Updated 12/21/2017
Dear Parents and Guardians,

We are pleased to announce online payments for your child(ren)’s food service accounts are now processed through the
Infinite Campus parent portal. Please follow the instructions provided below to access the module.

Please Note the Following:

o A Convenience Fee of $3.50 will be charged to your method of payment for each transaction. If you prefer not
to set up an online account and incur a convenience fee charge, you may still submit cash or a check (made
payable to Fairfield School Lunch) with your child(ren) to bring in to their school, which can be deposited at the
register/point of sale.

o A parent/guardian can only set up payment (credit/debit card or checking) and view account information
under his or her own Infinite Campus Portal (user name and password).

o We recommend you use Google Chrome or Firefox as your browser on your computer (not available on the

phone app.)
To get to the Payments module, login to your Infinite Campus portal page and select “Payments” from the menu as

shown below. Your child’s name will appear where indicated in green.

ONE TIME PAYMENT METHOD:

To add a One-Time Payment, enter the dollar amount in the box to the left of the red “1” corresponding to the child’s
account you wish to credit.
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On the next screen, you will need to add a new payment method. The district accepts MasterCard, Visa and echecks.
Discover and American Express are not accepted. Click on “Add” to create a new payment method.

Payments
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Click on the button for the type of account you wish to set up — Checking, Savings, or Credit/Debit card and complete the
information that matches to your checking/billing account.

For Checking accounts, be sure to include the routing number from your check. Usually the digits in front of your
account number.

Registering a Creat Cavd Fayment Method

Enter all required Billing Information as well as the Card Number, Expiration Date and Name of Cardholder If the Card Number is incorrect. the
field wili highlight in red and a red exciamation point will appear. Selecting the red exciamation point will generate a separate window describing the error
that has occurred.

Once correct informabion has been entered. select the Save icon. The credit card Is now established and may be used for transactions.

A screen will appear that says Payment Method Added Successfully. Click “Back to Payments”.




This Payments screen will appear next, click on “Continue”.
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Once you have clicked Continue, the following Payments screen will appear.

Payments

Confirmation
Pleaze confirm your payment choices and payment type.

Student Calendar Fee Payment
Student, Adam M 12-13 Senior High Athletics ) 5100.00
emnvenience Fee: 22.00

Total: $102.00

Payment Method: echeck) "6789 - Checking

Receipt email address: |

Review the payment information. If a receipt of this payment is desired, enter an email address in the Receipt Email

Address field. Click the “Make Payment” button to process the payment. Your one-time payment has been set up for
your school lunch account.

Next: See Recurring Payment Method



RECURRING PAYMENT METHOD:

To add a Recurring Payment click the “Add” button next to each child’s account to the left of the red “2”.
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The Recurring Payments screen appears. You will need to set up a Frequency. Review the frequency information below.

Recurring Payments Accepted Payment Methods ViSA @I Discover 2= echeck)

Minimum payment amount is $5.00
Carter, Maurice - Food Service
Paying fees through the Campus Portal is & convenient way to make food service and fee payments.

Frequency

®monthiy
OLDW Balance

Start Date: End Date:

our payment will autematically eccur on the same day every month beginning en the Start Date you select. If the recurring payment is on the 31st, Campus adjusts the
payment to the last day of the month if the month does not have 31 days.

Payment Amount: 3

Receipt Email Address:
Enter an email address to receive confirmation of your recurring payments.

Select the payment method
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Review the below information in order to select one of the two Frequency options:

2. Select one of the following Freguency options.

Option Description Example

Monthly This option adds money to the account on & monthly basis. Your payment

Frequency
will automatically occur on the same day every month beginning on the
Start Date you select. If the recurring payment is on the 31st, Campus @lonthly
adjusts the payment to the last day of the month if the month does not ~/Low Balance
have 31 days. StartDate: 09/01/2016  End Date: 06/01/2017

Your payment will automatically occur on the same day every monthy

LY Il i I g A -
When you select this option, you must also complete the following fields: adjusts the payment to the last day of the month if the month does n

» Start Date
= End Date Payment Amount: § 20
. Pa}-'ment Armount

+ Receipt Email Address Receipt Email Address: CampusParent@email.com

Low This option automatically adds money to the account when the account Frequency

Balance reaches the Minimum Balance.
_'WMonthhy

_ ) . @ ow Balance
When you select this option, you must also complete the following fields:

« Start Date Start Date: 09/01/2016  End Date: 06/01/2017

« End Date

» Minimum Balance

» Payment Amount

» Receipt Email Address

Minimum Balance: $ 10

Payment Amount: 20

Receipt Email Address: CampusParent@email.com

NOTE: When you set up your frequency, you will need to select a future start date (for recurring payment). It will not
allow you to set up payment as of today’s date. If you need to set up payment effective today, you will need to make
a One-Time Payment. See One Time Payment Method above.

Once you have selected your Frequency, you can set up your payment under Select a Payment Method. Click on the
“Add” button. The screen below will appear. Click on the button for the type of account you wish to set up — Checking,
Savings, or Credit/Debit card and complete the information that matches to your checking/billing account. For Checking
accounts, be sure to include the routing number from your check. Usually the digits in front of your account number.

Select the payment method (2D @D

~

Add Payment Method x

Billing Information

Name: (required) Robert Parent
Address. (required) 4321 10%th Ave NE
City: (raquired) Any Town
State / Zip: {required) MN /55449
Account Type

m Savings Credi/Debit Card

Routng Number - 075900575
Account Number: 123456789

ﬁ | Back to Payments | | Save )

lon




For Credit or Debit Cards:

~
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Name. resires Roben Parert
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State { 29: pesuied My 55409
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Enter all requered Billing Information as well as the Card Number_Expiration Date and Name of Cardholder If the Card Number is incorrect the
| lecting the red & a separate window describing the error

ht in red and a red exciamation point will appear. !
d

correct informabon has been entered, seloct the Save icon. The credit card Is now establshed and may be used for transactions

You will get a screen to review your information, if correct, click “Save” again. The screen below will appear that says
Payment Method Added Successfully. Click “Back to Payments”.

Edit Payment Method x

Payment Method Added Successfully.
Your Payment Method has been Successfully Set Up!

' 5 ' A
I\ Back to Payments) LAdd Another Payment Method )

A

Once you have entered your recurring information and your payment method, Click “Save” at the bottom of the screen.

Recurring Payments Accepted Payment Methods wisa @ oiscover |-5=f"f£D

Minimum payment amount is $5.00
Extended Care - Carter, Maurice - $§125.00
Paying fees through the Campus Portal is & convenient way to make food service and fee payments.

Frequency
®@Monthly
Start Date: | 02/24/2017  End Date: 04/28/2017

“Your payment wil automatically occur on the same day every month beginning on the Start Date you select. If the recurring payment is on the 31st, Campus adjusts the
payment to the last day of the month if the month does not have 31 days.

0 Payment Amount: $ 42.66

Receipt Email Address:
Enter an email address to receive confirmation of your recurring payments.

Select the payment method

@ visa o026
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Once you have clicked Save, the Payments screen will appear. You will see your recurring payment information.

Payments Accepted Payment Methods V/SA @i Discover 2= echeck)

Minimum payment ameunt is $5.00
Paying fees through the Campus Portal is & convenient way to make food service and fee payments.

Recurring Payments Preference Start Date End Date Payment

Carter, Maurice
Food Service

Edit Manthhy 022472017 08152017 520.00 )(

At this point, your recurring payment has been set up. You will receive an email notifying you of your recurring payment
preference set-up. However, if you need funds in your child’s account today, you will need to set up a one-time payment
so that the funds will be available in your child’s account today. The recurring payment options does not allow you to set
up payment for the current day. See above One Time Payment Method.

NOTE: The district sends out Low Balance Notices when your child’s school lunch account balance reaches below $10.00.
If you set up a Low Balance Recurring Payment at or below $10.00, you will receive that notice (once your child’s account
reaches below $10.00). You can set your Low Balance Recurring Payment greater than $10.00 to reduce the amount of
notices you receive. Once your child’s account reaches the threshold amount you set (for the Low Balance Frequency),
the Recurring Payment will post Next Day.

To View Account Information

To view what balances your child(ren) have in their individual accounts, select the “Food Service” tab from the
menu. You can use Transaction Detail to view the purchases made by selecting the current month or a date range,
then selecting the appropriate student and clicking “Go”. (NOTE: No purchase information will be available until the
day after the school day your child(ren) make the purchase.)
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To obtain a report of your child’s purchases, select “Print” as shown on the above screen and a PDF will be
generated. A sample is below.

Food Service Account Statement for Stephanie Aarons

010 James Burpess R, Susanee MK 45600

1516
Filmaore High Schoot

Transacton Summary for Ssephanie Awons

Geoneraned on S5 42016 105711 AM

Datance oy of 05042006 | Dabit Croetit Teannter Depron it Balancs as of 96.083016 |
$1825 2125 $0.00 12000 | $0.00 17.00
Transacton Detad for Slephamee Asons
Transacson Time Patron Nome Category Sem . Dot Creatl Rum Balancs
1, OOTOIG080S  Agrons , Stepharse Al Core Yogurt 1 $07Ts
Al Caw vT W 1 M0
$13 %0
2. 0SMN2016 0040  Aaions | Swephania Teanshar Foe ALCOUNR4855 |Awons, Lisa) 2000
3350
), QWIIZ016 12200 Agrons | Stephonke AD Corte GoGart 1 1o
Al Caw ok 1 $100
$31%0
4. 05112016 200 Aarons | Stphane Lunch Maad Lunch 7-12 1 175
52975
5. 0522016 200 Aarons | Stephanks Lusen Maad Lunch 7-12 1 1250
Ab Core XM 1 $02%
227 X
4 DWIN016 200 Aaruns | Slegtane Breaktast Moo Fesomtant 712 1 $200
2500
7. OGMM016 12200  Agrons | Stephanie Lusch Mool Lunch 712 1 2 50
Al Cate XA 1 $02%
Al Came Nanos 1 525
$17.00
Total Detetn Cracts 2125 f0m

TO EDIT OR CANCEL A PAYMENT METHOD:

To edit or cancel a payment for a Recurring Payment, click “Edit” next to your child’s name in the Recurring Payment

section.

Payments

Minimum payment ameunt is $5.00
Paying fees through the Campus Portal is & convenient way to make food service and fee payments.

Accepted Payment Methods Visa @ viscover 25 echeck)

Payment History

Carter, Maurice
Food Service

Recurring Payments

Preference

Monthhy

Start Date

02242017

End Date

06152017

Payment

520.00 %

For the Food Service Account section, enter a dollar amount in the Payment box after the child’s name, then

click “Continue”

Food Service Account

i
.

* The estimated payment is for one month and is baged on the past food senvice purchases.

Balance

56.05

30.00

*Estimate

@ convenisnce Fee:

Total:

Payment

£ 5.00

$ 3.50

g 8.50



In the Recurring Payments or Payments screens, click the “Edit” button below Select a Payment Method.

Recurring Payments Accepted Payment MethodsVv/sa @ viscover l_S echeck)

Minimum payment amount is $5.00
Extended Care - Carter, Maurice - $128.00
Paying fees through the Campus Portal is & convenient way to make food service and fee payments.

Frequency
@ anthly
Start Date: | 02/24/2017  End Date: 04,/28/2017

“Your payment will autematically occur on the same day every month beginning on the Start Date you select. If the recurring payment is on the 31st, Campus adjusts the
payment to the last day of the month if the month does not have 31 days.

0 Payment Amount: S 42.66

Receipt Email Address:
Enter an email address to receive confirmation of your recurring payments.

Select the payment method

@ wisa-oozs
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The Edit Payment Method screen will appear. To edit payment method click “Edit” above the account information. Click
“Cancel” to delete the payment method.

Edit Payment Method

Credit Card Edit Cancel

Account: HOOCCOOGCON X
Card Type: MMasterCard
ExpiraticnCiate: 05 72021

I: Back to Payments j




Once you are in the Edit screen, update with the information you would like to change. Click “Save”. Confirm that the info
you entered is correct, and click “Save” again. If you are canceling the payment method, you will have to click the

“Cancel” button.

After you completed editing or canceling, click “Back to Payments”. Your payment method will be updated (edited) or
deleted (if cancelled).

TO DELETE A RECURRING PAYMENT:

To delete a Recurring Payment, you can click on the “X” next to the dollar amount under Payment, then click “OK”.

———— -

Food Serice Edit Low Balance $10.00 040172018 04/02/2015 $10.00 %
" ;
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