To make a payment directly to Texas Online Preparatory School you will need to go to www.paypal.com

At this screen you will type in the e-mail

Enter the dollar amount

address as shown (shjohnston@k12.com)

you wish to pay.

When done, hit “Continue”

For payment to TOPS, select “Goods or services”

This must be done in order for the payment to be processed. Creating an account is a fairly simple process! Please see
further below for guidance in creating your account.

AFTER logging in to your existing PayPal account or AFTER creating your account, you will then be directed to the Send
Money Online page in which you will be asked to provide payment (debit card, prepaid card, or credit card) information
for the processing of the payment.

If using a credit card for the
payment, click here and
enter credit card
information.

These are the credit cards that
are accepted for payment by
PayPal.

If using a debit card or prepaid
card for the payment, enter the
information here.

Once payment information is
completed, you will then hit
“Add Card”
You will now be directed to the Send Money page.

Confirm the dollar amount and e-mail address is correct. The email address should be shjohnston@k12.com .

Confirm the
e-mail
address
(shjohnston
@k12.com)
and dollar
amount are
correct.

shjohnston@k12.com

“K12 Texas Online Preparatory School”

PLEASE NOTE the transaction will appear on
your debit/credit card statement as K12
Texas Online Preparatory School.

At this point you will need to complete this
“Email to Recipient” to notify TOPS of your
payment. Please include your child’s first
and last name, amount paid, and a short
description of the event/item so your
payment is allocated to the appropriate
department.

After reviewing all information is correct go
ahead and hit “Send Money”

You have now completed the payment process and will receive a receipt via the e-mail
address you provided.

Creating Your PayPal Account

You can enter your language of choice here.

Select “PayPal” for personal use. Hit “Get Started”

Enter your e-mail address then
select and enter a password you
have created. You must confirm the
password by entering it again.

You will need to enter your first
name, last name and address in the
appropriate fields.

Enter the best phone number
to contact you if needed. You
may add another phone
number by clicking the “Add
another phone number” tab

You will need to click this
box to indicate you agree
to the listed PayPal
account terms.

Click “Agree and Create Account” after
you have entered all the required
information.

Congratulations! You have created your PayPal account and your payment can now be processed!

