South St. Paul
Public Schools

Creating Meal Account - Staff

1. Click the link, https://www.schoolcafe.com/southstpaul

2. Click on Create a new account

| —

Welcome to SOUTH ST PAUL PUBLIC
SCHOOL DISTRICT!

We use SchoolCafe to:

* Make Payments » Set up Auto Pay
Get Low Balance Alerts

* Set Purchase Restrictions
View Letters

* Submit Meal Applications

s iew Purchases s iew Menus

Need to do something else?

Sign in to your account

Create a new account >
View Menus (as a guest)

Contact Usl

Return to Homepage



https://www.schoolcafe.com/southstpaul

3. Select I'm an Employee of this District, then click Next

schoolcagé

Return to My District

o Register

(O I'm a Parent

| want to manage my child's cafeteria account. If you are an Employee with an enrolled
student, create a Parent account and include yourself on the account.

(O I'm a Student at this District

| want to manage mv own cafeteria account.

@ I'm an Employee of this District

| want to manage my own cafeteria account.

Next

e MNow, let's find your school.
e Let's gather some basic information.

e You're almost therel Let's set up your account credentials.




4. Enter the school you work for, then click Next

schooleagé

Retum to My District

o Register

9 Now, let's find your school.

MN - Minnesota

School District

SOUTH ST PAUL PUBLIC SCHOOL DISTRICT

School Name

[Enter your school name

A school is required

Previous MNext

e Let's gather some basic information.

o You're almost therel Let's set up your account credentials.




5. Enter your information, then click Next
a. First Name
b. Last Name
c. Email
[] Please use your District email, ex, pthao@sspps.org
d. Phone Number

@ )
am First Name

@
& | ast Name

Email

‘- Phone Number

Previous Next

o You're almost therel Let's set up your account credentials.



6. Your username will be your email address.
a. Create a password and security question
b. Read the Terms and Conditions, and click the check box v
c. Click on Create my Account to continue

Usemame

e

Or Password Q
Or Confirm Password Q

& Select a Security Question v

O~ Answer

Select language

XA English -

_ [T 1accept the Terms & Conditions
Previous Create My Account }
_\_\_\_\_\—‘_’_'_'__'_'_'_,_H"-F-

[] Before accessing your account, you'll be prompted to enter a verification
code.

> Enter your email and click send code.

> Enter the code, click submit.




SchoolCafe Dashboard:

7. Connect to My Cafeteria Account, click on the icon

= schoolca#é

Welcome, Pal
' ]
SOUTH ST PAUL PUBLIC SCH.. =a Dashboard

== Dashboard

Payments o Connect To My Cafeteria Account

B make a Payment Connect to your School Cafeteria Account to view your Dashboard.

E Payment Info
Menus v

){ School Menus
.q My Favorites

M rols

o Support

8. Enter your information, then click Find my Cafeteria Account
a. School ID (Refer back to the email sent to you by Pa Kou)

b. School
c. Last Name

Let's find your cafeteria account!

To view your school ID card, you will need to connect to your cafeteria account.

Enter your School ID

School

Last Name

School 1D is required

hd

Cancel Find My Cafeteria Account

—

—




9. Click the check box ¢/, then click Connect My Account.

Cafeteria Account Connection

We found a match!

South St Paul Secondary

By checking this box | verify that this is my account, and | understand that

— connecting to an account that is not mine may subject me to civil and/or
criminal penalties.
Connect My Account

Cancel

You're all done. =

10.To add a payment, click on Make a Payment or input your Payment Info.

Welcome, Pa Koul
1 .-
SOUTH ST PAUL PUBLIC SCH___ =s Dashboard

== Dashboard

Payments v

B Make a Payment

E Payment Info

Menus v

){ School Menus
.' My Favorites

M Pols

o Support

e On your Dashboard,
o your account balance will be displayed.



o You can set up your Automactic Payments and Low Balance Alerts.

% Reminder: Be sure to have a positive balance before getting your
meals.

For any questions along the way, please reach out to Pa Kou Thao, Nutrition
Services Program Specialist, at pthao@sspps.org.


mailto:pthao@sspps.org

