Registering at PaySchools Centrul

1) To register, go to payschoolscentral.com and select
the Register option below the Email and Password
fields.

To confiem your account and sat your pessward, pleass follow fhls ek,
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Thanks,
Paylichocks.com Adminstrators

4}  You will then enter your email, password, and
confitm to complete tegistration.

2) Once on the ‘New User Registration’ page, £ill out .
all required fields marked by a ted astetisk. Be sure % PaySchools
to check the User Agreement and click the bex Central
before selecting Register.

NP——— [etmeend

an email will be delivered to your email account Parszont Gorplent' fvatmaet e Sferpg combans
with a link to activate your account and set your e ea

password, This link is ONLY VALID FOR 30 S e
MINUTES. If you do not activate the link within By TR DU S i chassita

the allotted time, please return to
payschoolscentral.com and use the Forgot
Password link to request 2 new email. Peatiend

Confuam Paasword
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2) ‘The password must contain a minimum of §
characters and a maximum of 128,
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b) The password may NOT contain more than 2

identical characters.
¢) The password must meet at least 3 of the 4;
uppet case, lower case, numbers and special Pavm
character, Central
Account Validation

For your security, once you verify your account via the _
email link, you will be directed to set up security Forgot Pawwerd | Privecy | Tams | flolp
question.

1) Submit later: You may choose to entet yout 2) Choose whether you would like to receive an
secutity questions at a later time, but this email link or a text code to reset yous
information is helpful in validating you if you need password.
to call for support in the future. If you choose this
option, press the Submit Later button.

2} Submit now: Once security questions are set up,
the Submit Now button will be available, EaYSCMIs

Central

Wyou naad to contact our support derk fer bely ot any Hma, vrs Wil ues the answers to
thase security questions & determine who wa are talling to.
Ploswn palect 3 yuastiond thik may ask you, and provida the answars you w'il ghvs us
when wa ash. All ba atheset & o It lungth

Seouricy Quesdion 1:

Saluct Quastion -

Your Anvswer: Emeil

How weuld you [lie to resst your password?

|lll?f§'ﬂlllailllll=
Salect Quanion L]

- +

Your Answer:

Back to Sign in page | slready have & taxt code
Sanuthy Guestion 3

21 balect Cuestion v
Your Anawer:

Password Recovery

1) If you forget your password, use the Forgot
Passwotd link on the login page.
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Adding Students
Complete Your Application
You can set up as many students as needed through a
single account if they are within the same district. For
application purposes, children at different districts will

be added as 2 household member in later steps, e o e e oty eatal accountset

up, you can begin your application.
1) Upon logging into the system for the first time, 1) You will have two ways to access the application:
you will be prompted to add a patron to your @) Once signed on, you will see a popup with an

account, Follow the Click Here link, then the Add

Student/P button to add adent’s option to complete your application.

information. .
You ean now il your Free/Racducad meal application fram Payshools Cantrel,
Clk on the bakow button (o) rurigale t Liser mav . FresRsduced Mest Application, to
" -4 'l (2 start fi¥ng yaur spptication
[ D2t Sho This idensage Agan
Frea Redyzed Mesi Apaticsran
Note: This screen will have updated wording
i L astiieme b) Additionally, you can always access the
2 application from the menu options.
| SOV L E N & ser -
2) Enter student information: Your student’s :
information must match the details provided to ; i Manage Profie
you at registration by your school, PaySchools
CANNOT provide stadent information and any . - et
questions pertaining to student information and §&3 Manage Payment Methods
you must ask your school for this inforration. 9D Paymen History
B Manage Notifications ,
& Manage Aulo Repienishment ‘
s  Free/Reduced Meal Application
 -Setyorsmte- =& +¢ Share Beneflts with other Departments
Dt ® View Compileted Applization
-~ St your D - v Reports
D & Privacy Siatement

(@ Terms and Conditions
B2 School Events

® LogOut

2) Instructions reéaxdlmt;é“h;w to compi-e‘t.c an
application can be accessed from the Meny at any
time,

3) Once all information has been entered, press the
Register button.
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TREET, MR AND
FOLLOW THE,

3) Contact information is shown prefilled with the
ptofile information on your PaySchools Central
account.

4

a)

b)

c)

You can vetify, or alter, the information for
your application specifically if any changes are
needed.

Select your preferred contact method; email
or mail. This will be used if your district
requires your application to be reviewed. In
that ease, the district will use this contact
method to send your determination letter.
Press continue to go to the next step

If changes were made to the contact details, you
may choose to update PaySchools Central contact
details as well.

5) Choose your application type:

%) Choose Return To Application, to continue
an apphication that you started but had not
completed. This option will ONLY show if
you have already started an application.

b) Choose New Applicition, to begin an
application for this school year,

Plonse Chooee orw of thur lolioming eptions

EETURN TD AFPLICATION

6) Before you Begin: Read messages from your
school and instructions on how income shouid be
entered.

8) If your school district has added 2 message,
you will see this in the From Your School
Dist

b} If your school district does NOT have a
message, you will ONLY see the “Here’s how
eligibility is handled” only.

[

QuikApps
2019.7.4



Ay By

mmm LS

wok el G [T ma

BOADOL AT
1 i sg
DT CERRACATIONGD Bir

iz fomer Cale? 7] Vil

¢) Here’s How Eligibility Is Handled:
Instructions for how to complete an
application and the details that will be need
such as income types that you will want to
enter.
d) Continue to the next step:
i)  Select the Continue button to go to the
next step
iy Ot press the Back button to retum to the
last step %)

i) Oruse the Cancel and Go to my

ADD BTUDENTS

Data regatding your student will be shown
including: Student ID), District name, Grade,

PaySchools Central Dashboard link to and School Name, In addition, if your student
Icave the application and retun to is already Directly Certified from an outside

vernment program such as SNAP, TANF,
PaySchools Ceatral. EDPIR, this vl b identified in this section.
This is done directly from the State program
to yout school district and there is nothing
needed on your side.
b) You can remove students with the Remove
icon (%) in the top right for each student box,
¢) Press the Add Students Button If you need to
add additional students

Add\ Verify Students

Ty Verify Students: Students from last yeat's
application and PaySchools Central will be listed.

G

Pa Schools

kaApps

2019.7.1



ADD STUDENTS

d) Select “is this a Foster Chile?” for any
students in your household who are fostered
in your houschold, you will not enter any
income or additional details for the student,
but they will be part of your family count and
therefore effect yout determination,

mz SCHOOL NAME
i Shyb ge Mess
ummmnong No

s this a Foster Dhii®  [7] v

A
¢) Continue to the next step:

i) Select the Continue button to go to the
next step.

i) Ot press the Back button to return to the
last step.

iify Use the Save and Go to my PaySchools
Central Dashbogrd link to save the
application and retuen to PaySchools
Central.

f) Directly Certified Students:

) If all your students are Directly Certified
by the state, you will be informed and
directed to the disclosure options to
allow or prohibit shating of your meal
status for other departments. Disclosing
this information can reduce the amount
of money owed on school fees.

e
All of Your Students Directly
Certified

i 3 G s

i) If some, but not all, of your students are

Directly Certified:

{1} You can extend that benefit to the
other. childcen on your application
cither individually or using the
Extend T'o ALL, to select all
students currently on your
application.

{2} If you extend benefits to ALL
students on your application, you
will ALSO be redirected to the
Disclosure options to allow ot
disallow shating of yout meal status
for other departments which can
reduce the amount owed on school
fees if your schools allow,

QuikApps



[ <]
One of Your Stucents s
Directly Certified

SELECT PATRON +

8) Student Assistatice: If your student is NOT
Directly Certified, you will need to enter assistance
details or income.

a)

b}

If they are NOT patt of a state assistance

program:

i) Choose None of these if your student is
ate not patt of a program and to move
on to the income section

If they ARRE part of a state assistance

program:

iy Choose the option from the dropdewn;
TANF, SNAP, FDPIR

i)y Enter their case number provided by the
state

2019.7.1

(1) Select the Continue button to go to
the next step.

(2) Press the Back button to retuen to
the last step.

(3) Or use the Save and Go to my
PaySchools Central Dashboard link
to save the application and retutn to
PaySchools Central.

Breanna johnson

4
e -

€ If they are NOT part of a state assistance
program.

i) Choose whether they ate a Special
Sitvation. If they have a Special situation,
choose the option from the dropdown;
homeless, Migrant, Runaway.

Breanna Johnson

et s

Kotie 0f These *

| vowatr- &
Homeless

| asgram
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i) If the studenthas Income, select the
income box to display the income fields;



Breanna jJohnson Add\Verify Members

meo'Tun

e B 9) Verify and Add members: Please read the
- information on what is considered a member.
Does Fronnnt heve IncomeT Plasas Rt the chackhox &
woarw sotess, B
Tovimms e Yreek domos inanma)
el A Bugpery sy )
Ponolon, Rutimmant, B, WA, Rijgms inomnd
et () )
£ 1=
{1} Enter income from Work,
Welfare/Child Support/Alimony
{Gtoss) and the frequency of the
income from the dropdown.
(2) Enter income from Pension A
Retirement, -SSIs VA, S8 (after taxes). ) You, the user completing the application, will
(3) Enter other income that was NOT automatically be added to the application as a
entered from the above such as PFD membet.
in Alaska (after taxes). b) Members from last year’s application,
(4) You MUST complete the amount matched from your email, will automatically
field for cach income type you select, be added.
for the continue button to be i) Remove members if they are no longer in
. enabled. your household,
d) Continue to the next step: ii) Add all membets to youtr member list

7 Sclect the Next button to go to the next using the Add Membet button.

step.
i) Press the Back button to retutn to the 3
last step. ADD MEMBER
iii) Use the Save and Go to my PaySchools
Central Dashboagd link to save the
application and return to PaySchools
Central home screen.

QLrikApps
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o) Continue to the next step: {3) Enter other income that was NOT
‘ tep

)  Select the Continue button to go to the entered from the above such as PFD
next step. in Alaska (gross).
i) Or press the Back button to return to the @ You MUST complete the amount
last step, field for each income type you select,
iy Or use the Save and Go to my or the continne button will not be
PaySchools Central Dashboard link to enabled.
save the application and teturn to d) Continue to the next step:
PaySchools Central. D)  Select the Continue button to go to the
10) Member Assistance: You will also need to enter next step.
assistance derails or income for members of your iy Press the Back button to return to the
household. last step.
4) If they NOT patt of a state assistance iify Or use the Save and Go tomy
program: PaySchools Central Dashboard link to
i) Choose None of these from the save the application and retutn to
dropdown options 2nd to move on o the PaySchools Central.
income section 11) Statements:
b} If they ARE part of a state assistance %) Read the Use of Information and USDA
program: Non-Discrimination statements
i) Choose the option from the dropdown; b) Continue to the next step:
TANF, SNAP, or FDPIR. i}  Select the Continue button to go to the
S fiext step.
if) Press the Back button to returm to the
Coma i, last step.
—— i} Use the Save and Go to my PaySchools
& Certral Dashboatd link to save the
o application and return to PaySchools
- Central
GNEP
TANE
=" —— "t ——————al]

i) Youwill then be prompted to enter your
student’s case number provided by the
state.

¢) If they are NOT part of a state assistance
progtam and has incorne. Enter income
amounts and the frequency; weekly, every two
weeks, monthly, or annually if that option is
available for your District.

Iy  Check the income box and enter the
member’s Income,

(1) Enter income from Worl,
Welfare/Child Support/Alimony
{gross) and the frequency of the
income from the dropdown.

(2) Entet income from Pension
Retirement, SSI, VA, S5 (gross)
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Review and Sign Application

%)

b)

| &

=
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e — e — o —————

Review all member and student details:

1) Ensure all income and assistance types
have been entered

i) If any details were missed or need to be
changed, click on the Edit link, to be
directed to the student or member
assistance sceeen to make changes. Once
done, you will be redirected to this page
to teview again of can use the buttons at
the bottom to navigate through the
application again.

Read the “T certify” message and agrec that all

information provided is correct

Continue to the next step:

1)  Select the Continuc button to go to the
next step.

i) Or press the Back button to return to the
last step.

iify Ot use the Save and Go to my
PaySchools Central Dashboard link to
save the application and return to
PaySchools Central,

13) Sign your application and give demographic data

2)

Demographics data is optional and may show
ot may not show based on your school
districts state requirements.

SIGNEI: amber mangs

4
§) Choose between "Higpanic or Latine’ or
‘Not Hispanic or Latino’
i) Choose from other demogtaphics for
additional details.

b) Enter the last 4 digits of your Social Security
Number (SSN) ot select the No SSN\Not
applicable if you do not have a SSN,

c) Enter your PaySchools Central Password.

d) Continue to the next step:

) Select the Sign button to complete the
application and to go to the next step.
if) Back button to return to the last step.
14) If applicable and set up by your school: The next
step is to complete disclosure choices. This option
is to share yout student’s meal benefit with other
departments your school has designated, which
can reduce fee costs,

H

QuikApps
2019.7.1



¥ RETA RS
D CAlGmGInG

| Sresmnajohnsen ’"""1

[m] Chmerrrhiy bye F gz, wan, o Ny by gFprp
wilfr £ decarrrmerm batov:

O A

Ty

James fohnsoa T

(] Chrtcit Lb o iF wos wond o Bl 23 ah
Bl AL seppermrin nlen

| e
Steven johnson

| Dﬂ-'tﬂ-m"mmilﬂ-hlﬁn
vt £, deparrrer bsr
| 1 Fons. l

e bt b e B i e e

I FENER: amber menge
1
1

b)
9

Select the School Departments:

i) To share the benefit with for each of
your students individually.

i) Or select the Check this box if you would
il | ith ALL d :
checkbox for each of your students

Enter your PaySchools Central Password

Continue to the next step:

i)  Select the Sign button sign the
application and to go to the next step.

2019.7.1

ii) Or press the Back button to return to the
last step.

Get Determination Letter

15) Get your determination letter

4) If your school automatically approves
applications:

i)  Get your application via three options,
note that you can do all three options if
you choose.

{1} Dowrnload and print: Download
yout detetmination letter
immediately.

Do oo wikit o wpéh ar dove Delwrminetiohpd! (372 KE) from cORTSReaROGLOCATE

(2) Email: Send the determination letter
to your email in PDF

{3) Standard Mail: You can choose to
have the determination letter sent to
you from the school district via mail.
Please note this will take time for the
district to print and mail to you and
is NOT the preferred method of
delivery.

b} If your school does NOT automatically
approve applications:

i) You will be notified that the application
is pending approval and your preferred
contact method will be used to send your
letter once approved.

=



iiy If changes are needed for your
application to be approved, an email will
be seat and a screen popup in
PaySchools Central will be shown.

iii) In both cases, you will be insttucted to

return to your application to make

changes and resubmit.

¢) Continue to the next step:
§  Select the Continue button to go to the
next step.

Review Completed Applications

1) You can view the current application from the

A N LR RIRE LY s ARG H \ )8

option in the User
Menu:
3) Dovwnload Determination: Determination letter
a) Decline benefits: If your income situation
& Manage Froftie changes and you no longer wish to use Pree
¥ Menage Students/Patrons ot Reduced-price meals or apply the status for
ES Manage Payment Methods & teduction in fees.
D Payment Hislory ) Declining benefits will canse the
© Menage Auto Replenishment student’s meal statug reset to full pay.
NE Meal o ' i) You can always submit a new application
g to re-apply for benefits at any time
R LS 5 through the school year,
jiiy Confirmation regarding Declining
Benefits is shown:

QﬁikApps
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Decline Benefits
Are you sure you want to decline the

beninhits for- gt th stugentsam thins
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