
Quickstart Guide
How to place an order…
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Enter username and
password. Click Login

Don’t have a
username yet?
Click here to

register

Step 1 – Enter your username and password
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Click “Add a Student”

Step 2 – Add a student
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Enter the school name
Click the school name

when it appears

Step 3 – Add Student: Enter the school
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Click Add Student when done

Usually, you don’t select this.
This is only for older students

Step 4 – Add Student: Student’s name and class
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Click Child’s Name

Step 5 – Start an order
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Click this to order
Recess for Thursday

Step 6 – Pick a day and the type of order
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Click the item to add
to order

Click here to see the
rest of the menu

When you’ve added
all items, click Next

Step 7 – Add items to your order
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Click Place Order

Did you get asked to
add funds?

Read on…

Step 8 – Place order



www.flexischools.com.au© 2013 The Scotney Group

Click here to
continue

Select an option

If you need to add funds to your account….
Step 9 – Select payment option
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Click here to
add the funds

Enter $20 top-up
Or more

Enter credit card
details

Step 10 – Do the topup


