
The Payments tool allows users to make online payments for student fees and/or deposit money into 
food service accounts for members of a household. 
Note:  Steamboat Springs School District only accepts echecks, (transfers from a checking or savings 
account) not credit cards.

Making an Online Payment

Viewing Fees
A list of assigned fees to all students in the household is available from the Family Fees 
section. A list of fees assigned to just one student in the household is visible from the 
student's Fees section. Payments can only be made from the Family Payments section of 
the Portal.

Unpaid fees from All Years are listed and can be selected for Payment. This does not 
apply for Food Service payments.

To begin the online payment process for a fee, select Payments from the Index. 
The online payment editor will appear, displaying outstanding fees for all students 
within the Household.

Optional Fee Payments
Optional fees are fees than can be paid that are not assigned for payment by the school. This could be things 
like parking stickers, donations to the school, yearbooks, etc. These optional fees display in a dropdown list, 
allowing you to select the desired fee and make the payment yourself.



If the entered amount that is being paid is less than the minimum amount, a message displays indicating 
this. Click the OK button and reenter the total amount to be paid. The minimum amount for SSSD is $5.00.
Payments made through the portal cannot be voided.
Click Continue to proceed to the Payment Method screen:

Fee Payments
Fee payments allow users to pay fees for each student within a household. Users can also view the details 
of a fee by selecting the plus sign (+) next to the fee name. A fee shown in red indicates that a payment for 
the full amount has not been made before the due date assigned by the school. Before a user can 
successfully make an online payment, Payment Information must first be registered with the payment 
vendor. This can be done by selecting the Register your banking information. You will need both the routing 
and account numbers. Once a form of payment has been registered, choose the amount of the fee payment 
by:
• Entering the amount to be paid in the Payment field, OR

• Clicking the amount of the fee included in the Due column to auto-fill the full fee amount due.

This is a sample payment screen:   

 Click Continue to proceed to the fees Confirmation page.



Review the payment information. If a receipt of this payment is desired, enter the email address where the 
receipt should be sent in the Receipt Email Address field. Review the payment information again to ensure 
accuracy. To exit without making the transaction, click Cancel.

Otherwise, click Make Payments to process the fees payment. When the transaction has been processed, 
the Payment Receipt screen will display. Click the Make Payment button to process the payment.

To print a copy of the receipt, click Print in the lower right-hand side of the screen. To return to the main 
Payments screen, click Back To Payments. If an email address was entered to receive a receipt, it will look 
similar to this:

Note:  New for 17-18, Steamboat Springs School District will no longer charge a 
convenience fee!  



Deposit Money into a Food Service Account

You can deposit money into food service accounts for members of your household. Once a form of 
payment has been registered, choose the amount you want to deposit by:

•  entering the amount to be paid in the Payment field, OR
• clicking the amount in the Estimate column to auto-fill the deposit amount. This method is an estimate

of one month of food service purchases.

Printing Account Details
To generate a PDF of Food Service account activity, select the Print button.

Account Print Information



Recurring Payments

Using recurring payments automatically add money to a food service account when it reaches a low balance or add 
regular recurring amounts to a food service account. 

Example Recurring Payment Options

Complete the following steps to automatically add money to a Food Service account on a monthly basis or when 
it reaches a low balance.



1. Click the Add button next to the account.

Result
The Recurring Payments screen displays.

2. Select one of the following Frequency options.

Option Description Example

Monthly This option adds money to the account
on a monthly basis. Your payment will 
automatically occur on the same day 
every month beginning on the Start 
Date you select. If the recurring 
payment is on the 31st, Campus 
adjusts the payment to the last day of 
the month if the month does not have 
31 days. When you select this option, 
you must also complete the following 
fields: Start Date, End Date, Payment 
Amount, Receipt email address

Low
Balance

This option automatically adds money
to the account when the account
reaches the Minimum Balance.

When you select this option, you must
also complete the following fields:

Start Date
End Date
Minimum Balance
Payment Amount
Receipt Email Address

3. Select or Add the Payment Method.
4. Click Save.

Result
The Recurring Payment displays on the Payments screen. You can Edit the payment by clicking the Edit button or

Delete the payment by clicking the .
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