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Becoming a MySchoolFees.com
User

1ts simple to become a MySchoolFees.com User, just follow these few steps and
you'll be on your way!

he few steps listed below will allow you to create your MySchoolFees.com User Account :

1. Open your Internet Browser
2. Visit http://www.myschoolfees.com
3. Click the User Registration link

4. You're now at the User Profile page where you will enter the personal information for your
account. We collect this information for two purposes:

a. It allows us to give you an Auto-Fill feature when you are filling out other
MySchoolFees.com forms (such as the Pay School Fees form)

b. It also allows us to have your information at hand in case we need to contact you
concerning a transaction.

c. You do not have to waste any energy worrying about submitting this information. All
information is sent securely over an encrypted internet connection. MySchoolFees.com
will NEVER sell, or share your personal information for any reason... EVER.

5. Fill in your User Information and click the Next button.

6. You're now at the Confirm Your Details page. Just double check that all of your information
is correct. If it is, click the Next button. If you’ve made an error, just click the Reenter button

and fix your mistake.

7. Now you’re at the Secret Q and A page. As an extra security precaution, we encrypt your
password so it can never be read accept by a special decryption method. We ask for a Secret
Question and Answer so in the event that you forget your password you have a way to reset it.

a. Select your Secret Question
b. Type in your Answer

c. Click the Submit button
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8. That’s it, you've returned to the MySchoolFees.com Home Page and you're ready to Login.
9. Click the User Login link

10. Type in your User Name (this is your Email Address) and your password then click the Login
button

11. You are now at Your Home Page where you can pay your school fees online

Chapter Summary
It’s simple to become a MySchoolFees.com user.

e  Visit www.myschoolfees.com
e  Click the User Registration link and enter your User Information
e Choose your Secret Question and Answer

e Login to Your Home Page
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Adding a Student

This

chapter will walk you through the steps needed to Add Your Student or

Students to your User Profile. It will guide you through the different types of fees
that you can pay Jor your student.

he first step in paying fees for your student is to add your student to your User Profile. Your
school has sent you a letter letting your know about the benefits that MySchoolFees.com can
offer you, as well as your student’s Student Id. Here are the simple steps it takes to add your

Student or Students to your User Profile.

Steps for Adding a Student

1.

2.

Visit www.myschoolfees.com
Click the User Login link

Enter your User Name (your email address) and Password and click the Login button.

You're now at Your Home Page. Select the School that your student attends from the School
Drop Down List.

Information Contact Sales

Your Home Page School : | UT - ALPINE - HAPPYDALE HIGH SCHOOL v
WELCOME JOHN SMITH

This is the Student Section of Your
Home Page. To add your first

student, just click the Click Here To
Add A Student Link

Manage Your Profile

Edit Your Profile Change Your Password

JOHN SMITH'S STUDENTS

WELCOME TO HAPPYDALE HIGH SCHOOL!! Click Here To Add A Student

Public Purchases

Public Purchase View Payment History Help 2

For Sales Inquiries Please Contact : sales@myschoolfess.com - (205) 956-0415 rt@myschoolfess.com - (541) 510-2462 Version 1.97000
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5. As noted in the image above, click the Click Here To Add A Student Link

6. You are now at the Add Student Page

7. Enter your student’s Student Id in the ‘Enter STUDENT ID’ text box and then click the Submit
button.

MySchoolFees.com

Log Out Information Contact  Sales

Add Student

Enter Your Student Information

Enter STUDENT ID | 103905

[ Submit ] [ Your Home Page PIN Numbers are Optional by School

a

myschoolfees.com - (205) 956-0415 S =N rt@myschoolfees.com - (541) 510-2462 Version 1.97000

For Sales Inquiries Please Contact : sales@

8. If the Student Id exists, you will be asked to confirm that this student is actually your student,
and whether or not you’d like to add them to the list of Your Students.

A student with that Student Id
has been found, now you just
choose Yes or No to choose if
@2dzQR fA1S G2
your User Profile.

Add Student

Enter Your Student Information

Enter STUDENT ID | 103905

[ Submit | [ Your Home Page | piy numb € Optional by School

Would you like to add ZIEMBA, LEANN as one of your students? /
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9. Click the Yes button to add your student to your profile.
10. You will be notified that your student was successfully added to your profile. At this point you
can enter another Student Id or return to Your Home Page.
a. To Add Another Student, just put in another Student Id in the Student Id textbox and
follow the same procedure again.
b. To return to Your Home Page, just click the Your Home Page button.
11. You’ll notice that your student has been added to the Student Section of Your Home Page. You’ll
also notice that there are Three Links to the left:
a.  Registration Fees - This is where you will pay your students Required Fees, Outstanding
Accounts Receivables (fines, money due from the last school year, etc...) and Payment
History.
b.  Other Student Fees - This is where you will pay special fees related to your students school
activities. For examples: sports fees, drama fees, shop fees, etc...
c.  View Payment History - This is where you can view all of the payments that you have made
to MySchoolFees.com

MySchoolFees.com
S /2

Your Home Page School : ! UT - ALPINE - HAPPYDALE HIGH SCHOOL 1ﬂ

WELCOME JOHN SMITH

Manage Your Profile

Edit Your Profile Change Your Password

JOHN SMITH'S STUDENTS

Click Here To Add Another Student

ZIEMBA, LEANN Registration Fees Other Student Fees Payment History

Public Purchases

Public Purchase View Payment History Help /2

For Sales Inquiries Please Contact : sales'@m"xmﬁfees.com - (205) 956-0415 Support : surt@m'schodfees.com - (541) 510-2462 Version 1.97000

12. To pay your Student Registration Fees™ (class fees), outstanding Accounts Receivables, or Non-
Required Fees click the Registration Fees link

13. To pay Other Student Fees for your student such as sports fees, drama fees, shop fees, etc... click
the Other Student Fees link

14. To view your Payment History, click the Payment History link

* You'll notice that Non-Required Fees are associated with Registration Fees. You may be saying to yourself, “If it’s a Non-Required Fee, why
isn’t it grouped with Other Student Fees?”. The answer is this, Non-Required Fees are included as part of your student’s schedule based fees, while

Other Student Fees have nothing to do with your student’s schedule, they are defined by your school. If you understand this, fine. If not, don’t
worry about it. MySchoolFees.com is easy to figure out and support is just a phone call away.
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Chapter Summary

This chapter has given you detailed instructions on how to Add a Student to Your Home Page. It has also
given you a general understanding of how the Student Section of Your Home Page works. The next
chapter will walk you through an example of paying a transaction for your student.
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Paying Registration  Fees

With just a little understanding, you will be gquickly and confidently paying
your student fees online. Let’s walk through an example...

k, we’ve gone ahead and added a student to Your Home Page. Let’s look at how you’d pay
Registration Fees for that student. From Your Home Page, click the Registration Fees link.

MySchoolFees.com
: W /1

. .

Log Out Information Contact Sales

Your Home Page School : | UT - ALPINE - HAPPYDALE HIGH SCHOOL \Z]
WELCOME JOHN SMITH

Click here to pay the Registration
Fees for your student.

Manage Your Profile

Edit Your Profile Change Your Password
JOHN SMITH'S STUDENTS

Click Here To Add Another Student

ZIEMBA, LEANN Registration Fees Other Student Fees Payment History
Public Purchases
Public Purchase View Payment History Help /7 2

For Sales Inquiries Please Contact : sales@myschoolfees.com - (205) 956-0415 Support : surt@m-'schorﬂees.com - (541) 510-2462 Version 1.97000

Please turn to the next page to see an example of Required Fees payment.
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MySchoolFees.com
’ A !.[‘, f‘fi_

Information Contact  Sales

Registration Fees and Accounts Receivable

Information
Parent : SMITH, JOHN District : ALPINE
Student : ZIEMBA, LEANN School : HAPPYDALE HIGH SCHOOL
Required Fees
Name . . Price Select
T EEE Required Fees List 30500
IART FOUND III-HOOLEY 15.00
CAD FEE 20.00
CERAMICS-HOOLEY 15.00 . y.
DEPOSIT REFUND 15.00
DRAWING |-JOHNSON 15.00
ENGLISH WR.LAB FEE 15.00
LIBRARY FEE 2.00
LOCKER FEE 2.00
TEXTBOOK RENTAL FEE 35.00
TV/VID PROD FEE 15.00
Total : $179.00 Cl
Non-Required Fees ‘
Name .
BAND INSTRUMENT RENTAL FEE Non-Required Fees Check this box to pay all
PTSA STUDENT DUES 5 .
TS o the Required Fees owed
EARBOOK 45| by your student.
[ Submit ] [ Reset ] [ Yo

For Sales Inquiries Please Contact : sales@mschoolfees.com - (205) 956-0415 Support : surt@mschootfees.com - (541) 510-2462 Version 1.97000

Here we see that our student needs to pay Required Fees, and has some optional Non-Required Fees as
well. We are going to pay the Required Fees. When you pay Required Fees for your Student you MUST
pay them all at once. You will notice that there is only one check box to click which is next to the total

amount of Required Fees Owed.

Paying the Required Fees

1. Click (put a check mark in) the checkbox shown in the illustration above
Click the Submit button at the bottom of the page

3. You are now at the Payment Summary page, here you will be able to confirm the items that your
are about to pay for and the Grand Total of your purchase.

4. If you are satisfied with your fee selection, click the Next button at the bottom of the page.
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5. You’re now at the Check Out page. Notice the AutoFill link, by clicking this, your personal
information will automatically fill the form for you.
6. Now enter your Credit Card Information
a. Your Credit Card Number
b. The Expiration Date
c.  The Security Code for your card
1. The Security Code format depends on which type of credit card you are using.
Visa and MasterCard have a three digit number on the back of the card.
American Express has a four digit number on the front of the card.
7. Click the Pay Fees button at the bottom of the web page

MySchoolFees.com

Information Contact Sales
Check Out
Security: Please note the little locked padlock in the bottom right hand of your browser. This symbol assures you that you are % b..
conducting your credit card transaction in a secure environment. %

Billing Information
If your User Profile information matches your Billing Information use AutoFill

First Name JOHN

Last Name |SMITH

Address 1123 SMITH LANE

City 'OREM

State | UTAH v
Zip Code 112345

Phone (801) 655-1234

Email johnsmith@test test

Credit Card Information

Credit Card Number /4007000000027 v
Expiration ‘ 02 - February*i_:[ \2012 \_:'
Card Security Code 1234|

Final Confirmation

[ Pay Fees ][ Cancel ]

Several things happen now:

e Credit Card Verification Service attempts to validate your credit card. If it does :
0 Your student’s Required Fees are marked as paid
0 You will receive an Email Receipt within a few seconds of Fee Payment
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Chapter Summary
Paying the Required Fees (class fees) for your student is simple and fast.

e From Your Home Page locate your student from the Student Section
e Click the Required Fees link
e Click (put a check) in the checkbox that selects all the Required Fees. Remember you MUST pay
all the Required Fees at once.
e At the Summary page, make sure that the fees you’ve selected are correct
e At the Check Out page, fill in your personal information as well as your credit card information
e Once your transaction is complete:
0 Your student’s Required Fees are marked as paid
0 You will receive an Email Receipt within a few seconds of your payment
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Paying Other Student Fees

Other Student Fees are fees that are assoctated with your student’s Sports
Activities, Club Activities, in some cases Lunch Payments, and any other Non-
Registration Fee that your student may need to pay.

et’s go back and take a look at Your Home Page.

MySchoolFees.com

¥ I |
Information Contact Sales

Your Home Page School : ! UT - ALPINE - HAPPYDALE HIGH SCHOOL lﬂ

WELCOME JOHN SMITH

Manage Your Profile . . . .
. Here is the link that you will click on

to pay Other Student Fees.

Edit Your Profile Change Your Password

JOHN SMITH'S STUDENTS

Click Here To Add Another Student

ZIEMBA, LEANN Registration Fees Other Student Fees Payment History

Public Purchases

Public Purchase View Payment History Help {2

For Sales Inquiries Please Contact : sales@myschoolfees.com - (205) 956-0415 Support : surt@m'schodfees.com - (541) 510-2462 Version 1.97000

1o see what Other Student Fees your student might need to pay, do the following

1. Click the Other Student Fees link on Your Home Page
2. Once at the Other Student Fees page, use the Select Fee Type Drop Down List to see what fee
types are available.

3. Once you have selected the Fee Type, the individual fees that you may pay for your student will be
visible.

See the next page to take a look at what Other Student Fees are available for this student to pay.
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MySchoolFees com

Log Out Information Contact  Sales

Other Student Fees

Information
Parent : TATTON, BILL District : ALPINE
Student : BOND, HAILEE School : HAPPYDALE HIGH SCHOOL

AP TESTS

FIELD TRIPS

For Sales Inquiries Pig FOOTBALL
LUNCH
MARCHING BAND
SOCCER
STUDENT STORE
TENNIS

TICKETS
WOODSHOP

[ Your Home Page |

s.com - (205) 956-0415 Support : support@myschootfees.com - (541) 510-2462 Version 1.97000

)Secured by (Dthawte

click to verify 2007-03-13

This student is part of the Football Team and needs to pay her associated Football Fees. Let’s select
FOOTBALL from the Select Fee Type Drop Down List.
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MySchoolFees.com
ot /[

N y
Information Contact  Sales

Other Student Fees

Parent : TATTON, BILL District : ALPINE
Student : BOND, HAILEE School : HAPPYDALE HIGH SCHOOL

Price Select
OUTH GUARD 5.00 O
UNIFORM 100.00 O

Fees Where You Define Payment Amount
Name Minimum Payment Payment Amount

TRAVEL EXPENSES 15.00

[ Submit ] [ Reset ] [ Your Home Page

For Sales Inquiries Flease Contact : sa!es@mxwdfeeacom - (205) 956-0415 Support : surt@mschodfees.com - [541) 510-2462 Version 1.97000

We can see that three fees are associated with Football:

1. Mouth Guard
2. Uniform
3. Travel Expenses

You will notice however that TRAVEL EXPENSES is a little different than the other two fees. Instead of a
checkbox next to it, there is a text box where you can type in the amount of money you would like to pay
toward your student’s Football Travel Expenses. The amount of money paid for Travel Expenses during a
Football Season can be changed, and the ability to define the amount you wish to pay is a nice
convenience for you.

Let’s go ahead and define the fees that are going to be paid.
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MySchoolFees.com
: /B4

Information Contact Sales

Other Student Fees

Parent : TATTON, BILL District : ALPINE
Student : BOND, HAILEE School : HAPPYDALE HIGH SCHOOL

Fees Where You Can Only Purchase One

OUTH GUARD 5.00
UNIFORM 100.00

Fees Where You Define Payment Amount
Name Minimum Payment Payment Amount

TRAVEL EXPENSES 15.00 115

[ Submit ] [ Reset ] [ Your Home Page

For Sales Inquiries Please Contact : sales@‘m-’scl'oo(fees.com - [205) 956-0415 Support : surt'@mschoo(fees.com - [541) 510-2462 Version 1.97000

You can see that in this example that we've paid the following fees:

e MOUTH GUARD
e UNIFORM
e 115 Dollars towards TRAVEL EXPENSES

At this point we go through the same Check Out procedure outlined in the last chapter:
Checking out when paying Other Student Fees

1. Click the Submit button at the bottom of the page
2. You are now at the Payment Summary page. Here you are able to confirm the items that you are
about to pay for and the Grand Total of your purchase.
3. If you are satisfied with your fee selection, click the Next button at the bottom of the page.
4. You're now at the Check Out page. Notice the AutoFill link. By clicking this your personal
information will automatically fill the form for you.
5. Now enter your Credit Card Information
a. Your Credit Card Number
b. The Expiration Date
c.  The Security Code for your card
6. Click the Pay Fees button at the bottom of the web page
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MySchoolFees.com

Log Out Information Contact  Sales

Check Out

Security: Please note the little locked padlock in the bottom right hand of your browser. This symbol assures you that you are
conducting your credit card transaction in a secure environment.

Billing Information

If your User Profile information matches your Billing Information use AutoFill

First Name JOHN
Last Name | SMITH
Address 123 SMITH LANE
City OREM B

State |UTAH v )

Zip Code 12345

Phone (801) 555-1234

Email johnsmith@test. test

Credit Card Information

o

Credit Card Number 4007000000027
Expiration 02 - Februaryil:‘Zl @\3
Card Security Code 1234]

Final Confirmation

[ Pay Fees ][ Cancel ]

Several things happen now:

e Credit Card Verification Service attempts to validate your credit card. If it does :
0 You will receive an Email Receipt within a few seconds of Fee Payment

Chapter Summary

Paying Other Student Fees is just like paying any other Fee Type. Make sure that your student needs to
pay these fees before paying them. Not all students will need to pay Other Student Fees.
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Paying Public Fees

Public Fees are fees that are open to the General Public; fees that are not tied to
a student. Examples of this are Tickets to Football Games, School Plays, and
Band Performances.

nce again, let’s go back and take a look at Your Home Page.

MySchoolFees.com
W 1k >‘

= A |
Information Contact Sales

Your Home Page School : | UT - ALPINE - HAPPYDALE HIGH SCHOOL \ﬂ

= S Here is the Public Purchase link that you %
will click to access the Public Fees page :

Manage Your Profile

Edit Your Profile Change Your Password

JOHN SMITH'S STUDENTS

Click Here To Add Another Student

ZIEMBA, LEANN Registration Fee Other Student Fees Payment History

Public Purchases

Public Purchase View Payment History Help {2

For Sales Inquiries Please Contact : sales@myschoolfees.com - (205) 956-0415 Support : surt@m-‘schodfees.com - (541) 510-2462 Version 1.97000

In this example we are going to buy some Football Tickets to some games.

1o pay for fees open to the public

1. Click the Public Purchase link on Your Home Page
2. Once at the Public Fees page, select the Fee Type you’d like to pay. In this case we select
FOOTBALL
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MySchoolFees.com
3 Ly l[. e

Contact  Sales

Public Fees

% e
seectree e [ECENUD w0 W

Fees Where You Determine Quantity

Name Quantity
HAPPYDALE VS GLOOMYTON 25.00 |
HAPPYDALE VS SORROWTON 25.00 ’
HAPPYDALE VS WOESONVILLE 25.00

[ Submit I [ Reset l [ Your Home Page

For Sales Inquiries Please Contact : sates@m"scmdfe—:-s.com - (205) 956-0415 Support : surt@mxhwlfees.com - (541) 510-2462
Here we can see that there are tickets to three games. Let’s continue our purchasing steps:

3. For this example we’ll purchase four tickets for the first two games, and two tickets for the last
game. Do this by simply typing in the number of tickets you’d like to purchase for each game.

MySchoolFees.com
: < |

»

Log Qut Information Contact Sales

Public Fees

Select Fee Type : LRUYISINRE

Fees Where You Determine Quantity

Name Quantity
HAPPYDALE VS GLOOMYTON 25.00 4
HAPPYDALE VS SORROWTON 25.00 4
HAPPYDALE VS WOESONVILLE 25.00 372

[ Submit | [ Reset ] [ Your Home Page

For Sales Inquiries Please Contact : schoolfees.com - (205) 956-0415 Support : su.;rt@mschoo(feeacom - (541) 510-2462 Version 1.97000

Page 17




At this point we simple follow the standard Checkout routine.
Checking out when paying Public Fees

1. Click the Submit button at the bottom of the page

2. You are now at the Payment Summary page, here you are able to confirm the items that your are
about to pay for and the Grand Total of your purchase.

3. If you are satisfied with your fee selection, click the Next button at the bottom of the page.

4. You’re now at the Check Out page. Notice the AutoFill link. By clicking this your personal
information will automatically fill the form for you.

5. Now enter your Credit Card Information
a. Your Credit Card Number
b. The Expiration Date
c. The Security Code for your card
6. Click the Pay Fees button at the bottom of the web page

Information Contact  Sales
Check Out
Security: Please note the little locked padlock in the bottom right hand of your browser. This symbol assures you that you are % b..
conducting your credit card transaction in a secure environment. %

Billing Information
If your User Profile information matches your Billing Information use AutoFill

First Name ‘JOHN

Last Name ‘SMITH

Address 123 SMITH LANE

City 'OREM

State [UTAH v] y.
Zip Code 12345

Phone (801) 556-1234

Email johnsmith@test.test

Credit Card Information

Credit Card Number 4007000000027
Expiration 02 - Februaryiiz] [2012 \Z’
Card Security Code 1234]

Final Confirmation 7

[ Pay Fees ][ Cancel ]
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Several things happen now:

e Credit Card Verification Service attempts to validate your credit card. If it does :
0 You will receive an Email Receipt within a few seconds of Fee Payment

You've paid for your stuff, now how do you get it?

This depends from purchase to purchase. Some items will be picked up from the school’s office. If you
purchased play tickets there may be a Will Call at the theater where you can pick up your tickets. The best
way to find out how to get your purchased items is to call your school. When picking up your item or
items, make sure to bring your MySchoolFees.com receipt as well as personal identification.

Chapter Summary

e Public Fees are simply fees that are open to anyone who would like to purchase an item from a
school. A person from the general public would not be able to buy a football uniform, or pay
book fees. However, anyone could buy football tickets, school bumper stickers, play tickets, etc...

e Paying for Public Fees is just like paying for any other fee on MySchoolFees.com.
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FHegently Asked Questions

This chapter will address many of the Frequently Asked Questions we recerve

here at MySchoolFees.com

Pve lost my password, how do 1
get it back?

How do I edit my personal
information?

How do I change my password

I need some help?

—_

Visit www.myschoolfees.com

Click the User Login link

You will see a line the says ‘Forgot your Password? Click Here.
Click the link

Use the provided form to reset your password

Login to www.myschoolfees.com

Under the title Your Home Page, you will see a Edit Your
Profile link

Click the link and use the provided form to update your
personal information

Login to www.myschoolfees.com

Under the title Your Home Page, you will see a Change Your
Password link

Click the link and use the provided form to update your
password

If your question is specifically related to the school you are
purchasing from please contact your school

If you need help using www.myschoolfees.com, or are having technical
issues please contact MySchoolFees.com :

You can email us at support@myschoolfees.com or you can
call our support line at (541) 510-2462
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