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Create Account 
To create a new account, tap the  

Create Account button. 

You can save your login credentials by enabling the Remember Me? Toggle. (Green indicates 

that it has been enabled) 
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All fields are required.  Tap CREATE ACCOUNT once all information has been entered.   
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Login to account 

To login to an existing account, tap the LOGIN button. 
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Main Menu 

To access the Main Menu, Tap Menu in the top right corner of the screen.    
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The Main Menu displays the functionality of the app. 
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Adding Students to Account 
From the Student Accounts page, tap +ADD. 
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Step 1 - Enter the Zip Code (May not be home Zip Code) of the school that the student 

attends. Tap the Search button. 
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Step 2 – Select the school that the student attends from the list below. 
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Step 3 - Enter the required information for the student to be added. The options visible may 

vary based on what the school requires. Once the required information is entered, tap the 

Search button.     
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Step 4 – Tap on the name of the student to be added to the account. 
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A success message will be displayed upon successful addition of the student.  Tap OK. 

To add additional students to your account, follow Steps 1 through 4. 
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Student Accounts 
This is the Home screen.  Wherever you see the Home icon in the upper right corner, this is the 

page that you’ll be directed to.  

 

Selecting Student Accounts from the Main Menu directs you to the Student Accounts page.  The 

options available here are: 

Adding New Students – Used for adding new students to the account (refer to Steps 1-4 on 

pages 9-14 of this document) 

Removing Students - Remove Student(s) from the account 

Setting Auto-Replenishments – Set up, remove or edit an auto-replenishment. 

Note: A Saved Payment Source must be setup to use this feature.  

Setting Reminders – Set up, remove or edit a low balance email reminder 
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Removing Student(s)  
From the Student Accounts page, tap the student’s name.  Confirm the removal of the student 

by tapping Yes. A confirmation screen will appear. Tap OK to be taken back to the main screen.  
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Setting Reminders 
 

Automatic Reminders can be set for each student added to the account. Automatic 

Replenishments will automatically debit the saved payment source and credit the student’s 

account. Low Balance Emails will email the email address used when the balance falls below the 

threshold set. 

Auto Replenish – From the Student Accounts page, tap on the student’s name, then tap 

Select an Action and tap Auto Replenish. 
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Set the amount of funds to deposit into the student account when their balance falls below the 

amount specified.  You MUST have a saved payment source associated with the gateway 

account used by the school in order to set up an automatic replenish. Choose the correct 

payment source and tap Continue.  
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Confirm that the information displayed is correct by tapping the slider underneath the total. 
Tap Complete to finish the automatic replenishment set-up. A success box will appear if 

successful. Tap OK to return to the main menu.   
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Low Balance Email - From the Student Accounts page, tap on the student’s name, then tap 

Select an Action and tap Low Balance Email. 
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When the account reaches the Balance Level, an email will be generated.  Set the Balance Level 

and tap Continue.  tap Continue to finish setting up this Low Balance Reminder. 
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Once the Low Balance Email or Auto-replenish has been set up, a bell icon will appear next to 

the Student’s name on the Student Accounts page indicating the email reminder has been 

setup for this student.  A circular arrow icon will appear indicating the auto-replenish is setup 

for this account. 
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Restrictions and Transfers 

A la Carte Item Restriction 
To set an a la carte item restriction, first tap on a student from the list of students added to the 

account. Once the student is selected, tap the Select an Action dropdown menu and tap A la 

Carte Restriction. 
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If the restriction is to be put in place only when the student has a negative account balance, tap 

the Restrict A La Carte purchases only when negative dropdown to change it to yes. Once 

completed, tap the Complete button to send the request to the school. A dialog box will be 

displayed indicating that the restriction request was successfully submitted for review. Once 

the system administrator reviews and processes the request, a notification will be sent to the 

email address on file. Tap OK to be returned to the Student Accounts screen.   
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Patron Lock 
Locking out a patron’s account will prevent the account from making cafeteria purchases, 

making cafeteria deposits, and making online deposits. To request that a patron’s account be 

locked, tap on the student to be locked. Once the student is selected, tap the Select an Action 

dropdown menu and tap Lock Account.   
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A reason for the lock request must be entered. Once completed, tap the Continue button. 
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Review the Lock Request and tap Complete to send the request to the school for review. A 

dialog box will be displayed indicating that the restriction request was successfully submitted 

for review. Once the system administrator reviews and processes the request, a notification will 

be sent to the email address on file. Tap OK to be returned to the Student Accounts screen.  
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Balance Transfer 
Balance transfers can be requested to move money between two students that use the same 

gateway for cafeteria deposits. To request a balance transfer, first select the student to transfer 

money FROM. Once the student is selected, tap the Select an Action dropdown menu and tap 

Transfer Balance. 
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Select the patron to transfer money TO by tapping on the Destination Patron dropdown and 

selecting a patron displayed. The maximum amount able to be transferred is displayed in the 

General Balance to Move box. By default, this is set to the Account Balance of the source 

patron. To change this amount, tap the displayed balance and change it to the desired amount. 

Once finished, tap Continue.  
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Review the details of the transfer request and tap Complete to submit the request to the 

school. A dialog box will be displayed indicating that the restriction request was successfully 

submitted for review. Once the system administrator reviews and processes the request, a 

notification will be sent to the email address on file. Tap OK to be returned to the Student 

Accounts screen.  
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Cafeteria Deposit 
To make deposits to the account, tap the Student Name or the Start Deposit button. 

Enter a deposit amount using either the Quick Add buttons or by manually entering the desired 

deposit amount.  Tapping Continue will take you to A) the next student on the account or B) to 

the Deposit Summary screen. 

NOTE:  Tapping Cancel will clear out all pending deposits and they will need to be re-entered. A prompt 

confirming this action will appear prior to processing the cancellation.  
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In the Deposit Summary screen, tap Add to Cart to proceed to the Cart screen. 
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Once all deposits have been added to the cart, tap Check Out to continue to the Check Out 

screen.  

 

 

 

 

  



34 | P a g e  
 

Select your payment method from one of the options: 

Saved Payment Source – Uses the payment source on file to pull the funds from. 

One-Time Credit Card – Choose this option when using a credit card that has not been set as a 

saved payment source and is being used “one time” as a payment method. 

One-Time ACH – Choose this option when using an online checking account that has not been 

set as a saved payment source and is being used “one time” as a payment method. 
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Using a Saved Payment Source  
If choosing this payment method, a saved payment source on file will be used to process the 

deposit.  (for instructions on how to create a saved payment source, see Payment Sources on 

page 45.) 

Tap the name of the saved payment source.  Tap to slide the confirmation of payment (This will 

be green when enabled).  Tap PROCESS PAYMENT  
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Using a One Time Credit Card Payment Method 

Choose this option when using a credit card that has not been set as a saved payment source 

and is being used “one time” as a payment method. Enter the Billing Information, tap Next.  

Enter the Account Information, choose Next. 
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Using a One-Time ACH Payment Method  

Choose this option when using an ACH (online checking) payment method that has not been set 

as a saved payment source and is being used “one time” as a payment method.  Enter the 

Billing Information, tap CONTINUE.  Enter the Account Information, choose CONTINUE  
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Tap to slide the confirmation of payment (This will be green when enabled).  Tap PROCESS 

PAYMENT  
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Online deposits will show as Pending with the amount in parenthesis until they post to the 

student’s account. Tap the Home icon to return to the Student Accounts page, Tap MENU to 

open the Main Menu options. 
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An email message will be generated and sent to the email address used to create the account.  

A receipt will be attached to the email. A copy of the receipt can also be viewed under the 

Online Deposit History section of the app (See next section). 
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Online Deposit History 
The Online Deposit History to view deposits made during the current school year only. 

From the Main Menu, choose Online Deposit History. 
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Select a deposit to view the transaction receipt. 
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Tap the back arrow to return to the Online Deposit History list  



44 | P a g e  
 

Choose the Home icon to return to the Student Accounts page or choose MENU to return to 

the Main Menu options.  
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Payment Sources 
This mobile application includes a feature that offers the ability to identify a payment method 

and save that payment method to use as an auto-replenish for the student(s) account(s). 
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To add a new saved payment source, tap the +ADD button. 

NOTE:  In the event that you have students existing across multiple districts, you first need to 

select the appropriate gateway for each student’s school district.  
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For Step 2, select the type of account you wish to add.  Touch CONTINUE to advance to Step 3. 
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Enter the account holder information for this payment account.  Tap Continue to advance to 

Step 4. 
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ACH Saved Payment Source 
 

To add an ACH (Online Check) account as a saved payment source, enter the nickname for the 

payment source, followed by the routing number, account number, and the type of account. 

ALL FIELDS ARE REQUIRED.   DO NOT USE THE NUMBERS ON AN ATM CARD. Tap Complete to 

save the payment source. 
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Credit Card Saved Payment Source 
 

Enter your account information.  The Nickname will be used to identify this card in your saved 

payment list.  Tap Complete when finished. 
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The Payment Sources should reflect each payment source you’ve saved.  To save other 

payment sources, repeat the steps above. 

Tapping on an existing payment source will give you the options to modify or remove it.  When 

modifying the payment source, repeat steps 3 and 4 above. 
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Transaction History 
View the history of transactions recorded to each student account.  

Choose Transaction History from the Main Menu. 
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Next, select a student to view their transaction history. Choose the back arrow to return to the 

Main Page.   
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My Account 
The My Account tab can be used to update the details of the account, as well as inactivate the 

account. 

To edit the account details, tap My Account from the Main Menu. 
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Enter the information to be updated. If you are changing a password, tapping on the ‘EYE’ icon 

will enable viewing of the text being entered into those fields. To inactivate the account, tap 

the Inactivate Account check box. When all information has been updated, tap the Update 

button.  



56 | P a g e  
 

 Privacy Policy 
Describes what Focal Tech, Inc does with Personal information shared with us.  
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Meal Pre-Order  
If your school has chosen to use the Meal Pre-Order feature, tap Meal Pre-Order from the Main 

Menu or the Meal Pre-Order button at the bottom of the Student Accounts page to begin.  

You’ll be directed to the Students screen.  (If the school is not offering meal pre-ordering, this 

option will not be present on this menu.)  
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Select a Start Date and an End Date for the Pre-Order. Select the meal period(s) for the Pre-

Order. Tap the Start Order button.   
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To add an item to the order, change the quantity of the item for each item to be ordered. If a 

previous order has been placed, additional orders will not be allowed. Tap Next once all orders 

are completed to advance to the next patron. If no additional Patrons are available, tapping 

Next will proceed to the Pre-Order Summary. 
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Verify that all items selected for pre-order are displayed on the screen. If a balance is owed, 

tapping Confirm will advance to the Payment Selection screen. If no balance is owed, tapping 

Confirm will place the order. If changes are needed, tap the Back button to return to the 

previous screen.  
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Upon the successful completion of a pre-order, a confirmation screen will be displayed and an 

email will be sent to the email address used to place the order. Tap Close to return to the New 

Order screen.  



62 | P a g e  
 

Pre-Order Menu 
The Pre-Order Menu provides multiple reports to view regarding pre-orders made through 

School Payment Portal. 

 

Confirmed Orders 
Displays a list of future orders that have been submitted.  
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To see the details of a confirmed order, tap on the entry.   

The detail screen information also gives the option to remove the order.  You will not be able to 

remove items on serving days where the order deadline has expired.  To return to the 

Confirmed Order screen, tab the Back arrow.  To proceed with removing the item from the 

order, tap REMOVE  
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 Tap YES to confirm the that you want to remove the item.  
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Order History 
To see the order history details, select an entry from the list. Each page displays 10 orders. To 

navigate between pages, click the arrows at the bottom of the page.  
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Patron Order History 
To see order history details by patron, select a patron name from the dropdown list.   

Patron Order History will display both items ordered and items deleted. The Items Deleted list 

is located at the bottom of the Patron Order History screen. 

The Home icon will direct you back to the Students page.  The MENU will direct you back to the 

Pre-Order menu. 

  



67 | P a g e  
 

Exit Pre-Order 
To exit out of Pre-Order, choose Exit Pre-Order from the MENU.  Upon exiting the Pre-Order 

Menu, the app will return to the Student Accounts screen. 

NOTE:  If there are any pre-orders pending, a prompt will be displayed indicating that there are 

pending pre-orders not confirmed. Upon exiting the Pre-Order Menu, any pending pre-orders 

will be removed and lost.  
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Logout 
When finished with the app, tap the Logout button to log out of the app.  

 


