Lunch Automation Portal Instructions
We are excited to announce that we have adopted a paperless lunch ticket purchasing system
called LunchTime, which allows parents to deposit money into their child’s lunch account for
their child to purchase meals. This system has replaced the previous coupon system.

Instructions on how to get started:
Part I: How to create an account and add students
1. Visit SchoolPaymentPortal.com
2. To create a new account, click the green “Create Account” button Fill in all the text fields
and press the “Create Account” button.
3. Click the blue “Create Account” button.
4. Once the New Account has been successfully created, click the blue “Login Page” button
to complete the Login process.
5. Click on the blue “Parent Login”
6. Enter your credentials and Click the blue “Sign In” button.
7. Adding Students to Account:
o On the Student Access Page, Click the blue “Add Student” button. The Student
Access Page will be your first page if you have not added any students.
8. Click on the blue “Add Student” button.
9. Enter the Zip Code of your students’ school (91306). Click the blue “Continue” button
on the bottom. Available schools will be displayed. Click on the blue “Select” to the left
of your students’ school.
10. Enter the Required information and Click on the blue “Continue” button in the lower
right.
11. Verify the information and Click on the blue “Add Student” to the left of your students’
name.
12. You will be returned to the Student Access page. You can add additional students as
needed.
13. Along the top black bar, click on Log Out to end your session.
Part II: To View/Set Auto Reminders
1. Visit SchoolPaymentPortal.com
2. To setup reminder (mandatory) for a low balance notification (minimum $10.00), click
on the “View/Set Reminders” green button
3. Click on the “Modify” link.
4. Select “Auto Email” for the Reminder and type and press the “Continue” button
5. Type the amount of the balance level and press the “Continue” button
6. Verify your entered amount and press the “Save Reminder” button
7. To make changes or to remove, click on the blue “Modify” or “Remove” link (not
recommended to Remove)

Part III: Make a Payment
1.
2.
3.
4.

Click on the “Make Cafeteria Deposit” button
Click on the “Select” link
Enter the amount you want to deposit and press the “Continue” button
Verify the amount and press the “Add To Cart” button
Fee Structure:
-Credit Card Payments (Visa, MasterCard, Discover)
-2.3% + $1.00 per transaction (Note: If you have more than one child and want to
avoid extra transaction fees, make a split deposit under one transaction.)
-Maximum amount that can be deposited is $10,000
-If you have remaining funds in the account at the end of a school year, you may
use them for the next school year, or if your child is graduating, contact the school for
a refund.

1. If you have additional students and/or fees, you can click on Continue Shopping to
choose these items to add to your cart. If you are ready to make a payment, click on the
blue “Check Out” button.
2. Additional fees associated with the Payment Method will be shown. Click on the blue
“Select” to accept these fees.
3. Fill in the appropriate fields and press the “Process Payment” button
4. Make sure to check the box to confirm that you wish to have your credit card charged for
the Total Due. Click on the green “Process Payment” button.
5. A receipt will be generated. If needed, click on the blue “Print” button. If a hard copy is
not required, use the gray “Back to My Account” button.
Please view the Parent's Guide to School Payment Portal Slides in the attachment above.

PLEASE NOTE: AGBU MDS Café 08 will only allow for 3 negative lunch
transactions. Meaning, if the student maintains a zero balance in their account,
we will allow for three lunches to still be purchased. Parents will be responsible to
repay this amount through Lunchtime system. We provide this courtesy to ensure
students are fed, however it is important that the parent keeps a close eye on their
student’s account and continue to replenish their account in a timely manner.

