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Student Account Management on SchoolCafé

Welcome to IDEA Public Schools! Our schools offer healthy meals every school day and your student may
qualify for free or reduced meals. To determine if your student qualifies for free or reduced meals, you will need
to complete a free and reduced price meal application. The easiest and most convenient way to complete a
meal application is online through SchoolCafé. The following guide will help you 1) create a SchoolCafé account;

and 2) complete your meal application on School Café.

1) How to Create a School Café Account

Step 1: On a computer or cell phone, go to
www.schoolcafe.com.

Step 2: Select state and enter IDEA Public
Schools.

Need to create an account or contact us?

Select your State School District
i [

OH - Ohio IDEA PUBLIC SCHOOLS - OHIQ

Reset Go to My District

Step 3: Click on “Go to My District”.

Need to create an account or contact us?

OH - Ohio

Select your State School District
= " IDEA PUBLIC SCHOOLS - OHIQ

Reset Go to My District

Step 4: On the next screen, click on “Create a
new account”.

Welcome to IDEA PUBLIC SCHOOLS -
FLORIDA!

We use SchoolCafé to:

= Make Payments - Setup Auto Pay

= SelPurchase Restrictions « GetLow Balance Alerts
= Submit Meal Applications = View Letters

= View Purchases = View Menus

Need to do something else?
Sign in fo your account
Creale a new account

View Menus (as a guest)

Hl‘l

Step 5: On the next screen, click on “I'm a
Parent”. Then click “Next”.

Return to My District

o Register

(@) I'm a Parent

want to manags my child's cafeteria account

() I'm a Student at this District

want to manage my own cafeteria account

O I'm an Employee of this District

want to manage my own cafeteria account

o Let's gather zome basic information

o You're almast there! Lat's set up your account credentials.
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Step 6: On the next screen, enter your first

name, last name, email, and phone number.

Then click Next.
° Register

e Let's gather some basic information

G Confinue with Google

By cantinuing, yau agree to SchoolCafé's Terms & Conditions - Privacy Policy

By continuing, you 3gree to SchoolCaté's Terms & Conditions - Privacy Policy
(Parenfs: Please enter your name. not the student's)

- Janet
[
= Fuentes

L Phone Number

Previous m

e You're almost there! Let's set up your account credentials

Step 7: On the next screen, enter password,
and security question and answer. Then click
“Create My Account”.

o Register
o Let's gather some basic information.

e You're almost there! Let's set up your account credentials.

e

O Fassword &y

Or Confirm Password &y
& Select a Security Question -
OF 1svier

-’VA English -

[C] 1 accept the Terms & Conditions

Previous Create My Account

You now have a School Café account!

*Steps for completing a meal application are on the next page*
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Now that you have created a SchoolCafé account, you can login into SchoolCafé and complete your student’s

meal application.
2) How to Apply for Meal Benefit

Step 1: On a computer or cell phone, go to
www.schoolcafe.com. Enter your log in information
and click Sign In.

Step 2: After logging in to SchoolCafé, you will
see the Dashboard.

2§ Dashboard

i Dashboard Connect your child cafeteria account with your SchoolCafé account, apply for free or reduce benefits.

B Make a Payment ~# Apply for Benefits

B Paymentine Apply for Free or Reduced Benefits

¥ Purchase Restrictions
- 2% Students

& Apply
+9
B Eigibiity Info -
Add a Student

8 Verification Response
Manage your students’ cafeteria accounts

g 1y Favorites
M Pois

@ support

Step 3: Click on “Apply for Benefits”.

« Apply for Benefits

Apply for Free or Reduced Benefits

Step 4: On the next screen, select your preferred
language.

 Apply or Frow or Reduced Baraits

Step 5: Review the Letter to the Household. You
can download the letter to keep a copy for your
files or click Next to continue.

« Apply for Free or Reduced Benefits

@ cosat Engish

B Household Letter

This latter, provided by your district, lists all of the rules, expactafions, and other important inform ation you will need while filing out your
appiication

IDEA He adquarters

IDEA i

¥ Download Househoid Letter

Step 6: On the next screen, enter the applicant
information is shown. The applicant is the
parent/guardian who is completing the application.
If everything is correct, click “Save Applicant
Information”.

Confirm Applicant Information

Janet
Fuentes

janet fusntes@

1234 Tampa Bay
Jacksonville

FL - Florida

{
32099 I

Cancel ‘Save Applicant Information
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Step 7: Check off certification box.
Then click Next.

Certify

Please provide honest acknowledgement of the terms and conditions for this application before proceeding.
Janet Fuentes Edt g
1234 Tampa Bay
Jacksonville , FL 32099

(956) 373-1630

janet fusntes@ideapublicschoois org

| certify (promise) that all information on this application is true and that all income is reported (where required). | understand that the
school will receive the information | gave. | understand that school officials may verify {check) the information. | understand that i |
purposely give false information, my children will lose benefits, and | may be prosecuted

Step 8: On the next screen, you will add the
student to the meal application. Click “Add a
Student”.

=% Students

Enter all K-12 students in this school district.

ou do not have any students associated with your SchoolCafé account. You need to add at least one student

Adding Students to the Meal Application
Step 9: Enter student first name, last name, date
of birth, school, and grade.

Add a Student

Student ID
First

Last

Is this student 2 Foster, Homeless, Migrant. Runaway, Head Start child?
() ves (@) No
Dass this student receive incoms?

() Yes (@) No

To ensure that we can match your students, please enter as many defails as
possible

Cancel Add this Student

Note: You do not have to enter the Student ID to
continue completing the meal application. Select Yes or
No if student is foster, homeless, migrant, runaway, or
headstart. Select Yes or No if student receives income.

After entering information for the student, click “Add
this Student”.

Step 10: If there are more IDEA students in your
household, click “Add a Student” again. Continue
this process until you have added all students to the
meal application.

After entering all students, click Next.

=n Students

=% Students

Enter all K-12 students in this school district.

Last, First

Date of Birth: 12/31/0000 |
Income: None

Foster/Homeless/Migrant/Runaway/Head Start: No

[ e |
Adding SNAP/TANF benefits to the application
Step 11: If you receive SNAP, TANF, or FDPIR
benefits, click on YES. Select SNAP or TANF.
Enter your 10 digit or 13 digit case number.

5 Sudents

* Assistance

Do you receive any assistance from SNAP, TANF, or FDPIR?
(® ves () No
Benefits Received * required

What type of benefits do you receive?

(®) snap () TANF
What is your case number? (Not EBT Card Number)

Case Number

If you do not receive SNAP, TANF, or FDPIR
benefits, click on NO. Then click Next.

5 Students

* Assistance

Do you receive any assistance from SNAP, TANF, or FDPIR?
() Yes (@ No

provs =

Entering household member information to the
application

Step 12: Click Yes or No if adult applicant receives
income. If yes, enter income and frequency. Then
click “Add this Member”.

Update Applicant

Name:
Janet Fuentes

Does this member receive income?
@ ves () No
If this household member receives income, please enter the GROSS (pre-tax)

amount and frequency

$ 1000 Meonthly -

x
Wanthiy: 51,0000 | Annually: $12,000 00
$ Income (Assistance Frequenc -
S In q -
26.2024-GH

Annual Income: $12,000.00

Cancel Add this Member
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Step 13: You will now enter all other members of
your household. This includes all adults and any
other children who were not added as students.
Click “Add Household Member”.

&% Students % Assistance A Househoid

# Household

Please list all other household members (children, dependents, and adults that are not enrolied in this district), and any income they may receive
so that we can determine your household size/income

Add Household Member +9,

Enter Household Member first and last name.
If the household member receives income, select
Yes and enter amount and frequency of income.

If the household member does not receive income,
select No.

Click “Add this Member”.
uStaslLL

Add Household Member

First Name

Last Name

Does this member receive income?

() Yes (O Mo * required

Cancel Add this Member

Continue this process for each household member.

Step 14: After entering all household members,
click Next.

A% Students + Assistance # Household

# Household

Please list all other household members (children, dependents, and adults that are not enrolled in this district), and any income they may receive
s0 that we can determing your household sizefincome.

Add Household Member +2,

o Last, First (student
= income: None

. Fuentes, Janet sppiicsnt
= Income: $1,000.00 (v

Fuentes, James .
- P |

Income: Hone

% Students

Last, First
A Date of Birth: 12/31/0000
Income: None

FosterHomeless/Migrant/Runaway/Head Start: No

Step 15: Review all information entered. If
everything is correct, click Next.

L T = |

Review

Glance over your information and make sure everything looks good If something needs to be changed you can select the edit opfion for sach
section. Otherwise, you can proceed to the nexd step.

&% Students < GoBack to Students
You have indicated that your household contains 1 K-12 student(s) enrolled in this district

Last, First
& Date of Birth: 12/31/0000

Income: None
Foster/HomelessiMigrant/Runaway/Head Start: No

“ Assistance < GoBack fo Assistance

You have indicated that you did not receive any assistance from SNAP, TANF, or FOPIR.
# Household < Go Back to Household
o Last First (student)

Income: None

o  Fuentes, Janet (applicant)
Income: §1,000.00 (Men

Fuentes, James

Income: None

Presious =

Step 16: The questions found on the next screen
are optional. Answer the questions if you would
like and click Next. If you do not want to answer,
leave them blank and click Next.

an Students * Assistance 44 Household i= Review

Optional Info

Ethnicity

() Hispanie or Latino
() Not Hispanic or Latino

Racial Identity

[ asian

[ American Indian or Alaskan Native

[] Black or African American

[ Native Hawailan or Other Pacific Islander
[ White

Consent to Release Meal Eligibility
At this fime, no optional programs exist that might request your information, so you can ignore this section

Information Sharing

By checking this box, you voluntarily consent to let your child(ren)'s school share your childiren)'s meal figibility with any program(s)
indicated (checked) above. You acknowledge that you have read and understood all information listed

Previous =

Updated 6.26.2024-GH
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Submit the application Step 19: Click “Submit My Application”.
Step 17: If you have a SSN, click Yes and enter

Submit
the last 4 digits of your SSN. If you do not have a Submit
SSN, click No Janet Fuenies
’ . Before submitling, please fill in a few details about yoursef. This information wil not be shared but helps the food service office contact you with
the results of your application
= Students K Assistance # Household = Review [ Details Submit An adult household member must electronically sign the application_ If the household membel inform secion is completed, the adult signing this
application should have a social security number or mark the”l do not have a SSN" bo
Lo requires us o caplure he last 4 s of your socalsecurily number for apmiing. If you 40 nol have a socil security umber you may
Submit indicate hat below

Janet Fuentes

Before submiting, please fillin a few details about yourself. This information will not be shared but helps the food service office contact you with
the results of your application

Do you have an SSN?

n adult household member must lecironically sign the applicaton I the houschold member inform secton is completed, he adul igning this
application should have a social security number or mark the”l do not have a SSN” bo)

Law requires us fo caplure the last 4 digits of your social security number for applying. Ilyuu donot have 2 social security number you may 1234
indicate that below. =

Do you have an SSN?

@ ves O No

Uﬁmif Gyentes

‘our application was successfully verified and signed via IP Address 192.168.252.7
1234

¢ GoBackto Review smwwﬁm ‘
Step 18: Check box next to adult applicant name. 2
Click “Sign” to electronically sign the application.

You have successfully submitted your
ah Students + Assistance A Household i= Review B Details 3 - - '
student’s meal application!
Submit

Janet Fuentes
Before Subm\[lmg please fill in a few details about yourself. This information will not be shared but helps the food service office contact you with

Please allow 10 business days for application

An adult household member must electronically sign the application. f the household member inform section is completed, the adult signing this
application should have a social security number of mark the”l 6o not have a SSI

e processing.
Law requires us o capture the last 4 digits of your social security number for applying \fynu da not have a social security number you may
1

indicate that below.

@ ves O No ) Thank y0U!

1234

Please select fhe annlicant sianing the application

Previous

For questions regarding meal applications, please contact the following individuals:

Geena Huerta, Sr. CNP Finance Manager geena.huerta@ideapublicschools.org
Brenda Orozco, CNP Business Administrator brenda.orozco@ideapublicschools.org
James Quenneville, Sr. CNP Regional Manager| james.quenneville@ideapublicschools.org
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If you have a SchoolCafé account from a previous district, you do not have to create a new login. You will just
have to change the district linked in your SchoolCafé account.

2) How to Change School Districts in SchoolCafé

Step 1: Log in to your SchoolCafé account.

schoolcagé

Connecting Families to School Nutrition

janet fuentes@ideapublicschools_org

Forgat Username?

Fargat Password?

[] Remember Me

Step 2: Click on My Profile icon.

Welcome. Janet
IDEA FUBLIC SCHOOLS - FLO.

3 Dashboard

2§ Dashboard Connect your child cafeteria account with your SchoolCafé account, apply for free or reduce benefits.

Payments v
B Make aPayment « Apply for Benefits

B Famentine Apply for Fres or Reduced Bensits

£ Purchase Restictions
S &% Students
& Apply
+0
B iy info -
Add a Student

Verification Response
Manage your students cafetera accounts

Mz -

Step 3: Click on the pencil icon.
A My Profile

View information about you and your account.

Janet Fuentes

janet fusntes@ideapublicschools org

1234 Tampa Bay

Y. (958)373-1630
9 h
Jacksonville , FL - 32099

‘What is the name of your pet?
Security Answer: ===

?,'Q Preferred Language: English

B Usemame: janet.fuentes@ideapublicschools.org

) Passworg: =

School Disfrict IDEA PUBLIC SCHOOLS - FLORIDA

Step 4: Click on “Yes, change my district”.

Warning

By choosing fo change the school district associated with your SchoolCafé account, please note that only your
payment source(s) and profile information will remain. This means that any need for purchase information, payment
history, application letters, unused funds or transfers will need to be handled by the previous school district and you
will need to contact their Child Mutrition office. Additienally, changing the school district will also remove all students,
automafic payments settings. low balance alerts, and/or purchase restrictions from your account. Are you sure you

want to proceed?
Yes, change my district

Step 5: Enter IDEA Public Schools in the search
box. Select the correct state. Click Make this my
new district.

Mo, keep this district

Change My District

TX - IDEA PUBLIC SCHOOLS - TEXAS]

earch for your School District l

Cancel Make this my new district

Step 6: Click on “Go to login page” to login to your
profile with the correct district.

You have successfully switched your district from IDEA PUBLIC SCHOOLS - FLORIDA to TX - IDEA PUBLIC
SCHOOLS - TEXAS. Please log back in and proceed to the students page to begin adding your students using
infermafion from their new district

Go fo login page
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