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Chapter 1. Overview of PFI

PayForlt.net is an online web prepayment system that gives you flexibility in managing
yourc hi | dés cafeteria meal account at school . A

functions:

Add money to your childbés meal account
Check your childbés account balance 24/ 7
Request an activity report so you can see what your child has purchased

Setup recurring payments so money will automatically be deposited once

your childés balance falls below a cert
Set up email alerts so you know when yo
amount



Chapter 2: Sign up for an Account

To sign up 6ér an account, the parent must log into the internet and go to the following website:

https://www.payforithea nd cl i ck on the | ink to ASign

online school payments

Log In

This is the P4Test site...For demos
and testing only

Your feedback is appreciated, please take our short survey.

Start Survey

There are three steps to the registrafimcess: Create New Guardian, enter Credit Card
Information, and set up user information. The following will explain each step in daliail.

up

screenshots and explanations of fields will be shown first. Instructions for actually creating an

account willbe shown after the explanations of fields.
Select AiSign up for an Accounto from the

A screen similar to the following will appear:

PayFO rit.net online school payments

-] e ro] oo | o]

Address Information Step 1 of 3 Please do not create an account if you do not see your
Selact State: School District listed.
District: | Rivendell School District |+~ | If they are not in the list it means that they have not been set
up on our site yet.
aaaaaaaa :

Address: 555 NMain Street

zip: |55555-

Phone: (305) 555-1234|

= Bless= =nter the Parent or Guardian's name and address

PFI


https://www.payforit.net/

Select

State

This field contains a list of states that are currently using PFI.

District

This field contains a list of all districts in the selected state that are currently using
PFI.

First Name/Last Name

These fields contain the first and last name of the user signing up for the account.

Address/Address 2/City/State/Zip

These fields contaithe address, city, state, and zip of the user signing up for the

account.
Phone
This field contains the phone number of the user signing up for the account.
I(f:sz.dri-:sgzirodn Shen: 2 ot =X
Type: Visa VV
CreditCard = 4111111111111 111
(no dashes): — —
Nickname for Card: Mom's VISA,
Expiration Date: December vr‘ 20038 V7
MNickmame: Your Credit Card mnumber is mnot displayed on the site,
=o the Credit Tard Nickname is used to identify your credit card
on the Payment screaen.
Examples: My Visa, Points MC, United Miles
I Previous l l Next J
Type
This field contains a list of different types of credit cards. For example, Master
Card, Visa Card, or American Express.
Credit Card #

This field is used to enter the credit card number of the card you are using to put
money on your <childbds account .



Nickname for Card

The credit card number will not be displayed anywhere on the PFlteeldsie
nickname will be used to identify your credit card when making payments.

Expiration Date

This field is used to enter the expiration date of the credit card being used to make

payments on your childdés account.
User Inforrmation Step = of =
Ema=il: sarah martin7sse6@vyahoo_cc
User NMame for login: sarahmartin
Dass\.-rord: - . T T T
Tonfirrm Passwveord: o=
l Previocus ] Create Account

Email
This field contains themail address for the user creating the account.
User Name for Login

This field contains the username to be used when logging into the PFI website to
make payments or view student information.

Password

This field contains the password to be used whenihgggto the PFI website to
make payments or view student information.

Confirm Password

This field is to confirm the password that you typed in the previous field.
Previous

Click this button to go to the previous screen.

Create Account

Click this button ¢ create the account.



To Create a New Guardian Account

. Click on ASign up for an Accounto from
II.  Select the State for which your child attends school.
lll.  Select the District for which your child attends school.

Please Note

| f 'y our rictdaed ndt@ppeadin tisetdrop down box, please do not sign up for an account
at this time. If the district is not listed here then they may not be using PFI yet.

IV.  Enter the first and last name of the user creating the account.
V. Enter the addressity, state, zip, and phone number of the user creating the

account.
V. Click fANext. o
VII.  Select the type of Credit Card being used from the drop down menu.
VIIl.  Type in the Credit Card Number with no dashes.

IX.  Enter a nickname for the credit card. Once the card nunasdoeen entered, it
will not be used anywhere on the site. The nickname will be used instead.
X.  Enter the expiration date of the credit card.
X. Click ANext. o0
Xll.  Enter a valid email address.
XIll.  Enter a username to be used when logging into PFI and posting payments
XIV.  Enter a password to be used.
XV.  Confirm the password you entered in the previous box.
XVI. Click ACreate Account. 0
XVII.  You will then ke directed to check your email activate your account by entering
a confirmation code.

Yonsr accounit has been created -

Yo will receive a confirrmation errmrail soon
wwhich wwill comtain a link tTo thhe activation page
and your confirrmation murmiberr. Followw Thh=
instructions in The ermrail To Activalte your
accowsnto

Worr will mot be able To log into the site usmr il
WwWowmsr account has beern activated.o

[ continue |

XVIII. Click nContinue. o



User NNarme:- sarahmartin

Confirrmation Code:- |

L Res<e=t ] [ activacte |

XIX.  Check your ematio get the confirmation code to enter on the screen above. The
email will look similar to the screen below.

Sarah Martin,

Thank you for signing up with P4Test.com

Before you can access the site, you must first Activate your account. Please visibthiadaiink
Activate Accounto activate

your account.

Your Confirmation Code is: 7L7HCCX

User Name: smarshall

Email Addresssarah.martin76 @yahoo.com

NOTE - The best way to enter your confirmation code is to Cut & Paste it into the Confirm Code fiqld
After you have activated your account, please follow these steps to register your students and
process your first payment

1. Login to the site using your username and the password you created during the sign up proces
2. Select Add Student from the Add/Vi&tudent Menu

3. Enter each studen8shool, Student ID, First Name, Last Name and Gradehen click the Register
Student button

4. After you have added all of your students, you can then go to the Lunch Payments screen to prpcess a
payment

** |f you are nissing any of the student information listed in #3, please contact your school **

XX.  Once you have entered the confirmation code, you will get a final confirmation
page similar to the one below letting you know that the registration process is
complete. Yoiwcan now begin using PayForlt.Net by clicking on the PayForlt.Net
logo in the upper left corner of the screen.

‘PayFO rit.net online school payments

Information (FAO?

Activation Successful, you can now Login to the
User Mame: system. Click the loge in the upper left to be taken to

the login page
Confirmation Code: Z Pt




Chapter 3: Home

This option will take you to the home screen of PayForlt.Née home screen will display
messages from PayForlt, Scha@ostrict, and Individual Schools. It will also show all student
accounts that are registered on your account as well as the last 14 days of purchases and/or
school fees from each of the students that are registered on your account.

Log in to PayForlt.Ne
Click AHome. 0O

A screen similar to the following will appear:

m Add/View Students Payment History School Fee Payments Meal Payments Lunch Payments After School Programs m

PayForlt Messages | School District Messages | School Messages Your feedback is appreciated,
please take our updated survey,  Start Survey

s This is used to communicate with all registered
Payforit.net users.

Select: | All Students v

12/2/2008 b
Date Range: j to
w

[ Request Report(s) ]

@ Purchases

Student View: O Purchases (Print View)

Grade|Balance (et (AEEn gy

ID Report

Jared Theodin OFees
B2 Student High dain | o U

Tyler Century

132 Student High

12th  $0.00 ]

To View Purchases or Fees Due for the last 14 Days

l. Sel ect Al Il Studentso or an individual st
Il. Select the date range for which you wish totssesactions.
. Sel ect AfPurchases or Feesdo to view. You

make printing easier.
V. A list of the last 14 transactions will appear below the box.



Chapter 4: Add/View Students

Use this option to set up all your children on your account so that you can view transactions and

place money on their account.

Add/ View Studentso from the home
Add Student . o

Sel ect
Sel ect

ot R 1

A screen similar to the one below will appear:

Select School: | Hertford Grammar School et
Student ID:
First Mame:
Last Mame:

Select Grade: | Mo Match -

[ Reset ] [ Add Student ]

Click here for Instructions on this page.

Al Fields are required, plea - C
school if you are missing any iNnformation.

The information yvou enter for vour student
must match what the school has sent us.

Student ID's should mnot hawve any leading
zeroes, for example "00123" should be
entered as "123".

After yvou add your student{s), you camn
process a transaction in the Lunch
Paymenits menuw.

Sdect School

This field will contain a list of all schools assigned to the district chosen when
your profile was created.

Student ID

This field is used to enter the Student ID for the student.
First Name/Last Name
These fields are used to enter the st last name of the student.
Select Grade
This field will contain a list of all grades associated with the selected school.

Reset

This button is used to reset the fields above so you can start over from scratch.

SCre



Add Student

This button is used to add teident to your account once all required
information has been entered.

Click Here for Instructions

This link will take you to a list of step by step instructions with screen shots on
how to add a student to your account.

How to Add Students to Account

. Click AAdd/ View Students. 0

. Click AAdd Student . o

lll.  Select the school that the student is attending from the drop down box.

IV. Type in the studentos | D. This must be
do not know this number, you can contact the school.

V. Type in the first and last name of the student. This must be the same name used
when they registered for school.

VL. Select the grade of the student and cl i

The student that you just registered should now appear in your list of currensghgredi
students. A screen similar to the one below will appear that will show you the student id, school,
first and last name, grade, active status, and their current account balance.

PayFO rit.net online school payments

[ome] nasrviewsrwsen] raveentmstory] oot res paymens]  mest pavmerts ] tunch paymant] T rcceen]  comtactus/ra] nowpot.]
Select School: | Aragon Elem ~
Student ID: Student | g oo |First Last Name |Grade Active | Balance
ID Name
First Name: B
i Delete 21865 ragon  aakash  Student sth True  $0.00
Last Name: Elem
Select Grade: | No Match % Delete 19895 £r2gen  aslan Student 3rd True  $0.00
Aragon ’ )
[ BerEE ] [ AddShudent ] Delete 31151 ey Aaliah Student Kindergarten True $0.00
Delete 14819 él’ragon Abigail student Sth True  $0.00
All Fields are required, please contact the em
school If you are missing any information. Delete 24204 ’éljrﬁ‘:" Andrew  Student 2nd True  $0.00
The information you enter for your student Ar
must match what the school has sent us. Delete 15042 Elrearﬂon David Student sth True $0.00
Student ID's should not have any leading Hower
zeroes, for example "00123" should be Delete 11111 Elem Iam StudentOne 1st True $1.11

entered as "123".

If your student's record is not found, try
adding the middle initial to the first name.

After you add your student(s), you can
process a transaction in the Lunch
Payments menu.

PLEASE NOTE
To delete a student f r olmnktp thaleft ofahe stdennlD., pr es s




View Students

This option allows the user to view information on all students that have been added to their
account. It shows them the Student Name, ID, Grade, School, Active Status, Account balance,
date of last payent, last transaction, and the date the account was last updated. A parent or
guardian can also request to have a Patron Activity Report that shows the last 30 days Meal
Transactions sent to them via email.

Cl i
Cl i

nAdd/ Edi t Students. o0

ck
ck nAnVi.eow Student s

A screen similar to the following will appear:

PayFO rlt.net online school payments

Student ID | School Grade | Active | Balance | Aclivity

Jared
Student

Delete &89 Theodin High 12th  True $0.00 1

Tyler

- Name: |Jared Student
Student 12th  True £0.00 O |

ID: |69

Delete 132 Century High |
|
Balance: |SU.00 |
|
|
|

Last Payment: [Nons

Last Transaction: |01.f'01.f'1£|00 00:00:00
Last Updated: |05.f'16.f'200? 14:20:00

Delete

This link allows the parent to remove a student from their account. Once a
student is removed, a parent can no longer view their information or add money to
their account unless the-register them.

Student ID

The Studentds I D number that has been
School

The name of the school the student attends will appear here.

Grade

The studentbés current grade wil/l appear



Active

The st ud etatusiwvsl appearthére, drue means active, false means
inactive.

Balance

The studentdés account balance will appe

Request Activity Report

Check this box if you would like to receive a Patron Activity Report from the
cafeteria for the last 30 day This report will show what the student has been
purchasing. Once you check the box beside the student you will need to press the
request report button.

Last Payment

This field will display the date of the
account.

Last Transaction

This field will display the date of the
account.

Last Updated

This field will display the date that the student record in PayForlt was last

updat ed. I n other words, it will show
changed.
To View a Studentdés Account l nf or mati on

l. Click AAdd/ Edit Students. 0

Il. Click AView Students. o

[I. Click on the Student ID to see detailed information to the right.

V. Checkt he box unActri iiRteyjuRespgort o to have a r
V. Click on the ARequest Reportso button to



Chapter 5: Payment History

Use this option to see a list of all transactions within a specifiedaage. This screen will

show the credit cardsed transaction number, the status of the transaction (approved or denied),
the amounbf thetransaction, the internet convenience fee, and the total amount of the
transaction.

Sel ect
Sel ect

Pay me the horhkisardeoinBFb  f r o m

A
APayment History. o

A screen similar to the following will appear:

Transaction Types

This drop down menu will show a list of all transactions that are available to
view. Select which type to view: Fee Payment, Meals Program, Food Services
Payment or After School Program.

Fee Payment This option is for school fees. For example: Text books, sports
teams, school field trips, ect é

Meals Program: This option isfor those districts that set up specific menus and
parents can go online and order a specific meal for their students and pay for
those meals on specific days.



