EDUCATION

PaySchools Central
Free & Reduced Application

Step 1-

Once your account is set up in PaySchools Central, you can begin your

Free/Reduced Application > Select Free/Reduced Meal Application from your
dashboard.

It is recommended to have your PaySchools Central Password & Income for
all members of your household available for this process.

o
@ English(us) ¥ = 5000

Dashboard

H Suzie Smith

%% Dashboard

Notifications

Step 2-

Instructions on how to complete an application is located to the right of the screen

INSTRUCTIONS FOR APPLYING ] @

@ English(us) ¥

Plaase raad this in its entirety before proceading

A HOUSEHOLD MEMBER IS ANY CHILD OR ADULT
LIVING WITH YOU

IF ANY HOUSEHOLD MEMBER RECEIVES BENEFITS

FROM SNAP, TANF, OR FDPIR, AND THAT FAMILY
MEMBE E ESE ONS:

| H 1 ing

nstructions ¢

BE Back to PSC Dashboard
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Step 3-

Your contact information is pre-filled with your profile information > verify and/or
alter changes needed > Select preferred contact method; districts use to send
determination letter > Click continue

Contact Information

[  J
Contact Students Members Disclosure

YOUR CONTACT INFORMATION

il

st Wame *

Zip Cade

Phone Number

Mobile Mumber

PREFERRED CONTACT METHOD

EMAIL FOR INSTANT CONTALT

Email -

If your school district reviews all applicatiens, your preferred delivery method
will be used to send your determination letter. Email delivery is preferred to

get your response as quICkKly as possioie
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Step 4-
Return to Application allows you to complete an existing application.
Select NEW APPLICATION to begin an application for current school year

Application

=
Contact Students Members Disclosure

Please Choose one of the following options

Complete a prior Unsigned/incomplete application

NEW APPLICATION

Begin a New Application for a Student/User

BACK

Cancel and go to my PaySchools Central Dashboard

Step 5-
Please read prompted message on how income should be entered. If no message
appears- you will ONLY see the "Here's how eligibility is handled”

Before you begin

1= ===
Contact Students Members Disclosure

HERE'S HOW ELIGIBILITY IS HANDLED

CONTINUE

BACK

ancel and gao to my PaySchools Central Dashboard
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Step 6-
Add/Verify Students > data from student(s) account will be shown > You can
remove students by clicking the “x" > Click Add Student if additional students are in
household > When complete, Start Application

o [f Direct Certification says “YES", no application is needed from your district

o If all your students in your household are DC, you will be directed to
the disclosure options to allow or prohibit sharing of your meal status-
information is typically used in waiving certain district fees.

o If some, but not all students are DC, you can extend benefits to the
other children by using the EXTEND TO ALL option and selecting those
currently on your application > redirected for disclosure options

e Select FOSTER CHILD only for any students in your household- no income or
additional information will be needed for student(s)

Verify Students

- 1 —————— -3
Contact Students Members Disclosure

& ADD STUDENTS »

STUDENT ID DISTRICT NAME

99993 ABC Local
Schools

GRADE SCHOOL NAME

8 ABC | Middle
School

DIRECT CERTIFICATION No

Is this a Foster Child? [ ] vES
- Select Grade o

ADD STUDENTS

START ARPPLICATION

BACK
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Step 7 -

Select Assistance Type if applicable > Enter Case Number > Continue
OR

Select None of These > Yes or No to income > Enter Income if applicable > Continue
To save and return later- click save and go to PaySchools Central Dashboard

Student Assistance

Contact Studernits Members Disclosure

Lets determine if your student has state assistance or
sources of income.

Some common sources of iIncome for children are

0 not include infreguent earnings; such as income from occasional

babysitting or mowing lawns

se answer for each of your students/ patrons below

Suzie Smmth

Lola Drlik

stance Typs
of Thess

Select Sperial Siuztion *

MNeone of Thes

Diges Lola have income? Please select the checkbox to enter

Incomie detaits. © Yes @ No

Save and Go to my Payscho

ols Central Dashboard
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Step 8 -

Please read the information on what is considered to be a member in your
household

v" You are automatically added to application as member

v If application is file from prior year, members are automatically added
v Remove/Add members if needed

Verify Members

Contact Students

Sign Disclosure

Students already added to the application from your school district MUST NOT be
added in the members section.

You have been added automatically as a mermber to this application, but there
may be additional members in your household.

Please remowe or add members to this application based on this following
definition.

A member is defined as:

Students that are in grade 12 or below and attend schiool in ancther
schiool district
Children ttend all day care or preschool, or are not of schooi age
fants
ears of age or younger living in your howsehald that does not
¢ attend schaol
Crandparents or other extended farmily members that are lving with
you

Also include people that are not currently living with you, but are only

Inciude people regardless of sge or whether they eam of receive Income

Parent Name

ADD MEMEER

CONTINUE

BACK

Save and Go to my Peyschools Central Dashiboard
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Step 9 -
Enter Member Assistance (SNAP/TANF) > OR None of These > Enter Income
Income must be complete for each field type selected > Continue

To save and return later- click save and go to PaySchools Central Dashboard

Member Assistance

Contact Students Members.

Lets determine if your member has state assistance or
sources of income

comme? Pease select the checkDox o enosr
Yaz 0 Mo

Ineane fram Wark [oross incame)

& lncome Select Fregusncy * -

WielfraiChild Suppertiblimonyigress income)

2 Incoms * Select Fregusncy * -

Pension, Retirement, 551, VA, S5[aross income|
5 lncome Select Freguency * o3
i

Other Income [PFD] {groess income)

S Income * Seiect Fregquency * -
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Step 10 -
e Read Use of Information & USDA Non-Discrimination Statement > Continue

Statements

Contact Students Members sig Disclosure

USE OF INFORMATION

B. Ruscell N;

1t officials to help

USDA NON DISCRIMINATION STATEMENT

is institution is an equal pportunity provider

CONTINUE

Step 11 -
Review information entered > Edit if needed > Read & Certify > Continue

Summary and Review

T e I
Contact Students Members

Edit finks below

MEMBERS

Member Name

Income: 10000/Annual

STUDENTS

Suzie Smith

| Certify (promise) that all information on this applicati

3l Dashboard
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Step 12 -

Provide last 4 of SSN or check if not applicable > Enter preferred language > Enter
PaySchools Central Password > Click Sign

Sign your Application

Contact Students Members

Disclosure

SIGN YOUR APPLICATION

SIGNER: Parent name

Please pr

Last 4 of SSN: ™-***- Enter last 4 digit of S5._

I:‘ No SSN/Not Applicabla
Drat

ELECTRONIC SIGNATURE
promise) that all information an this

application istrue and that all income is reparted

CONFIRM PASSWORD *

Step 13-

If your district doesn't automatically approve applications, you will be notified of a
pending status and the preferred contact method will be used to send notification
AND once approved a pop-up message will notify your completed application

Success

.
Contact Students. Members Disclosure I n fo r m a tl o n

You can now view your completed meal application
from PaySchools Central.

Click on the below button (or) navigate to User menu
-> View Completed Application, to view your
application

Thank you for applying for school meal

benefits!

D Do not show this popup again

VIEW COMPLETED APPLICATION
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Step 14 -
To view your application, you can select from Download determination letter,

download application, or decline benefits (If your income situation changes and no
longer wish to receive)

View Application

Application ID: 10748 Status:  Your Status will be here
Entered By: Parent Name Signed By: Parent Name
Last 4 SSN: 1234

STUDENTS

Suzie Smith

MEMBERS

Will list all member on Application

DOWNLOAD APPLICATION

DOWNLOAD DETERMINATION

DECLINE BENEHTS

Go to my Payschools Central Dashbosrd
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Step 15 -

Once approved it is important to return to the Share Benefits with Other
Departments- This allows your district to extend benefits to other items, such as
Fees.

Disclosure Categories

8% Dashboard Contact Students Members sig Disclasure

MNotifications

B Messages
i Motifications

Account
6 Your Profile
ﬁ Secure Account
e Your Students

B Payment Methods

Al Digital ID ) )
Suzie Smith

History

Ch this box if you would like to

@ Payment History Share y ALL departments below

O Instructional Fes Waiver

School District

E Free/Reduced Meal Application

< Share Benefits with other SIGNER: Parent name
Departments

ELECTRONIC SIGNATURE
+ View Completed Application £

L= Schocl Events

CONFIRM PASSWORD

Information

@ Help
ﬂ Privacy
1_‘ Terms and Conditions

5] Logout

version: 20220727

Please do not hesitate to contact the PaySchools Support Staff for assistance
1-800-669-0792, support@payschools.com
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