2/8/11
Kiosk Procedures for MySchoolFees (MSF) 
You will need two (2) things before you get started:

· A valid email address

· A credit card (MasterCard and Discover only) OR a check (for routing and account numbers) 
(Based upon your package selection, there is an approximate credit card transaction fee of $1.50.  There is an electronic check fee of $.50)
1. Open Internet Explorer

2. Go to www.myschoolfees.com
3. If this is your first visit to MySchoolFees, Select Register as New User (If you have already registered in MySchoolFees, Select Sign-In and go to #8)
4. Enter adult’s email address you wish to receive future correspondence (payment confirmation) 
5. Enter a password (write this down for future use)
6. Enter adult’s profile information 
7. Select “Next”

8. Select “Alabama”, “Hoover”, and “[School]”

9. Select “Continue to Other Payments Page” under Public Payments 

10. Select the Payment Type (example, School Supply Kit)
11. Select the fee you wish to pay (example, 6th Grade)

12. Select the number you wish to purchase
13. Select “Add to Cart” 

14. When purchase complete, select “Continue to Checkout”
15. Provide student’s name
16. In Comment field, type [Grade] purchased
17. Select “This payment is for a student” 

18. Verify fees are correct (you may Edit Cart at this time)

19. Select “Check Out” and enter credit card information

20. Select “Pay Fees”

21. Print Receipt (If you are unable to print a receipt from this screen, select “Home Page” and click on “View Payment History”.  Select the Transaction Number and click “Printable Receipt”.)

Thank you for using MySchoolFees.  Keep this receipt for pickup in August. 
