
1. In your Internet browser, login into
your FACTS Family Portal.

2. When Family Portal displays, click
if the left navigation menu does not
display.

3. Click Student, then select Lunch.
4. Click +CREATE WEB ORDER.
5. Click the student name for which you

wish to place an order.
6. The Lunch Order Form expands

listing each date an order may be
placed.

7. Click the date to place an order.
8. Type the number of items to order for

the student in the Quantity column.
The Total column displays the cost.

9. Repeat for all dates and all students.
The Grand Total is listed at the
bottom.

10. Click Order Items. The charges will
now display for the student on their
Family Portal to be paid on the
Financial screen.

student name

Choose the
week for
which you’d
like to order
lunch.
Click Create
Web Order to
start
ordering
lunch.

Type the
Quantity of
items.
Repeat for all
dates and all
students. The
Grand Total is
listed at the
bottom.
Click Submit
Order. The
charges will
now display for
the student on
their Family
Portal to be
paid on the
Financial
screen.

HOT LUNCH PROGRAM
APP INSTRUCTIONS ONLINE INSTRUCTIONS

 login into your
FACTS Family
Portal.
Scroll down to the
Lunch circle on the
main menu.


