
PLACE	A	CANTEEN	ORDER	USING	YOUR	
FLEXISCHOOLS	ACCOUNT	

	
1. Log	into	your	account,	if	you	haven’t	set	one	up	yet	you	will	need	to	do	

this	first.		
	
Go	to	Flexischools.com.au	website	and	click	on	Login	

	

	
	

2. Enter	your	username	and	password	and	click	submit	
	

	
	

3. To	pay	for	your	order	you	have	2	options:	
	



a. Add	an	account	balance	where	each	order	will	be	taken	from	each	
time.		

b. Set	up	an	automatic	topup	so	there	is	always	money	available	to	
order.		

c. OR	Pay	individually	for	each	order.		
	

4. To	Add	an	account	balance	and/or	Auto	Topup	before	placing	your	order	
you	are	required	to	add	money	to	your	account.	Click	on	My	Account.		
	
Instructions	to	complete	a	one	off	payment	are	included	on	step	15	of	
these	instructions.		
	

	
	

5. Click	on	Topup	My	Account.		
	

	
	

6. Select	how	you	would	prefer	to	make	payment.	Please	not	Bank	Transfer	
can	take	up	to	5	days	for	the	funds	to	be	available,	so	this	needs	to	be	
done	1	week	before	you	want	to	order.		
	



	
	

7. Follow	the	prompts	to	continue	to	set	up	your	chosen	payment	method.	
You	can	also	choose	to	set	up	Automatics	TopUps	so	you	don’t	have	to	do	
this	each	time.		
	
There	is	a	$0.15	plus	1%	of	the	top	up	amount	fee	for	each	transaction.		
	

8. Once	payment	is	completed.	Click	on	My	Students	to	start	ordering.		
	

	
	

9. Click	on	the	Online	Ordering	button	next	to	the	child	you	wish	to	order	
for.	



	

	
	
	

10. Orders	cut	off	at	9:30am	SHARP	each	canteen	day.	If	you	are	running	late	
you	will	need	to	place	a	manual	order	directly	at	the	canteen	as	per	
normal.	
	
In	the	example	below	to	order	for	Friday	click	on	the	Order	Lunch	button	
	
If	you	want	to	place	an	order	for	the	following	week,	click	on	the	Yellow	
Next	Week	button.		
	

	
	

11. The	Daily	Specials	are	listed	at	the	top,	scroll	down	the	page	for	all	other	
options	as	per	the	canteen	menu.	When	you	find	what	you	want	to	order	



click	on	the	blue	Add	button	next	to	the	item.		
	
	

	
	

12. If	you	required	GF	and	it	is	an	option	for	the	item	selected	tick	the	box	
required.		Review	the	item	then	click	Save	and	Continue.		
	

	
	

13. Repeat	the	process	for	any	additional	items	you	want	to	order.	When	
selecting	an	item	with	different	flavours,	select	the	flavour	on	the	second	
page.		Then	click	Save	and	Continue.		
	
	



	
	

14. 	Add	Orders	for	any	additional	Children.		
	

15. Once	all	orders	are	complete	click	on	Select	Payment.		
	

	
	

16. Click	the	option	you	require	then	click	on	Continue.		

	
	

17. The	total	of	your	order	is	at	the	top	select	your	option	and	then	click	
continue.		
	



	
	

18. Complete	your	payment	and	finalise	your	order.		
	
Nothing	else	is	required	once	the	order	is	submitted.	The	canteen	will	
received	your	order	online	and	supply	a	free	bag.			


