How do I sign up for PayForIt.net?
PayForIt.net is an online web prepayment system that gives you flexibility in managing
your child’s cafeteria meal account at school. As a parent you can perform the following
functions:
•
•
•
•
•

Add money to your child’s meal account 24/7
Check your child’s account balance 24/7
Request an activity report so you can see what your child has purchased
Set up recurring payments so money will automatically be deposited once
your child’s balance falls below a certain amount
Set up email alerts so you know when your child’s balance reaches a certain
amount

To take advantage of all this, you simply need to sign up for PayForit.net.
From the www.payforit.net home page, click on “Sign up for an Account”.

There are three steps in the registration process. The first step requires that you fill in the
information for “Create New Guardian”. Using the pull down menu, find your child’s
school. If your child’s School District is not listed there, then please do not sign up for an
account. If your child’s School District is listed, select it and then fill in the remaining
contact information and then click on “Next”.

The second step requires that you enter your credit card information, a nickname for the
card and the expiration date, all fields are required. If you opt to enter more than one
credit card into PayForIt.net, the “Nickname” area is used to differentiate between the
different cards. After you key in your credit card information in this step, PayForIt.net
will not display your full credit card information any where on the site. For security
purposes, it will only display nickname during the transaction process. When you are
done entering your credit card information, press “Next” to continue.

The third step is to set up your user information. This includes providing a valid email
address, a username and a password for your account. When this information is complete,
press “Create Account”.

Once you have clicked on “Create Account” the following screen will appear:

Click “Continue” and you will see the following:

You will need to wait for the email confirmation to receive your activation code. The
email will look like this:

Sarah Martin,

If you still have the PayForIt.net “Activate Guardian” screen active on your screen, then
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or you can select it from the Contact Us menu on the main page. Enter your
Username
(which you selected during the sign up process) and cut and paste the
Your Confirmation Code is: 7L7HCCX
confirmation code. Once the code has been entered, click on “Activate”.
User Name: smarshall
Email Address: sarah.martin76@yahoo.com
NOTE - The best way to enter your confirmation code is to Cut & Paste it into the Confirm Code field
After you have activated your account, please follow these steps to register your students and process your first payment
1.
2.
3.
4.

Login to the site using your username and the password you created during the sign up process
Select Add Student from the Add/View Student Menu
Enter each student's School, Student ID, First Name, Last Name and Grade, then click the Register Student button
After you have added all of your students, you can then go to the Lunch Payments screen to process a payment

** If you are missing any of the student information listed in #3, please contact your school **

Rivendell School District

Congratulations! You have successfully signed up for PayForIt.net and are ready to start
using the system. You will get this final confirmation page to let you know that the
registration process is complete. Click on the “PayForIt.net” logo in the upper left
corner and you can begin using PayForIt.

How do I add students to my account?
You can set up all your children through a single account. From the main PayForIt.net
home page, click on “Add/View Students” and then click on “Add Student”.

After you select “Add Student”, the following screen will appear:

At this point you will need to do the following:
1. Select your child’s school from the pull down menu.
2. Enter your child’s student identification number. If you do not have this number,
please contact the school and they can provide it to you.
3. Enter your child’s first name as they were registered for school. If the name is not
recognized, you may need to add your child’s middle initial.
4. Enter your child’s last name.
5. Select your child’s grade from the pull down menu.

When you are done, press the “Add Student” button. Now your new student will appear
in your list of students.

As soon as the child is added, you will have the ability to see their balance and make
deposits onto their account. If the child is not found, double check your information and
try again. If it still doesn’t match, contact the school to verify you have the correct
information.

How do I Add/Edit Credit Cards?
With PayForIt.net, you have the ability to store multiple credit card numbers in the
system. This way you can decide which card you want to use with each transaction that
you make. To add additional credit card numbers, follow these steps:
From the homepage, click “My Credit Cards” on the “My Account” menu.

The “Manage Credit Card” screen will appear. To add a new credit card number, click
on the “Credit Cards” pull down menu and select “Add New Card”. Fill in all the
credit card information including the nickname, credit card number, and the expiration
month and year. When you are done, click “Add”.

PayForIt.net will let you know that the credit card is successfully added.

At this point, when you are completing a transaction you can choose any of the credit
cards that are associated with the account.
If you need to make a change to stored credit card information, for example if the card
has expired, simply follow these directions.
From the homepage, click “My Credit Cards” on the “My Account” menu.

The “Manage Credit Card” screen will appear. From the pull down menu, select the
credit card that needs to be changed. Update the information and click on “Update”.

PayForIt.net will notify you that the changes have been updated successfully.

How do I configure email options for my account?
PayForIt.net gives you the ability to set up a variety of email options that are unique to
your account. You have the flexibility to opt in or opt out to any of these options and
make changes to your options at any time. The emails will be automatically sent to the
email address that is associated with the PayForIt.net account.
To access view and change your email options, go to “My Account” and click on “My
Email Options”.

Once you click on “My Email Options” the following screen will appear:

You can turn these email alerts on or off at any time. Each of these will provide unique
information about your account:
Low Balance: PayForIt.net will automatically send an email when your child’s
account balance reaches a predetermined balance that you specify so you know to
add money to the account. Using the pull down, you can specify the amount.
Balance Reminder: PayForIt.net will automatically send an email on a
predetermined day of the month alerting you as to your child’s account balance.
You can determine which day of the month you want this reminder sent by using
the pull down box.
Fee Due: If your school is using PayForIt.net to process school fees, then you
can opt in to this email alert. PayForIt.net will automatically send an email
reminding you that your child’s school fee is due so that you can remember to
make the payment in a timely fashion. You can set how far in advance you will
get the notification that the payment is due using the pull down box.
Upcoming Payment: If your school is using PayForIt.net to process school fees,
then you can opt in to this email alert. PayForIt.net will automatically send an
email reminding you that there is an upcoming fee payment that has been
scheduled. You can determine how many days in advance you will be notified of
the upcoming payment using the pull down box.
Overdue Fee: If your school is using PayForIt.net to process school fees, then
you can opt in to this email alert. PayForIt.net will automatically send an email if
one of your fees is not paid by the due date. You can set PayForIt.net so a
notification email is sent “x” number of days after the payment is overdue.
Monthly Statement: PayForit.net will automatically send you an email one day
a month showing all the PayForIt.net transactions for the month. You can
determine which day of the month this is emailed to you.
Messages: If the school, district or PayForIt.net posts special messages, you can
opt to receive these messages via email as they are posted.
To select any of the email alerts, simply place a check mark in the box to the right of the
option that you want and determine when you want to receive the alert:

If at any time you want to opt out of the email alerts, simply uncheck the option and you
will stop receiving the notifications.

How do I configure email options for my account?
PayForIt.net gives you the ability to set up a variety of email options that are unique to
your account. You have the flexibility to opt in or opt out to any of these options and
make changes to your options at any time. The emails will be automatically sent to the
email address that is associated with the PayForIt.net account.
To access view and change your email options, go to “My Account” and click on “My
Email Options”.

Once you click on “My Email Options” the following screen will appear:

You can turn these email alerts on or off at any time. Each of these will provide unique
information about your account:
Low Balance: PayForIt.net will automatically send an email when your child’s
account balance reaches a predetermined balance that you specify so you know to
add money to the account. Using the pull down, you can specify the amount.
Balance Reminder: PayForIt.net will automatically send an email on a
predetermined day of the month alerting you as to your child’s account balance.
You can determine which day of the month you want this reminder sent by using
the pull down box.
Fee Due: If your school is using PayForIt.net to process school fees, then you
can opt in to this email alert. PayForIt.net will automatically send an email
reminding you that your child’s school fee is due so that you can remember to
make the payment in a timely fashion. You can set how far in advance you will
get the notification that the payment is due using the pull down box.
Upcoming Payment: If your school is using PayForIt.net to process school fees,
then you can opt in to this email alert. PayForIt.net will automatically send an
email reminding you that there is an upcoming fee payment that has been
scheduled. You can determine how many days in advance you will be notified of
the upcoming payment using the pull down box.
Overdue Fee: If your school is using PayForIt.net to process school fees, then
you can opt in to this email alert. PayForIt.net will automatically send an email if
one of your fees is not paid by the due date. You can set PayForIt.net so a
notification email is sent “x” number of days after the payment is overdue.
Monthly Statement: PayForit.net will automatically send you an email one day
a month showing all the PayForIt.net transactions for the month. You can
determine which day of the month this is emailed to you.
Messages: If the school, district or PayForIt.net posts special messages, you can
opt to receive these messages via email as they are posted.
To select any of the email alerts, simply place a check mark in the box to the right of the
option that you want and determine when you want to receive the alert:

If at any time you want to opt out of the email alerts, simply uncheck the option and you
will stop receiving the notifications.

How do I make a lunch payment?
There are two ways that you can make a deposit onto your child’s account. One is to
process a one-time transaction, which will be addressed in this section. The second is to
set up a recurring payment, so PayForIt.net will automatically deposit money onto your
child’s account once their balance reaches a certain level. To learn more about setting up
recurring payments, please see the “How do I set up a Recurring Payment?” section.

From the PayForIt.net homepage, click on “Lunch Payment” in the “Lunch Payments”
menu.
The following screen will appear:

At this point, enter the amount that you want to deposit in the open field(s) to the right of
each child’s name and then click on “Create Transaction” and you will see the
following screen:

You can now review your transaction before you submit it for processing. Select the
credit card that you wish to use from the pull down menu. For more information about
adding credit cards please see the “How Do I Add/Edit Credit Cards” section.
If everything looks ok and you are ready to process the transaction, then press “Process
Payment”. If you have made a mistake entering the deposit amounts, you can hit the
“Previous” button to go back to the prior screen, change the amounts and start again.
Once you press the button you will see the following screen so you know that the
transaction is being processed.

At this point, do not try to go back to a previous screen. It should only take a moment for
the transaction to complete.
Finally, you will get a confirmation page of the transaction results and a Transaction
Receipt will be sent to the email address associated with the account.

