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How to Make Internet
Deposits
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Welcome
You can access your child’s record for the school cafeteria.
� Did she eat lunch?
� Did he buy an extra lunch?

You can deposit lunch money into their account using your credit card.

This document includes instructions for viewing your child’s account, printing
reports of transactions your child has made, and making deposits into your child’s
account via the Internet.
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Requirements

The school provides access through the Internet. You have to have:
� A computer with Internet Access.
� Microsoft Internet Explorer version 5.0 or later. (5.5 recommended).
� An email account where you can receive emails from the school and PayPals.
� A major credit card and an account with PayPal. This is a service that allows

you to make secure (safe) deposits across the Internet. Look under the heading
Make Internet Deposits for more information about PayPals.

Information for Parents
To successfully access the Internet Deposits, use the following information provided
by the school.

 Web Address that you will access.
Example: www.SCHOOLWEB.EDU  

 Parent Information
USER NAME

 

 PASSWORD
(This password should not be shared with
anyone. Some schools allow you to change your
password. Check with your school.)

 

 Children Information
NAMES

 
District ID Numbers

 1.  

 2.  

 3.  

 4.  
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Parent Login
When you sign on to the web site, the screen that appears looks like the figure below.

Do you have an account already? (Listed on the information the school gave you)
� If yes, go to the heading Access  Existing Account.
� If no, go to the next heading Create New User Account.
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Create New User Account

If you do not have the User Account already, click on the Sign Up button. If you
already have an account listed on the page your school gave you, do not use this
section. Go to the Access Account heading.

1 On the screen below, click on the Sign up button.

2 The Add New User screen appears.

3 Complete all three fields on this screen.
� E-mail. Type your email address in this field. The school has to have your

email address to send you emails about the accounts.
� Name. Type your name in this field. For example, ‘Harry Adams’ .
� Student ID. The Student ID is field that links your “user account” to your first

child. This number is the District ID number that the school gave you. If you
have more than one child, you will link those numbers to your account later.

4 Once an E-mail address, the name of the parent/child, and the child’ s Student ID
has been entered, click on the Submit button.
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5 The following message appears.

6 Click on Continue.

7 In a few minutes, an email will arrive on your computer with a password to use.
This is an example of what the email will look like. Look for the User ID and
Password. This is an example only.

Date: Mon, 17 Sep 2001 14:02:36 -0400 (EDT)
From: SCHOOLWEBSITE@ISP.com
To: johndoe@ISP.com
Subject: School Registration Confirmation

Dear John Doe,

Welcome to School Lunch Program

We are very glad you have joined us. Check out what you can do as a member of
School Lunch Program:

* View Lunch Room Transactions
* Change options for participant purchases
* Deposit money into a students account

Go to http://yourserver/servlet/SiteManager to get started!

LOGIN
------------------------------------
Your Login Name and Password are listed below. You may find it helpful to write
this down for future reference. Remember; do not share this information with
anyone.

User ID: johndoe@ISP.com
Password: xyz

Thanks again for joining us,
School Lunch Program

8 Depending on how your school is using the Internet Deposits, you may be able
to change this password when you log into the web site.

9 Sign on to the school web site again. Now you can:
� Link your other children to your account.
� Deposit funds into accounts for your children using your credit card.
� Review your child’ s account history.
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Access Existing Account
After you have signed up or been signed up by the school, you can log in and get
started.

1. The Logon screen appears when you access the website.

2. Log in using the User ID and Password that were included in the email or that
were assigned to you by the school.

� Click on the field Enter User ID and type your ‘user name’ .
� Click on the field Enter Password and type your password.
� Click on the button labeled Logon.
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3. After you click on Signon, the main screen appears.

4. Click on the words General Maintenance on the left side of the screen.

5. Two options appear under the heading.

� Change Password. Click on this option to change your password. This option
is not available if your school does not allow you to change the password on
your account. Keep your password secret. If you should lose or forget your
password, the school can give you a new password. Contact the school if you
loose your password. Refer to the next heading Change Parent’s User
Password for more directions.

� Participants. Click on this option to do everything else. Check on your
children’ s purchases, make deposits to their account at the school, add children
to your account. Refer to the heading Participants Screen for more directions.
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Change Parent Password

Complete the following steps to change the password.

1 Access the menu.

2 Click on the Change Password option. The Change Password screen appears.

3 Click in the New Password field and type your new password.

4 Click on the Submit button. Your new password will apply the next time you
sign on the web site.

5 The Password Change Successful screen appears.

6 Click on “Continue” to return to the main screen.

If this does not work, contact your school.
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Participants Screen

When the Participants option on the menu is selected, the Participants screen
appears.

This screen lists the children already linked to your account.

On this screen, you can:
� Access the account for the children. There you will make deposits and review

the record of purchases for your child. Go to the heading Look at Child’s
Record.

� Add another child to your account. Go to the heading Add Child
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Look at Child’s Record

On the Participants screen, click on the Select button beside your child’ s name.

The User Participant Record screen appears with the information on your child.

On this screen, you can:
� Set up A La Carte Purchases. The term ‘A La Carte’  refers to snacks and

extra items. Go to the heading A La Carte Purchases.
� View transactions your child has made. Go to the heading View Transactions.
� Make Internet Deposits to this child’ s account. Go to the heading Make

Internet Deposits.
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Set up A La Carte Purchases

You can allow your child to make ‘a la carte’  purchases in the cafeteria. These items
are snacks and extra items available for sale at mealtime.

On the User Participant Record screen, locate the A La Carte section of the screen.

There are four fields to set.
� Allow A La Carte Purchase. When this field is set to TRUE you child can

make these extra purchases. To set this field to another setting, click in the drop
down box in the right side of the screen. (This is the arrow that is pointing
down). A box will appear with the different settings. Click the mouse on the
one you want.

� A La Carte Limit Type. This field determines the type of payment your child
can use for these extra purchases.

� None. Your child cannot make extra purchases.
� Account Tender. Your child make extra purchases using the funds

in the account. But your child cannot use cash, etc.
� All Tender. Your child can make extra purchases using the funds in

the account and any cash, etc. that they have.
� Limit Amount. This field sets the limit on the amount of money your child can

use for these extra purchases. Click in the field and type in the amount you
want. Use the format XX.XX. For example, type 5.00 for $5.00.

� Limit Interval. This field sets how often your child can make these extra
purchases. To set this field to another setting, click in the drop down box in the
right side of the screen. (This is the arrow that is pointing down). A box will
appear with the different settings. Click the mouse on the one you want.

� Daily. Your child can make extra purchases every day.
� Weekly. Your child can make extra purchases once a week.
� Monthly. Your child can make extra purchases once a month.

When the settings are complete, click on the Submit button under this section. Then
you can make other changes to the record.
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View Transactions

You can review your child’ s purchase history.

1 On the User Participant Record screen, locate the View Transactions section
of the screen.

2 Set a Start Date and an End Date. Click in the first field and type the desired
date for the report to start. Then click in the second field and type the desired
date for the report to end

Note: The date MUST be entered in the following format: MM/DD/YYYY (a
two-digit month, a two digit-year, and a four-digit year.) For example,
September 6, 2002 would be entered as 09/06/2002.

Note: Only transactions from the last 120 days are retained in SiteManager.

Note: The first time you look at the transactions, the computer will need to
install a program called a ‘viewer’  that will allow you to see the report.
A screen appears asking you for permission to install the viewer. Click
on Yes. This screen will not appear again.

3 When the dates are entered, click on the Submit button under the fields.

4 The Transaction History Report appears.

5 From this preview screen you can:
� Print this report to your local printer.
� Go back to your child’ s record by clicking the BACK ARROW in

the toolbar. The User Participant Record screen will appear again
and you can make other changes to the account.
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First Time View Transaction History

The first time that you access the transaction history option, the computer will ask
permission to install a ‘viewer’  on your computer. This piece of software is necessary
if you want to look at the reports on your child’ s purchases.
� It does not cost you money.
� It does not do anything but let you view reports.

The following screen appears.

Click on YES. The viewer will be installed and the screen will not appear again on
this computer.
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Add Child to Your Account
When your account was created, you were linked to one child at the school. If you
have additional children at the school, complete the following steps to add them to
your account.

1. To add a child to your account, click on the Add Participant button at the
bottom of the Participants Screen. In the figure below, the parent has two
children linked to his account. He is going to add his third child.

2. When you click on the Add Participant button, the Add Participant screen
appears.

3. Type the Student ID that is associated with your child’ s account and then click
on Add.

Note: The Student ID is the same number as the District ID that is associated
with the child’ s account.
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4. The Participants screen appears again with the child linked. In the figure below

5. Now you can:
� Make Internet Deposits for any of the children.
� Review the transactions for any of the children.
� Add another child to your account.

Error Messages When Adding Children

If the participant (child) was NOT successfully added, then a screen similar to this
Error message appears.

It the screen displays an ‘Error Message’  review the following list and then try again.

1. The Student ID number might be wrong. Check the number and try
again.

2. The Student ID number is already associated with another user login. If
you have entered the wrong number, it might be someone else’ s child
and you can not add them to your account.

3. The Student ID number is already associated with another user login.

Try adding the child again.

If you cannot link your child’ s number to your account, contact your school to verify
numbers.
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Make Internet Deposit
Complete the following steps to make an Internet Deposit.

1. Access the cafeteria’ s website.

2. Log in with your account information. The screen will look like the screen
below.

3. Access the your child’ s account. This is called the User Participant Record.

4. Locate the Internet Deposit section of the screen.
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5. Enter the desired amount for the deposit. In the example below, the user typed
50.00 to add $50.00 to the account.

6. Click on the Submit button.

7. The Internet Deposit screen appears.

8. If the information is correct, click on the Deposit Fund button.
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9. The PayPal screens appear. Complete the screens to deposit the amount of
money you want.

Note: Look for directions on the PayPal screens on how to use their service.

10. If this is the first time you have used Internet Deposits, you will have to
establish an account with PayPal. Click on the Sign Up button to complete that
sign up.

11. When you complete the “Login” section of the screen and click on Continue the
next PayPal screen appears.

12. If the information is correct, click on the Pay button.
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13. A ‘Thank You’ appears.

Note: Your deposit is credited to your child’ s account after a short processing
time.

14. You will receive a confirmation email that states that money has been deposited
into the child’ s account. An example of the Confirmation E-Mail is displayed
below.

Date: Mon, 17 Sep 2001 16:34:07 -0400 (EDT)
From: SchoolLunchProgram@ISP.com
To: johndoe@isp.com
Subject: SchoolLunchProgram Deposit Confirmation

Dear johndoe@isp.com,

Thank you for using SchoolLunchProgram Deposit system.

This email confirms that $50.00 has been deposited and verified to exist for
XXXXXXXXX. The current account balance is now $57.33.

Deposit to Account : $50.00
Handling Fee :  $1.00
-------------------------------
Grand Total: $51.00

Our website address is:  http://yourserver/servlet/SiteManager

Sincerely,
SchoolLunchProgram

15. When this email has been received, this means that the deposit has been
processed.

16. Now you can:
� Make deposits to other accounts for your children.
� Look at the transaction history of any of your children.
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