
Create a Staff Nutrition Service Account in SchoolPay 

 

1) Go to schoolpay.com and click on ‘Create an Account’. 

 

 

 

2) Fill the requested information: 

 

 

3) Choose School
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4) You’ll be prompted with a screen to ‘Add Students’. Add yourself as a ‘Student’ to your account 

using your employee number and Last Name. 

 

 

5) You will be prompted to create a password, then will be logged into your account. 

6) To add money to your meal account, click on ‘Food Services’ on the left menu. You should see 

your name with balance and purchase history. 

 

7) Click the ‘Add Funds Now’ button. 
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8) Add the amount you would like deposited into your account, and click Billing to proceed. Click 

on the Credit Card button, enter your card information then click Review Order to review and 

complete the purchase. Funds will be deposited to your account immediately. 

 

If you have questions about the process, please contact SchoolPay 1-888-886-9729 or email 
support@schoolpay.com 
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