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General Overview

This document is designed for support users and describes how to set up and use the

MySchoolBucks Invoicing (MSB Invoicing) application.

Getting Started

In order to log in to MSB Invoicing, use the same admin username and password as you would

use to log in to the MySchoolBucks website.

Note that you may also access Settings from this screen by tapping the menu icon in the upper

left corner.

School Payments Made Easy.

Remember Ma
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Student Search Screen

The Student Search screen shows a list of student accounts in your district.

Student Search

Has Invoices Only

Student Birth Date Balance
Name

John301 30154 zon Hay Middle
54 Doe At Wwa Fianes

JohnB61 261474 yzon Alamo Elementary
474 Doe Alt) M Fiany

Munoz 2o
Oscar Add Ve Funcs

Student 1 1001 zon SiteOne 140

Customer AU M Fianity Py welce
Student zon SiteOne §14.00

10 At PAead £ty

Customer

Student mnz2on $140

n Add Mewr £ unda Fay imnoice
Customer

Student 1nazon 0

12 Add Ve Funcs My hueiceo
Customer

Check Has Invoices Only to filter this list to show only accounts with invoices to pay.

Has Invoices Only

Student ID# Birth Date
Name

Student 1 1001 1z2onm SiteOne $14
Customer Ald M Fundy Pay Invoies
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Use the search bar at the top of the list to filter students by a certain first name, last name, or

student ID.

Student

Has Invoices Only

Student 1D #
Name

Birth Date

Student 1 1001
Customer

Student 1010
10
Customer

Ald Mew Fungs Pay invelee
tryzom SiteOne 5 )
Pay Inyalon

The list will refresh and filter based on the entered search criteria.

Student

Student Search

Has Invoices Only

Student
Name

Birth Date

Student 1
Customer

Student
10
Customer

Student

Student
12
Customer

Student 2
Customer

Student 3
Customer

Student 5
Customer
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nzon §14.00
I d
n20m $14.0¢

Ade) el Frymits Py Iveien
1hjz2om $14.00

Add Mew Funds PAY Invice

112011 SaeOne

A e Funos
z2on £14,0¢

Ade) Mad Forts
nzon $14.0

Adit) Masd Funits
wy20n $14.01

Al Mgt Bunits
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Add Meal Funds

Student accounts on the Student Search screen show the amount of money in their account

under Balance. If you would like to add money to a student’s account, tap Add Meal Funds.

Note: The Add Meal Funds button will not appear if the setting is not enabled under Settings.

Student Search

Student Has Invoices Only

Birth Date

Student 1D # Balance

Name

Swdent 1 1001 1zonm SiteOne 34
Customer AOC Mes! Funss

Pay vone

Studenmt 1010 1zon SiteOne
10
Customer

Information will appear showing the student’s name, site, and ID. The page also shows the

current account balance and pending amounts that have not been paid to the account. Tap the

amount being added, or enter an amount after tapping Other, and click Add Funds.

£ Student Search

Student 1 Customer

SiteOne
ID# 1001

Balance: $14.00

Pending: $26.00

$10

Add Meal Funds

MSB Invoicing App Guide
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After entering an amount, select how the amount is being paid. If it is being paid using a credit
card, tap Credit Card and use the card reader to enter the payment information. Then, tap

Checkout.

Total Due: $25.00

Checkout

MSB Invoicing App Guide
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If it is being paid using cash, tap Cash. Then, select the amount being paid. If exact change is
given, tap Exact Amount. Tap Clear to clear the Amount Tendered if a mistake was made in

entering the payment amount. Then, tap Checkout.

Amount Tendered: $0.00
Change Due: $0.00

I.a{! pranicn n n “ m

visA| S =2

If it is being paid using a check, tap Check. Then, enter the Check Number and tap Checkout.

mE
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After tapping Checkout, the payment is processed and a summary of the transaction appears on

the screen. Tap Email Receipt if the customer would like to have a digital copy of the receipt.
Tap Done to return to the Student Search screen.

Thank you for your payment.

Order ID; A2BSDEHIOH01SD3
Amount Charged: $25.00

Item

Meal Payment

email Receipt

MSB Invoicing App Guide
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Pay Invoice

Student accounts with outstanding invoices have the Pay Invoice button enabled next to their
account information. Likewise, accounts without invoices to pay have this button disabled.
To make payments to an outstanding invoice, tap Pay Invoice.

Student Search

Has Involces Only

Student
Name

Birth Date

Balance

John301
54 Doe

JohnB61 861474
474 Doe

Munoz
Oscar

Student 1 1001
Customer

Student
10
Customer

Student
n
Customer

Student
12
Customer
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zon

yzon

2o

zon

z2om

1201

nzon

Hay Middle

All) M) Fiinuss

g IJ"‘ s

Alamo Elementary

SiteOne

Agd M Funcia Fay imnoice

My thusice
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On the Select Invoice screen, if multiple invoices are associated with the account, they will
appear in a list, separated by Invoice ID. After each invoice entry is a Select Payment field. Tap

Select Payment under any invoice that is being paid.

< Student Search

SELECT INVOICE

Invoice ID: 00003

Invoice Description Student Name Amount

Invoice Name

Tuition 2016-06 Tuition for 2016-06 Student 10 $1,000.00

$1,000.00
$526.41
$473.59

Invoice Amount:
Total Payments:
Remaining Amount:

Select Payment
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Select Full Payment if the full Remaining Amount is being paid. Then, tap Submit.

SELECT INVOICE

Invoice ID: 00003

Invoice Name Invoice Description Student Name Amount

Tuition 2016-06 Tuition for 2016-06 Student 10 $1,000.00

Invoice Amount: $1,000.00
Total Payments $626.41
Remasning Amount $473 59

Full Payment

$473.59

Submit

Select Partial Payment if only some of the Remaining Amount is being paid. Then, enter the

amount being paid in the field next to Partial Payment. After entering the payment, tap Submit.

SELECT INVOICE

Invoice ID: 00003
Invoice Name Invoice Description Student Name Amount
Tultion 2016-06 Tuition for 2018-06 Student 10 $1,000.00

I'wvoice Amount $1,000.00
Total Paymonts $526.41
Remaining Amount $473.60

Partial Payment $100.00

Total: $100.00

12 of 20

Submit
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After tapping submit, select how the amount is being paid. If it is being paid using a credit card,

tap Credit Card and use the card reader to enter the payment information. Then, tap
Checkout.

Total Due: $100.00

MSB Invoicing App Guide 13 of 20



- MSB
Hear I:Iand = invoicing
If it is being paid using cash, tap Cash. Then, select the amount being paid. If exact change is
given, tap Exact Amount. Tap Clear to clear the Amount Tendered if a mistake was made in

entering the payment amount. Then, tap Checkout.

Amount Tendered: $0.00
Change Due: $0.00

I.a{! pranicn n n “ m

visA| S =2

If it is being paid using a check, tap Check. Then, enter the Check Number and tap Checkout.

mE
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After tapping Checkout, the payment is processed and a summary of the transaction appears on

the screen. Tap Email Receipt if the customer would like to have a digital copy of the receipt.
Tap Done to return to the Student Search screen.

Thank you for your payment.
Order ID: HYS53GIQJLVIGNVP
Amount Charged: $100.00

Item Status

Invoice(s): 00003 Success

SIS “
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To access various features in MSB Invoicing, tap the Menu icon in the upper left.

Student Search

Student 1D # Birth Date

Name

John301 30154 2on Hay Middie
54 Doe

Has Invaices Only

At M Fuinite
S

The available options in this menu are Settings and Log Out.

MY
SCHOOL
BUCKS

Student Search

Has Invoices Only

Settings

Balance

Hay Middie

Alamo Elementary

SiteOne

Log Out

Version: 1 000807

MSB Invoicing App Guide

Add e Funas

Add e Funoe
M.LI "M ‘u"“'

M” ".u F.Jr"h
Al Mowt Fumte m
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Settings

On the Settings screen, there are a few options that can be set up with MSB Invoicing.

Demo Mode: Tap the slider to toggle this setting, and you must restart the app before this
setting takes effect. When the slider is green, Demo Mode is active. Demo Mode lets you
simulate adding funds, paying invoices, and testing hardware functionality without affecting
production data or charging customers.

To log in during Demo Mode, use the username “admin” and any password (except a blank

one).

IMPORTANT: Remember to turn off Demo Mode before using the app for real purchases.
Otherwise, transactions will not be recorded and updated in MySchoolBucks.

Environment: This setting is used to change where the app gets its student data.

Printer Type: This setting is used to specify the type of printer being used to print receipts, if
applicable.

< Student Search Settings

Demo Mode:

Environment:

Printer Type
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Card Reader Type: This setting is used to specify the type of card reader being used for credit
card transactions.

Card Reader IP Address: This setting is used to connect the card reader if “PAX Reader” was

selected as the Card Reader Type.

Card Reader Port: This setting is used to connect the card reader if “PAX Reader” was

selected as the Card Reader Type.

Enable Meal Payments: Tap the slider to toggle this setting. When the slider is green, the Add
Funds button is available, which allows meal funds to be added using the app. When the slider
is white, the Add Funds button is removed from the Student Search page. A change to this
setting does not require restarting the app to take effect.

After changing any of these, tap Save to save your changes.

Card Roador Type: PAX Reader
Card Reader IP Address 101762138
Card Reader Port 10000

Enable Meal Paymaonts: (_/

MSB Invoicing App Guide 18 of 20
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Log Out
Log Out is located in the menu. Tap the menu icon in the upper left, and then tap Log Out.

Student Search

Has Invoices Only

Balance

e m
Alamo Elamentary
Add e Funas

Add e Funoe
M'LI "N r‘)""'

SieOne €120
Actel Mo Flumty Fay v
SiteOne 1¢
Addt Maaz Fanits May mvoice
m
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Support

For additional support, please contact Technical Support between the hours of 8 AM EST and 7 PM EST
at 1-800-803-6755, Option 2.

You may also contact customer technical support by using our support request form.

This confidential document is issued pursuant to non-disclosure agreements in place and subject to the terms and conditions
contained therein. Reproduction or use, without the express permission from Heartland School Solutions of any portion of this

manual is prohibited. Copyright 2017, Heartland School Solutions.
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