Generic Parent Purchase Instructions

for School Activities

Online School Paymaents

1. Navigate to the Online School Payments website from any web browser
http://osp.osmsinc.com/INSERTNAMEHERE

2. Select your school name from School sidebar on the left side of the page. You may need to
select the Category Name (that is Elernentary Schools, Middle Schools, High Schools etc.) to
display the school names.

Schools

Welcome to e Sunset County Public Schools Onling Schoot Payments {QSR) porial, This

servioe Is provided 1o S ol parents 1o faciltate pavment for schanl fees for 4




Home © HIGH SCHOOL

Schools

Pease select a High School fromt

3. Select any Activities (sale items) you wish to purchase by selecting the Activity Name.

Home - HiGH SCHOOL - West Bevery Hilis HS

Schools

A 4% + 5.35 fee will be added to the purchase price of a school purchase as a site senvice fee.

This fee is not collected by SCPS, but is a provessing fee of the company hosting the site.

This is some exira texi to show the class.
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4. This will take you to the ltem page. Select the Add to Cart button to add this item your
Shopping Cart.

Hiome  HIGH SCHOOE © West Bevady Hills MS

Site Manu

Activity No: ZZ101.345

Schoo! Courses

5. This will take you to the Shopping Cart page. You may either select the Continue Shopping
button to add more items to your Shopping Cart (return to step 3) or press the Checkout button

to complete the payment.
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3 ltems in Cart

22401-346 $15.00 1. o P §15.00 X
nda Fe 2045 ove il e
22101387 £10.00 i $10.00 X

Gym Uniforms West Beverly Hills HS I

Make any changes above? Sub Totah $40.00

6. Ifyou are not already logged in, the system will redirect you to the Sign In page. You will now be
asked to login if you've used the system before or to create a parent user account.

Home - Sign in

Current Users i
Usernamg: %5 . . Username:
Email:

Passwoerd:

Fiest Mame: -

. S . L.ast Hame:
Fosnat Yous Possunm? S arg.

Pagsword must be atleagt 8 characters fong.

Password:

Confirm Passeword:

Passwirg Hint

Password Antwar:
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7. This will then start the Check Out process. There are 4 steps, 1 step per page.

The 1% page is called Step 1 of 4 — Assign Student Profile To Activity. For each individuai line
item, you will need to select a Student Profile to give them credit for that item. Next to the
Select Student Profile, click on the down arrow to display your student names. Highlight the
name to select and give them credit. Select the Next button when complete.

3 ltems in Cart

New users must add the student profile here, otherwise select student profile balow,

ZZ101:345 $15
Baseball T Shirt West Beve

ZZ2191-346 $15.00
Agenda Fee 2014-2015
77101:387 $10.00

m Uniforms West Beverl

Sub Total. $40.00

- Setect Student Profile - v
- Select Student Profile -

Jolie-Pit Pax
Jolie-Piit Shilo
:..: K

8. If your list of students is empty, select the Add Student Profife button to the top left.

L. Select Student Profile - v §
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Add your student’s info, and then select the Save Changes button. Be sure to follow any
instructions regarding Student 1D Mumbers. Now, you can assign the student profile in Step 7.

Home = Your Accout - Edit Student Profile

Flest, Mt Zahara

Last Adolle-PR - il

swdentid: goooooooooe

9. Next, on the Step 2 of 4 — Address page, type in your billing information. If there’s any
difference, be sure it’s billing not home address. Select the Next button when finished.
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Plepge anter your credil card biling address information. The name and address balow must malch those used by your
cridit card company exacty or the fransaclion will not be approved or processed.

Bill To:

Fust. Mt g0 ] ) ) ) ]
Last o

AQUIOSS. 123 Fake Steet

Gl aAnywhers

Sae, Iy v v;'.gm;gg). . {2,491 XXXXK {OF) XAXXXEXRX

Photie: '163‘41“52222 ) - o {R.g) XXXRK00K

WARNING - The 2ip code enterad must be the same that 1S on your credit card statement. Falsire to emter e correct
=y ende will caute your credit card transaction t be dedlingd.

10. Next, on the Step 3 of 4 — Payment page, type in your credit card info. Select the Review Order
button when finished.

Payment:
2 Credit Card

Card Type iVisa e

R

Card Number

Exp. Date (1 v,

Security Code  qna - What's this?

Name On Card Brad ¥_Hig
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11. Finally, on the Step 4 of 4 — Review Order page, please make sure the order looks correct. Select

the box to agree to the Terms and Conditions, and then select the Place Order button.

Soid Te:

Brad Pit

123 Fake Street
Anywhers, VA 20465
United Stafes
0631112222

ZZ101-335  Baseball T Shirt West Beverly Hills HS Jolie-Pitt Zahara 1568 1 $i5.00
00080006002
72101346 Agenda Fee 2014-2015 Wes! Bevarly Hillz H3 Jolie-Pitt ,Pax 51580 1 §15.00
000000605003
ZZ491-387  Gym Uniforms West Beverly Hills HS Jolie-Pitf Zatara 060 1t $10.00
08000600002
SubTotal: #4000
Tax: $0.00
Pl ease A D+f’ M{‘{’ Sténping: £0,80
m ancu [l ]C:ee <. Handling Fee: 51,95
$41.95

5 a percent of the
Lofal Purd’LaJP_ N

i By selecting this box the user agjrees to the Tarms and Conditions as cutlined by Online School Management Systems
fne. Credit Card and bunk transactions appear as ONLINE SCHOOL PAYMENT, VA 20152 on your billing statement.

Plaase direct all billing disputes to your school's bookkeeper,
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SubTotal: $40.00

Tax: 50.00

Shipping: $0.00

Handiing Fee: $1.95
341.85

y sefecting this box the user agrg he Terms.and Cenditions as outlined by Online School Management Systems
& appear as ONLINE SCHOOL PAYMENT, VA 20152 on your billing statement,

TAt, Credit Card and bank trans
Please direct afl bitfing disp

sy

{0 your school's bockkeeper,

12. Once the transaction is successfully completed, a Thank You message with the Order Number
will display. A receipt is also sent to your email address and is always stored in your OSP account
under the Your Account tab.

Sold Tor

Brad Fit

123% Fake Shrest
Anywhate, VA 20165
United Sintes
7031112222

ZZ103-345 Bassball T Shit Jolie-Ritt Zahara $15.00 1 $15.00
BOOS00G002
ZZ104-346 Agenda Feg 20142095 Jolie-Fitt Pax $15.00 1 $15.00
06000060003
ZE103-387 GymUnifonns Jolig-Fitt Zahara 31000 1 51000
0BOGR000002
SubTotal: $40.60
Tax 000
Shipping: $0.00
Hendling Fae: 54,95
$41.95
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