
My School Account Tutorial 
(myschoolaccount.com) 

 
My School Account (myschoolaccount.com) is a Food Services tool offered to parents.  It allows 
parents/guardians to view their child’s account balance, monitor what their child is eating each 
day, and make payments from their checking or savings account.  If parents/guardians do not 
have access to the internet, they can contact the Food Services Director’s office to request a hard 
copy of the account balance and 30 day activity report. 
 
This tutorial will walk you through the following activities: 

1. Establishing your account (page 1)  
2. Viewing account information (page 5) 
3. Adding a student to your account (page 6) 
4. Removing a student from your account (page 7) 
5. Making a deposit from your checking or savings account (page 9) 

 
 
1.  Establishing your account: 
  

Step 1 

 
 

Click here to create your account 
 
Click here if you want to see the training manual – 12 pages with screen shots, very easy to follow (similar to this 
presentation)  
 
 



Step 2 

 
Fill in all Red fields and be sure to select “Chittenden Central Supervisory” from the dropdown box 
 

Step 3 

 
Wait for the verification code to be e-mailed (probably just a few minutes) 
 



Step 4 

 
Here’s the e-mail.  Either write down your code or you can copy and paste it. 
 

Step 5 

 
Go back into the website and type in your User ID and Password – click “Login” 
 
 



Step 6 (You only have to do this the first time you go in) 

 
Type in your verification code from the e-mail 
 

Step 7 

 
You’re In! 
 



2.  Viewing Account Information:  (The My School Account demo shows what information is 
available.) 
 

1.  Accessing the Demo: 

 
For the Demonstration, type “demo” as User ID and “demo” as Password 
 

2.  Initial status screen 

 
The current balance on your account  Click “View” in the “Meals Last 30 Days column 
for each student appears in this column. to view detailed student transactions. 

 



3.  Detailed Transactions: 

 
This is the new window that opens showing the last 30 days worth of transactions. 
Note:  For K-8 the transactions will be limited to “breakfast”, “lunch” and payments. 
 
 
3.  Adding a Student to Your Account 
 

Step 1 

 
Click “Add Student” - enter Student’s ID number and click on “Add”.  Another screen will pop up asking for DOB 
Student ID:  Provided on Biographical Verification Form (copy with beginning of school packet); also available on 
School Schedules, and from Cafeteria coordinator, school admin, etc.; ID stays the same for entire school career 
(with the possible exception of Center for Technology, Essex students). 



Note:  A student can only be assigned to one account.  For parents/guardians with joint custody, the best work-
around is for the parents/guardians to share an account (same User ID and Password) – otherwise the student will 
have to be added/removed to/from the separate accounts as necessary. 
 

Step 2 

 
Confirmation the student has been added. 
 
 
4.  Removing a Student From Your Account 
 
 Step 1 

 
Click “Remove Student” – enter Student’s ID number and click on “Remove” 



Step 2 

 
Double check to make sure you REALLY want to remove the student – click “Remove” 
 

Step 3 

 
Confirmation student has been removed (Emily is no longer listed) 
 
 
 



5.  Making a Deposit From Your Checking or Savings Account (each transaction costs $1.50) 
 
 Step 1 - Starting from the first screen you see after logging in 

 
Type in the dollar amount you would like to deposit for each student. 

 
Select the ACH (Automated Clearing House, an industry term for an e-check) method that you would like to use 
(Checking or Savings accounts) and then click “Proceed”. 
Note:  Online credit card payment is not available.  We chose not to exercise this option since the company charges 
a 6% fee to the user for this service. 
 

Step 2 

 
Confirm that your information is correct and click “Proceed.” 
 
 Step 3 

 
Enter your routing number from your checking/savings account. This information can be found on a deposit slip or 
a check. A sample check is shown to visually help with this process. 



 Step 4 

 
Your bank’s information will be displayed based on the routing number so you can verify that you entered the 
information correctly.  Enter your account number for your checking/savings account in the box provided. 
Note:  You can check the “Save my account information” box to speed up this process next time you wish to make a 
payment.  Your information is stored in an encrypted file on our secure web server.  Click “Proceed” to continue. 
 
 Step 5 

 
Glance over all of the information that you entered and click “Pay Now” to complete your transaction.   
Note:  If you press “Pay Now” twice, it will charge your account twice. 
 
 Step 6 

 
You will receive a confirmation notice and a confirmation code. You can click on “Print Receipt” or “OK” to return 
to the “View Students” page. 
 
Note:  Money is batch transferred into student accounts every night after midnight. Money will be available to the 
student the morning following a payment. 
 


