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Purchase & Pay

1. On the left side of the screen, click the student.

Post-Secondary

K-12

The Purchase & Pay screen allows parents to purchase items available at their students' schools, and pay for

items for multiple students in one check out. Parents can also pay outstanding invoices from this screen.

The Customer Ledger screen can be used to view all of the billing transactions for the student, including

payments and outstanding balances that are due.


Purchasing Items for One or Multiple Students

For each of your linked students, you can add items to the Shopping Cart. After adding items for one or

multiple students to the Shopping Cart, you can check out and pay from one checkout screen.
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2. Click Purchase & Pay.

If you have View access to Purchase & Pay, and the student has outstanding balances, a Portal Alert displays. Click

the following portal alert, You have an outstanding invoice to be paid! Please review them here to automatically

navigate to the Purchase & Pay screen. Note: If you do not have View access to Purchase & Pay/ Make a Payment,

but you do have access to View Customer Ledger, click the alert will navigate to the Customer Ledger screen.

https://focus.screenstepslive.com/s/parents/m/81856/l/1079055-customer-ledger
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The items available for purchase at your student's school are listed.

https://media.screensteps.com/image_assets/assets/004/566/568/original/3f6a3008-a1de-4ca0-beae-156115f1e78b.png
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3. To add an item to your cart, click + Add to Cart beneath the item.

At the right side of the screen, the added item is displayed.

https://media.screensteps.com/image_assets/assets/004/566/577/original/518809cc-069b-4cf3-befc-19f8e43df84a.png
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4. To remove an item from your cart, click Remove from Cart beneath the item.

5. To remove all items from your cart, click Empty Cart at the top of the screen.

6. To search for a specific item, enter a keyword in the Search box.

The products listed will filter based on the keyword entered.

https://media.screensteps.com/image_assets/assets/004/566/581/original/d026edbb-8621-4698-baf5-e575c578bd0a.png
https://media.screensteps.com/image_assets/assets/004/566/583/original/3675f888-275e-4a4c-8de9-caf640829d67.png
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7. To add items to your cart for a different student, click the student in the menu on the left side of the screen, and

click Purchase & Pay.
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The Purchase & Pay screen is displayed for the other student. The item(s) you added to the cart for the previous

student remain in the cart.

8. Continue to add items to the cart by clicking + Add to Cart beneath the item.

At the top-right of the screen, the number of items and the cart total are updated as items are added to the cart.

https://media.screensteps.com/image_assets/assets/004/566/587/original/0012c5b2-bb8d-4ef0-aaa7-4a543bc54a33.png
https://media.screensteps.com/image_assets/assets/004/566/589/original/15b6259f-be4f-4eae-9291-64c2e58c4676.png
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9. When you are ready to check out, click Checkout at the top-right corner of the screen.

The summary screen displays all of the items in your cart.

10. If you have been provided a discount code, enter the code in the Coupon Code text box, then click Apply
Coupon. Note: Codes are case sensitive and must be entered exactly as the original code when shared with you.

Your district may require you to pay any outstanding invoices when making new purchases. If you have

outstanding invoices, you may see them listed here, along with the items you have selected to purchase.


https://media.screensteps.com/image_assets/assets/004/566/591/original/052a2c6e-107d-480a-ba7e-6f670d6da84a.png
https://media.screensteps.com/image_assets/assets/005/079/568/original/8d6b64da-caf1-4b6f-b16a-5d3f5bab924e.png
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Once the coupon is applied, the Discount total displays as well as the new Total to be collected.

11. Click Continue.

If the coupon is unable to be applied, an error message displays "That coupon is not valid."

https://media.screensteps.com/image_assets/assets/005/079/570/original/08d9b9da-2495-41ab-986b-11be7f6c7b92.png
https://media.screensteps.com/image_assets/assets/004/566/593/original/36d5953a-3d1a-4d82-9fed-9a3db6535c48.png
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12. Enter your payment details and click Complete Checkout.

Your receipt will display.  

Making a Donation

https://media.screensteps.com/image_assets/assets/004/566/595/original/5f5c627c-f807-4b62-8887-6a17d2529e44.png

