
 

 

 

 

 

 

 

 

 

 

Step 1: Log in to MySchoolWorx 

Go to www.myschoolworx.com and click Login in the top right corner. 

 

If you are already logged in to MySchoolWorx, you can skip to Step 3.

 

⭐ Families with Multiple Students ⭐ 

 Submit a lunch order for each child individually.  
 Switch students using the student name in the top-right corner of 

MySchoolWorx.  
 You will receive individual email invoices for each students order. 
 You can still pay all invoices at once after logging in to the invoice 

payment portal by selecting all invoices before clicking Pay 
Invoices. 

 



Step 2: Sign in 

Enter your email address and password, then click Submit.  

 

 

If you need help logging in contact the Academy Office at 972-539-7284 

 

 

 

 

 

 

 

 

 

 



Step 3: Open Lunch 

From your student's dashboard, click the Lunch icon.  

 

 

 

 

 

 

 

 

 

Please note which child you 

are ordering hot lunch for. If 

the child’s dashboard you 

are viewing does not want 

hot lunch, click here to 

open the drop down menu 

and choose the child who 

you want to order lunch for. 



Step 4: Select Your Lunch 

Use the + and − buttons to choose the lunch items for that student. 

 

 

 

 

 

 

 

 

Please note the date that you are ordering 

lunch for as well as the instructions to only 

choose one lunch per student. (Lunches 

will be ordered the week before for the 

following Friday.) 



When finished, click Submit Lunches for This Week. 

 

 

 

 

 

 

 

 

 

 

 



Step 5: Repeat for Each Student 

If you have more than one child: 

1. Click your student's name in the top-right corner.  
2. Select your next child.  
3. Click Lunch again.  
4. Repeat the ordering process. 

 

 

 

 

 

 

 

 

 

Each child must have his or her own lunch order submitted. 
Lunch selections do not carry over to siblings automatically and we will not know which student 
ordered if it shows that the oldest sibling ordered 2 lunches but they have 4 siblings. It needs to 
show under each student’s name. 

 

 



Step 6: Watch for Your Invoice Emails 

After each lunch order is submitted, you will receive a separate invoice email for each child, 
Instructions are included below to pay all at one time instead of each individual invoice. 

Click View & Pay in the email. 

 

If you already have a payment account, click Login. 

 



If you do not yet have an account, choose Register/Sign Up to create one. 

Or log in if you do have an account created. 

 

 

 

 

 

 



Step 7: Pay Your Invoices 

You may pay your invoices straight from your email or from the payment portal. 

After logging in, you'll see all of your unpaid invoices. 

 

Turn Selected to Yes for each invoice you wish to pay, then click Pay Invoices.  

 

You may pay all of your children's lunch invoices in one transaction by selecting all of them 
before clicking Pay Invoices.

 



Payment Confirmation 

After payment is complete, you will receive two emails: 

 A Paid confirmation email showing the invoice has been paid.  
 A Payment Receipt for your records. 

 

 



 

 

 

 

Thank you for your patience and cooperation as we work to improve our lunch 
ordering and payment process. We know that learning a new system can take a 
little time, and we truly appreciate your understanding. We believe this new 
process will provide families with greater control over their payment accounts 
while creating a more efficient and streamlined experience for both your family 
and our school. Thank you for partnering with us as we continue to improve our 
systems! If you have any questions or need assistance, please contact the Academy 
office. 

 

 


