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You must register for an account if you are:

1) a parent that wishes to purchase/order lunch
2) staff/teacher that wishes to purchase/order lunch

To set up an account go to www.payschoolscentral.com
Click REGISTER  in the upper right corner 

REGISTERING FOR AN ACCOUNT

http://www.payschoolscentral.com/


REGISTERING FOR AN ACCOUNT cont.

1. Fill out all fields marked with an asterisk. 

2. Even though it is not marked with an asterisk, we 
strongly suggest adding a mobile number as it will 
help you reset your password via text if you ever 
have trouble logging in.

3. Review User agreement and CLICK on the box

4. CLICK 



REGISTERING FOR AN ACCOUNT cont.

1. Click                                  in the pop-up window and check your 
email inbox for a confirmation email.  You must enable pop-up 
windows in your browser.

2. Click the link in the email in order to continue. This link is only valid 
for 30 minutes. If you do not activate the link within 30 minutes, 
please return to www.payschoolscentral.com and click “I forgot my 
password” to request a new email.

1. Create and confirm your password in the Account 
Activation screen after clicking the link in the email.  

For more information about the password rules click



SECURE YOUR ACCOUNT

1. Fill out your 3 security questions and answers after setting up your 
password. Answers must be at least two characters long.

2. Click                                               and continue

1. For ADD STUDENTS/STAFF – we will email with further instructions 
to add them through the dashboard so, 

2. Click                                               and continue to PAYMENTS



ADD PAYMENTS

1. Choose the payment type
2. Enter in the payment method information, 

including the payment type, nick name, and card 
number or routing/account numbers. The 
“Nickname” field is simply a name you can give 
your payment method. For example: Jane’s Visa 
CC.

3. click

4. Even though you have the option to SKIP adding a 
payment method, please be aware that this is your 
ONLY payment option to to pre-order the menu.    
Therefore, you must add money to your account 
so that the order is processed.



ADD PAYMENTS

CREDIT CARD ACH – bank account

1. Please read the Terms and 
Conditions for each payment 
method and check the box to agree. 

2. Click                                to add 
your payment method.

3. You may add multiple payment 
methods  



REMINDERS & ALERTS SET UP

1. PaySchools Central gives you the ability to set up a variety of email 
notifications. You have the flexibility to turn each option on or off and 
to make changes at any time. The emails will automatically send to the 
email address associated with your account.

2. To turn on any of the notifications, simply click the on/off toggle. An 
orange toggle indicates the notifications are on.

3. For Meal Account we recommend that you get notified when the 
balance hits $20.00.

4. FEES and FUND Accounts Notification do not apply to our school 
district. Click               to see the notification descriptions.

5. To save your notification settings, click 

6. The registration process is now complete!  

7. Go to DASHBOARD for an overall view of the account



AUTO-REPLENISHMENT:  RECURRING PAYMENTS

Set up auto-
replenish by 
clicking the 
Auto-
Replenishment 
option in the 
Menu.



6. Status indicates the balance level has been met and your account will be replenished that day.

7. Status        indicates the balance level has not yet been met and auto-replenishment has not kicked off.

8. To turn off auto-replenish, simply click the orange toggle.

AUTO-REPLENISHMENT:  RECURRING DEPOSITS
1. You will see your list of students and can either select a single name to set 

up unique auto-replenish settings or you can select All Students to apply 
the same settings to everyone in your account.

2. Once you’ve selected your student(s), enter in the required fields and click  
SAVE .  

3. We recommend that your balance level is at least $15.00.  If you input 
5.00 chances are, you’ll always hit a negative balance and may delay 
your order.  

4. Read the Terms and Conditions and agree by putting a check mark in the 
box and clicking SAVE.

5. An orange toggle will appear, which indicates auto-replenishment is on.

x



FOR MORE INFORMATION:

GO TO:
www.aliveschoolpr.com/lunch-step-by-step

or CONTACT US:

For Baldwin School  alive@baldwin-school.org
For Saint John’s School  alive@sjspr.org

http://www.aliveschoolpr.com/lunch-step-by-step
mailto:alive@baldwin-school.org
mailto:alive@sjspr.org

