
You must register for an account to purchase meals in the 
cafeteria

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

Click REGISTER  in the upper right corner of the 
www.payschoolscentral.com page

REGISTER & SECURE 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 

2. Go to your email and look for a confirmation email from
support@payschools.com. Check in spam folder if necessary.
You must enable pop-up windows in your browser.

3. Click the link the confirmation 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.

4. This will take you to the ACCOUNT ACTIVATION window

mailto:support@payschools.com


REGISTERING FOR AN ACCOUNT cont.

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

2. Next SECURE YOUR ACCOUNT



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 ADD 
STUDENT or STAFF



ADD STUDENT or STAFF

BEFORE YOU PROCEED

1. Find the email sent by Aliveschool Cafeteria with your 
student/staff ID and the name matching our system.

2. Please check your inbox or junk/spam folder for that 
email.  

3. If you have not received it, contact us for assistance: 
www.aliveschoolpr.com

4. Why would it differ from the name in admission office? It 
may appear registered slightly different.  
a. Example: no middle name 

https://www.aliveschoolpr.com/


1. Do not worry about this message.  It simply
restates that the information you enter must
match our records.

2. Fill as prompted using the EXACT name and
student id as Aliveschool sent.

ADD STUDENT or STAFF cont



1. A message in small print will appear at the
bottom of the page confirming the successful
registration

2. Click Close.  This will cause all fields to be blank
except the State and District

3. Repeat for each student /staff if necessary.
• Each person must have their own account.

siblings and/or staff cannot share the same
account verification of id, accounting
accuracy and meal availability.

Otherwise, click CONTINUE for step

Student successfully added.  Close

ADD STUDENT or STAFF cont



Pat Doe

0000

ADD STUDENT or STAFF cont

1. Click CONTINUE at the bottom 

2. Proceed to ADD a PAYMENT 
METHOD



ADD PAYMENTS & NOTIFICATIONS

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. 



ADD PAYMENTS cont.
(credit card or bank account)

CREDIT CARD ACH – bank account

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

2. Click  to add 
your payment method.



1. Repeat if you want add to add another 
payment methods

2. Otherwise, click CONTINUE to program 
NOTIFICATIONS

ADD PAYMENTS cont.



NOTIFICATIONS REMINDERS & ALERTS SET UP

1. Set up email reminders to know when the account is low in
funds and make deposits accordingly.

2. You may also program to receive the account’s statement
each month.

3. To turn on any of the notifications, simply click the on/off
toggle. A gray toggle indicates the notifications are ON.

4. For Meal Account we recommend that you get notified when
the balance hits $40.00.

5. To save your notification settings, click CONTINUE



NOTIFICATIONS REMINDERS & ALERTS SET UP

Go to DASHBOARD 
and proceed to 

Step #2 ADD  FUNDS in the 
ACCOUNT

https://www.aliveschoolpr.com/addfundsmakedeposits



