Step-By-Step Guide to Access an End of Year Payment Summary

Step 1: Login to your parent Family Portal Account and in the grey menu on the left go to the “Financial” tab.

Step 2: Click on the “Financial Home” button. It will prompt you to do the 2-step verification process to login.
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Step 3: On the Financial Home dashboard page you will see a box that says Payment Plan and Billing. Click the “View
Details” button.
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It's been at least 90 days since you have verified your contact information in this system.

Review and update your contact information under My Account for quicker customer service when you need it.
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Step 4: On the Activity Details page, click the “View Payment Summary” button at the top.
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Step 5: On the Payment Summary page you will see a dropdown box for a calendar year. Select the year you need the
payment summary info for. On the top right corner you will see a Print icon. You will also notice on this screen it does list
the ALCS Federal Tax ID number in case you need it.
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o The Payment Summary report is for informational purposes only. It includes payment activity applied to the balance owed to or services
rendered by Abundant Life Christian School during the selected time frame. This report excludes payments made on your behalf by other
individuals or organizations.
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