ltems

Browse All items

Categories

Welcome to the #Landon School School My Order History

Scheduled Paymanty
Store
. i SChool Invoices
MySchoolBucks School Store gives you convenient, 24/7
access to pay for school related items. See what's new in the , View Cart # Checicout

cchoolsnnes todae Chod the BEOMSE S ITEMS bttt fer

From this page, you can view scheduled payments on your account. In addition, you can also
cancel a payment or change the billing information associated with the payment. To cancel an
order, change the billing information on a payment, or modify the low balance threshold
associated with a payment, first click View/Edit next to the payment you would like to modify.

CAFETERIA PRIRCHASES RECENT PAYMINTS SCHEDULED PAYMENTS
Your recent scheduled payments are duplayed below
Adams, Chris
Naxt Paymeant Date fram i ve Amount Fayment
o 31, 2096 Adars Elemenzary Chiacking Arct angng in 1111 $2500 -
Catateria VIEW/ED(T
- 3 vl
YWhen balance <= $6.00 Adaims Elementary Mastercarg enting o 3851 $5200 VIEW/ED(T
Cafateria
Alcott, Diane
Nt Fayment Date nem il T Amount Paymant
When baiance <= $11.00 Adams Elemontary Checking Acct ancing in 1531 $2200
Catelara Viewsenm
B'urek, Thomas
Nuxt Payment Datn Ham N Yo Amount Payrnmnt
s 22000 1. jeftaeson Elementary Mastercard ending o 385 $1617
Catstorna
Whan balance <= §10.00 7. jotferson Elementary Chacking Acct ending in 1111 $26.00 m
Cafitarss

To cancel the order, click Cancel This Order. To change the payment method used to complete
the scheduled payment, click Use a Different Billing Acct.
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If the payment is the result of reaching a low balance threshold, you can edit the associated low
balance threshold and the payment amount by clicking Change Low Balance Settings.

Order
CHANGE LOW HALANCE SETTINGS  RIUSIES CRESEREN T RIULINE SCET
D: HECPYASKUEIIEED
Date @n I8 20361153214 80
Statux PR
Sthool Distric Flanaen Schoo
Slorw OO0 Senpees Store
Name K. Landon
E-mail agdress: landon kempde Hps com
Hamn trugars it Price Qeassory Totsl Price
#Landon Schou! Atlarm, Chris $32.00 1 $32.00

Adams Epemertary Calmtena

¥ Scheciead o puy 3200 when Aplance w- S6.00

Sutitotal $52.00

Sales Tax; $0.00

Pragraen Fos $1.00

Graod Totak: $53.00
Paid: Mastprcard sncing W 1851

To change the payment method, choose the new payment method you would like to use for the
payment and click Update. Note that new payment methods cannot be added from this screen.

Please select a billing account 1o use to apply the payment

v
visa
CHECKING ACCT ENDING IN 6592 (EXPIRES JAN 2075 )
. g
«check
5 ) MOBILE BANK ACCT
1234 TESTDR
#4
TEMPE . AZ 85251
1o addd a new ifing account plegse first choose My User Profie from the menu then return here (0 update the
sehwiule
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To change the low balance threshold associated with the payment, edit the number in the Low
Balance Amount field. To change the amount being paid in response to the low balance, edit

the Payment Amount field. To save your changes, click Update.

Low Balance Settings

Change the payment amount of low balance amount Tor this scheduled fow balance payinent
J| ! pay
Payment Amount S 00
Low Balance Amount: $ 2000

If for some reason your scheduled prepayment cannot process and is canceled, likely due to a
product being no longer available, an e-mail will be sent to your account’s e-mail address.

One-time prepayments with the status of “Closed” cannot be cancelled or voided. If you are
requesting a refund and the order has already been closed, you will need to obtain the refund
directly from the school.

o BGASCSERWRD TRV

Date: Fod 1. 2000 1 1:42:55 A

Status tiosed

Schoo! Distrct: sLandon School

Store: Food Services Store

Kame Kemp, Landon

E-mall Address. G0N ke - Nos. com

¥Landon School Michak. Rachel $35.00 ! $35.00

T, Jeffarson Slementary Cafeterias

Subtotal: $33.00

Sales Tax: sc.ou

Program Fee L00

Grand Total: $37.00
Fald: Amercan Express enting in 5431

MySchoolBucks Parent User Guide 6¢of 70



MY
SCHOOL
Heartland BUCKS

FAQ and Contacting Support

Users have access to the Frequently Asked Questions as well as the parent support phone

number at the bottom of every page in MySchoolBucks by clicking Help.

ETTING STARTED
P WHY USE MYSCHOOLBUCKS?
» 00 YOU MAVE A MOSEE ANV | CAN USE TO ADD FIINDS AND MANAGE MEAL PAYMENTS?
P HOW 00 ) GET STARTED?

» WILL | BE ABLE TO PAY FOR MEALS ANUYOR SCHOOL ITENS INMESIATELY AFTER | CREATE AN ACCOUNTY

PROBLEMS LOGGING IN

PWHAT GO 100 I 1FORGOT MY USERNAME ON PASSWORDT

You may also send Support Requests and submit User Feedback through the Contact Us

option in the top right corner or at the bottom of the page.

GET SOCIAL

Heartland ABOUT MYSCHOOLBUCKS

Support

For additional support, please contact Technical Support between the hours of 8 AM EST and 5 PM EST at
1-800-803-6755.

You may also contact customer technical support by using our support request form.
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This confidential document is issued pursuant to non-disclosure agreements in place and subject to the terms and conditions
contained therein. Reproduction or use, without the express permission from Heartland School Solutions of any portion of this
manual is prohibited. Copyright 2017, Heartland School Solutions.
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