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How to Create a SchoolCafé Parent Account 
These steps  s how parents/guard ia n s  how to  create a  SchoolCafé  ac co u n t  an d  deposit fu n d s in their stu dent meal  ac co u n t s .  

Step 1 On a com puter, open an internet browser and go to 
the following website: www.schoolcafe.com . 
 
NOTE: The SchoolCafé app is available for Andro id 
and iOS  mobile devices.  

 

 

Step 2 Under 

http://www.schoolcafe.com/


How to Create an Adult/Staff Account in SchoolCafé  
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Step 9 
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How to Add Funds to a Student Meal Account  
 

Step 1 Click on Add a Student . 

 
 

Step 2 

 

 

NOTE: 

Enter you r student’s ID# a n d select the School  they are 
enrolled at fro m the drop down menu . 

Click Search & Verify Student. 

If you do not have  you r stu dent’s ID#, you can call you r 
stu dent’s school or PPS Nutrit io n Servi ces at 503.916.3247.  

If you r stu dent attends a PPS charter school or com mu n it y 
based school, select Portland Public Schools .  

Step 3 Click  Add this Student. 
 

Step 4 Click Make a Payment. 

 

Step 5 



How to Add Funds to Student Meal Account with SchoolCafé 
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Step 7 Enter the card in fo rma t io n.  

NOTE: If you wan t to save the card in fo rma t io n for fu t u re 
purchases, cli ck Save Card . If not, leave it unchecked.  

 

When done entering, click Add . 

 

 

Step 8 Click Submit.  
 

NOTE You will receive a con f irma t io n message on the screen  if the payment was ac cepted.  

 

Step 9 To setup reocurrin g pay ments, click on Not Set  to the right 
of Automatic Payment:. Follo w the instru ct io n s on the 
screen and Save  when co mplete.  

To setup email notifica t io n s, click on Not Set  to the right of 
Low Balance Alert. Follow the instru ct io n s on the screen 
and Save when complete.  

IMPORTANT: To ensure you receive email noti fica t io n s, 
remember to veri fy you r email add ress.  

 
 

 

 

Step 10 To logo u t, click on the 3 dots loca ted on the top, right 
corner of the screen and select Logout . 

 

For acco unt or pay ment related questio ns, contac t SchoolCaf é  technical suppo rt at 1.855.729.2328 or email 
cust omercare@schoolcafe.com . Hours: Monday -Friday, 6AM –  6PM CST.

mailto:customercare@schoolcafe.com
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How to Transfer Funds Between Student Meal Accounts 

 Step 1 Once logged into SchoolCafe, make  



How to Transfer Funds Between Student Meal Accounts 
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Step 4 Once you con fir m that you are tran sfering the 
desired a mou n t to the correct stu dent’s meal 
acco u n t, click Transfer Funds . 

 

Step 5 You will see the follo win g message at the bottom 
of the screen. An email con fir ma t io n will be sent to 
the email a sso cia ted t o you r SchoolCafe ac co u n t.   
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How to Set Up an Automatic Payment 
NOTE: SchoolCafe charges a 5% fee per online tran sa ct i on.  

 Step 1 Once logged into SchoolCafe, make sure you 
have added you r stu dent (s ) to you r acco u n t. 
If not, follow steps 1 -3 on page 3.  

 

Under Automa t ic Payment, click Not Set . 

 
 
 
 
 
 
 
 
 
  

 

Step 2 Payment Amoun t : Enter the amou n t you 
would like deposited.  

Whenever acco u n t balan ce falls below this 
amo u n t : Specify what amo u n t the acco u n t 
mu st reach before a pay ment is made. 
Example, if you pu t $10, when  you r 
stu dent’s meal acco u n t reaches $10 or less, 
an auto ma t ic pay ment will be made.  

Select Payment Source : If you have sa ved 
you r debit or credit card in fo rma t io n, you 
c an select it fro m the drop down menu. If 
you do not have it saved, click on Add a 
Card. 

AutoPay Expira t io n Date : If you do not wan t 
pay ments to be deducted after school ends, 
you can specify a date, like 6/7/2019.  

Click Save. 
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SchoolCafé Frequently Asked Questions 

Q: What should I do if the system doesn't accept my username and password? 
If you do no t remember your username:  

1. On the  Sign In screen, select the  Forgot Username? link.  
2. Enter your email address.  
3. Select the Retrieve Username butto n. Your username will then be emailed to you.  

 
Q: What should I do if I forgot my password? 

1. On the  Sign In screen, select the  Forgot Password? link.  
2. Enter your username and email address, then select Next. 
3. Answer your Security Questio n.  
4. Enter your new passwo rd and re -enter your new passw o rd, then select  Login. 

 
Q: Which Payment Sources are accepted? 

• SchoolCafé accepts payments by credit/debit cards with the Visa or MasterCard logo  
 

Q: When will the individuals on my account be able to use the monies from my online payment? 
• Payments made online will generally be available to your student at the school within 20 minutes, 

although sometimes they may take up to 24 -48 hours under certain circum s t ances.  
 
Q: How secure is SchoolCafé? 

• SchoolCafé follow s indust ry best pract ices in maint aining securit y. We use 128 -bit encry pt io n to secure 
data transfer between your browser and our server. From the time you login until the time you logo ut, all 
data is e ncry pted.  
 

Q: How secure is my credit card information? 
1. All credit card info rm at io n is encry pted. S ystems are reliable and secure to thwart any attack s of identity 

theft.  
2. Very stric t security features  are maint ained . Emplo yees do no t have access to c redit card info rm at io n, as 

this data is encry pted when it is sto red in the  system.  
 

Q: How secure is my account while processing payments? 
• SchoolCafé uses the highest level of internet security (128 bit encry pt io n) to assure secure, reliable 

transac t io ns. We use the same security encry pt io n as many majo r e -commerce web sites. You can be 
certain that yo ur pay ment is secure.  

 
Q: I have a student(s) that attends another district that uses SchoolCafé as well as Portland Public Schools, do I 

need two separate SchoolCafé accounts?  
• No. Parents can use one  acco unt to access their students, but some features are limited. Example, parents 

canno t  transfer funds between the distric ts  or request fo r refunds in the same way. District s do no t access 
a shared system so they canno t share data with one ano ther.  Therefore, these requests must be 
submitted to  each  indiv idual  dist ric t  separately . 
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