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If you have a PayPal account, you 
may be directed to this page first on 
the PayPal site. You do not need to 
login to complete your transaction –  
simply select the “Continue” link 
(option circled in red) to continue. 
 

You will then be directed to the screen to 
the left where you have the option to 
enter your credit card information. Enter 
the information requested and select 
“Review Order and Continue.”  
 
Please be sure that the Billing 
Information that is displayed on the 
screen (information from your 
PaySchools account) is the correct billing 
information for the debit or credit card 
you are using.  If that information needs 
to be updated, select Change to do so 
before continuing your transaction.  
 

After selecting “Review and Continue” from 
the previous screen, you are then directed to 
the final payment screen.  
 
If you would like to add notes, you may do 
so by selecting “Add special instructions to 
merchant.” That information is included on 
the sales order and the school district will 
have the ability to view that information. 
 
To complete your transaction, select the “Pay 
Now” button.  
 
Once your transaction has completed, you 
will be directed to a confirmation page with 
your receipt number. 


