
Instructions for Online Purchasing of School Fees and Lunch Money Deposits  

with PaySchools & School Dining 

Contact onlinepayments@gilbert.k12.ia.us or 515-232-3740 with questions. 
 
There are two sets of instructions on this document.  The first set of instructions helps you set up 
your PaySchools account for the first time.  The second set helps you complete purchases. 
 
Step 1: TO SET-UP YOUR ACCOUNT FOR THE FIRST TIME: 
 

1. Go to the Gilbert CSD website:  www.gilbert.k12.ia.us 
2. Click on “District” along the top menu 

 
 
 
3. Click on PaySchools/Dining on the left menu 

 
 
4. Preview information and then click on Make Online Payments 
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5. Click on Your Online Profile on the left menu 

 
 
6. First time users, please “click here” to register 

 
  



 
7. Complete the information and submit 

 
 

Once this is completed, return to the PaySchools/Dining link from the 
Gilbert website to make purchases. 
 
Step 2:  TO MAKE PURCHASES: 
 

1. Click on the PaySchools/Dining link from the District menu of the Gilbert CSD website (see 
steps 1-3 above) 

 
2. Click on Make Online Payments 

 
  



 
3. This window opens: 

 
 
 
4. Click on Lunch Deposits (and Registration Fees) 
 
5. This School Dining window opens. 

 
 
6.  Enter your username (family account number) and password.  These are both assigned by 

the district and information is emailed or mailed to the parent/guardian.  The password can 
be changed once you log into the system.   

 



7. Click “Sign In”   (If you have forgotten the username or password, click on the text “Forget 
your username and password?” for assistance.) 
 

8. From this screen, you can add money to your lunch account  (see number 10 below); set a 
low balance warning level, update information, and/or set spending caps for breakfast and 
lunch and put blocks on breakfast and a la carte purchases 

 
 
 

 
9.  You cannot pay school fees here but you can CLICK On the text:  You have the option of 

making purchases for items other than lunch. Click here for more information to move into 
PaySchools and pay school fees. 

  

https://dining.gilbert.k12.ia.us/regstore.asp


 
10. Let’s now add money to this lunch account.  Click on “Add money to this account 

through PaySchools.com”   
 
11. Click on the “Buy Online” text to move to the next screen 

 
 
12. This screen opens:   NOTE:  You are now in PaySchools and have moved out of school dining 

system. 

 
 
13.  Enter the amount you wish to deposit to the LUNCH account.  Then CLICK on Set Payment 

Amount 
 

  



14. This screen opens: 

 
 
15.  Let’s check out from here by clicking on the check out button. 
 
16. This screen appears.  Enter in your email address and password (set-up by you when you 

created your account)

 
 

  



 
17.  NOW, follow the payment prompts and links and enter the appropriate payment method of 

your choice. 

   
 
18. Be sure to exit out of PaySchools and the Dining System sites when you are finished. 

  

You may pay by check, 
credit card, or PayPal. 



 

19.  Let’s now go back to the Dining System page where we can pay School Fees.   

 

 
 
20.  Click on the “Click Here” to pay fees and purchase items other than lunch. 
 
21. A screen similar to this one opens listing all the items you can purchase for each child as 

well as optional items for adults. 

 
 
22.  Select the items you wish by clicking on the “Add” text.   The item will be added to your 

cart.   
 



23. You will see a screen like this one when you have finished adding items to your cart. 

 
 
24.  When you are ready to check out, click on  this text 
 
25. A summary of the items in your cart appears: 

 
 
26.  To check out, click on Pay Online at PaySchools.  Follow the check-out steps outlined 

previously. 


