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Web Store  
Customer Service Guide 

1. Click My Account under Services. 

2. Enter the email address and password you use to make payments.  

3. Select Account Settings. 

4. Update your email address and/or password. 

Change Account Email Address or Password 

Password Reset 

1. Navigate to the Web Store homepage. 

2. Under Services, click Password Reset. 

3. Enter your email address (used to make Web Store payments). 

 

 If you don’t remember your email, click Contact Us to request assistance  
from the District. 
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1. Click My Account under Services. 

 

2. Select Low Balance Emails. 

 

3. Click Add an Individual if no individuals are listed.  

(If you do not need to add individuals, proceed to Step 4.) 

 

a. Enter individual’s Last Name and ID Number in the labeled fields.  

b. Click Add Name or Cancel to return to the previous page. 

 

4. Check the appropriate individual’s Subscribe checkbox to receive Low 

Balance Email notifications. 

 

5. Select the Email Frequency you wish notifications to occur (Once Per 

Occurrence or Number of Days Between Emails). 

 

6. Click Update Low Balance Emails to save changes. 

Low Balance Email Settings 
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1. Click My Account under Services. 

2. Select Card Accounts. 

3. Click Authorize Another Card to add a credit/debit card. 

4. Click Edit to change the Account Nickname or Expiration Date. 

5. Click the red X to delete a credit card from your Account. 

Edit Credit/Debit Card Information 

View or Print Receipts 

1. Click My Account under Services. 

2. Select Order History. You should see all orders listed on this page. 

3. Select an Order ID to retrieve a receipt and click Save or Print. 

4. Click Order History at the bottom of the receipt to return to Main Menu. 

 


