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Absence Requests  
 

To inform the school of an absence, click on Absence Requests under Shortcuts in your Student 
Profile. It can also be accessed by clicking on More then Absence Requests.  

 

 

 

 

 

 

 

Click on New at the bottom of your screen. 

 

 

 

 

 

 

 

Select your student from the list, fill in all required fields. Once completed, click Submit. 
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Once submitted, the request will appear on the screen with a “Submitted” status, and the office 
will be notified.  

 

 

To add another request, repeat the above steps. 
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Fees 
If your student has a fee assigned to them, a yellow triangle will appear next to the Fees category  

on the Student Profile page. 

 

 

Viewing and Paying Fees 

To get to the fee page, either click on the Fees box on the Student Profile page, or click on Fees 
at the left-hand side of the screen.  

 

 

 

 

 

 

To view details on the fee, click on details.  
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A screen will appear showing any comments associated with that fee. Click Close when finished 
reviewing the details screen. 

 

 

 

 

 

 

 

 

 

 

 

Click on Add to Cart to add the fee to your cart. Do this for each fee associated with your 
student. 

 

 

 

 

 

 

 

Click on My Cart at the right hand of your screen. 
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Click on Add Payment Method 

 

 

 

 

 

A screen will appear on the right-hand side of your screen. Enter in all of the information for 
your payment method. Click Save. 

 

 

 

 

 

 

 

 

 

 

Click Submit Payment as the bottom of the screen. If you entered an email address, you will 
receive an emailed receipt.  
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Free/Reduced Meal Application 
 

To find the Free/Reduced Meal application, click on More at the left-hand side of your screen. 

 

 

 

 

 

 

 

Click on Meal Benefits 

 

 

 

 

 

 

 

Click on Meal Benefits Application 
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Review the Letter to the Household and click Next.  
 

 

 

 

 

 

Review the “How To” information, click Next. 

 

 

 

 

 

 

 

Review the Signer Confirmation page, click Next. 

 

 

 

 

 

 

 

 

Continue through all 12 steps, following the instructions at the top of each page. Once you 
electronically sign the application, please allow up to 10 business days for the results. A 
letter will be sent to your household. If you do not here from the school or receive a letter, 
please contact Kim Strand at 701-756-6660. 
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Meal Balance/Payment 
Your student’s meal balance will appear on your student profile page. To view/pay your meal 
balance, click on Food Service Balance or click on Food Service on the left-hand side of your 
screen.  

 

 

 

 

 

 

To view more details on the meal balance, click on View and a more detailed screen will appear, 
you have the option to print that screen if desired. Click Back to return to the summary page.  

 

 

 

 

 

 

 

 

 

 

 

 

Click on Pay to add funds to your student’s meal balance. 
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Enter the dollar amount that you would like to add to your student’s meal balance. Click Add to 
Cart. 

 

 

 

 

Click on My Cart at the right-hand side you’re your screen.  

 

 

 

 

Click on Add Payment Method if you have not saved one to your account yet. 

 

 

 

 

 

 

A screen will appear on the right-hand side of your screen. Enter in all of the information for 
your payment method. Click Save. 
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Click Submit Payment as the bottom of the screen. If you entered an email address, you will 
receive an emailed receipt.  
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School Store 
 

The school is an area where MLS can add items to purchase, for example, activity passes and 
yearbooks. To access the school store, click on School Store at the left-hand of the screen. 

 

 

 

 

 

 

 

 

The school store associated with your student’s grade level will appear. Click on Shop. 

 

 

 

 

 

 

The available products will appear. Click Products under the category you’d like to view. Click 
View. 
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Fill in all of the Required fields. If purchasing a family activity pass, make sure to list all 
family members in the comment section. Click Add to Cart. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on My Cart at the right-hand side you’re your screen.  

 

 

 

 

Click on Add Payment Method if you have not saved one to your account yet. 
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A screen will appear on the right-hand side of your screen. Enter in all of the information for 
your payment method. Click Save. 

 

 

 

 

 

 

 

 

 

 

Click Submit Payment as the bottom of the screen. If you entered an email address, you will 
receive an emailed receipt.  
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