SendMoneyToSchool.com Workflow

Have you competed Meal Magic's ACH
Authorization form located at http:/
www.mealmagic.com/smts.pdf?

Complete at least 2
weeks prior to intended
"Go-live" date and be
sure to include either a
voided check,
withdrawal slip, or letter
from your bank as
verification to the
routing/acct #'s

Yes

l

Do you have a Merchant Account set
up with your financial institution? *

Contact your
local financial
institution or a
representative
below to get
started

No —y

Optional contact

Yes

'

Is there an Internet Gateway
established? **

Andrea Loehr,
Bank of America
248-324-4122

No Depending on who set

up your merchant
account, they should
also be able to assist
with this. Acceptable
gateway providers are
Authorize.Net and
PayFlow Pro

Yes

'

An administrator should have received an
email from us (SMTS) with login
information to the site (http:/
manage.sendmoneytoschool.com).
Have you received this email?

Yes
\J No
Log in to this site, enter your gateway \
information and types of credit cards you
will be accepting. You will also need to
set the desired transaction fee. Once you
save the information - you're "Live!"

Contact Meal
Magic for
assistance @
877-383-3100

* A Merchant Account provides your district the ability to rate rate & process credit cards through Visa, MasterCard,
etc.” Internet Gateway - this provides online functionality to handle online payments, much like the "swipe" you

may use at a grocery store, this is the online equivalent.
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Send T6School.

Authorize:net:Setup

If The Bank Setup Your Account

1. Authorize.net will send you a welcome email
that has instructions on how to finish setting
up your account. Do not delete this email.

Once the API Login ID and Transaction Key
is displayed click the print button in the web
browser then click “log out” at the top of the

page

Click the “activation process” link located Part 3: Configuring SMTS.com

about half way down the email. Once clicked,
your web browser will open and bring you to
the Authorize.net’s setup page.

1

2
Answer the general setup questions. When you 3.

4

are informed that your account is active, log
out and enter https://secure.authorize.net in
your address bar

4. Goto Part 2

If You’re Creating The Account

1. Call 866-437-0476 for assistance in setting up
an account.

2. Once your account has been established enter,
https:// secure.authorize.net in your address
bar

3. Goto Part2

Part 2: Authorize.net Settings

Enter you Login ID and Password

On the sidebar locate “Account” and

select “Settings”

Under Security Settings locate and click

the “Test Mode” link

Make sure the status reports “This account is
currently in LIVE MODE.” If it is not click the
“Turn Test Off” button

Click your back button until you return to the
settings page then click the “API Login ID and
Transaction Key” link

Answer the security question then click the
submit button

Go to manage.SendMoneyToSchool.com
Log in with your user name and password
Select District from the menu bar

Fill in the address information and select a
contact

Click the Gateway tab

Set Authorize.net as the payment gateway
Enter the API Login ID and Transaction Key
information from the paper you printed earlier
(the information IS case sensitive)

Enter the transaction fee you wish to charge
the parent

Select the credit cards you accept

. Click “Save”
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Creating a new account

Part 1:

1. Go to www.SendMoneyToSchool.com

2. Click on Create a new account

3. Provide requested information

4. Once you have read and agree with the terms
of use click the I agree check box
Click the Create Account button
A confirmation email will be sent to you

Part 2:

7. Check your email

8. Click the provided link

9. Enter your email and password

10. Click the Login button

11. Start typing the name of your school district

12. When you district is displayed click on it

13. Click on the Add a student to your account
button

14. Enter the student’s ID number and click
continue

15. If the ID number is valid you will be asked for
your child’s first name, last name and birthday

16. Once entered click the Add Student button
17. To add additional students click the Add a
student to your account button again

Viewing Balances and Activity

1.  Go to www.SendMoneyToSchool.com
Sign in to your account
All students assigned to this account will be
displayed with their balances

To view history click the View Activity button

next to the student’s name

Making A Deposit

Go to www.SendMoneyToSchool.com
Sign in to your account
Click the Make A Deposit button
Enter the amount you wish to deposit for each
student
5. Click the Check Out button

Viewing Past Account Activity
and Charges

Go to www.SendMoneyToSchool.com
Sign in to your account

Click on Your Account from the menu
History will be displayed
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