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HELLO   ST. CHARLES   FAMILY!
Welcome to the St. Charles School Web Portal! This guide will help you navigate the 
portal to register, load, and manage your expense card for use at the school store. 
We’ll walk you through accessing the portal, creating an account, logging in, linking 
your expense card, and loading credits. Let’s get started:

A C C E S S I N G  T H E  W E B  P O R T A L

Open the camera on your mobile device and 
scan the QR code located behind your 
expense card.

1.

Click on the link provided after scanning. If you wish to log 
into your desktop or laptop use the following link: 
https://app.tapngor�d.com/2024-st-charles-school/login

2.
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R E G I S T E R I N G  Y O U R  A C C O U N T

Click on “Create an Account” at the bottom of 
the page.

1.

L O G G I N G  I N T O  Y O U R  A C C O U N T

After creating your account, return to the 
main page.

1.

Enter your email and password to log in and 
access your dashboard.

2.

From here, you can view your current 
balance and transaction history.

3.

Complete the required �elds (First Name, Last 
Name, Password, and Email) and agree to the 
terms and conditions.

2.

Con�rm your registration by clicking the link 
sent to your email.

3.
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A D D I N G / L I N K I N G  
Y O U R  E X P E N S E  C A R D

On your dashboard, locate the “Card ID” section at the 
bottom and click the plus sign (+) to add or link your 
expense card.

1.

Follow the on-screen instructions to enter the UID number 
from the back of your expense card and click “Activate.”

2.

Your card’s UID will now appear on your dashboard.3.
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L O A D I N G  C R E D I T S  O N T O  
Y O U R  E X P E N S E  C A R D

Click the icon next to “Current Balance.”1.

Enter the amount of credits you wish to 
load (1 Credit = $1) and proceed to 
checkout.

2.

Fill in your payment details and complete 
the transaction.

3.

The credits will be re�ected in your current 
balance on your dashboard.

4.
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CONGRATULATIONS! 
Your expense card is now loaded with credits and ready for use at 
the St. Charles School Store! If you have any questions or need 
further assistance, feel free to reach out.

Best regards,
The TapNGo™  Team


