
     
 

HOW TO PAY A VENDOR OR SCHOOL 
 

Step One 

To do so, simply login to your ClassWallet account and select Pay Vendor. You can do this from the 
tile, circled in the picture just below or from the hamburger menu in the top left corner, as illustrated 
two pictures down by the red arrow. 

 
  

 
  
  

https://app.classwallet.com/#/


Step Two 

Select a vendor from the menu. You can search the list with predictive type, sort by letter or just 
scroll down to choose. When you find your vendor, click the SELECT VENDOR button. 

 

  

 

  



Step Three 

The next step is to upload your supporting documentation, if you have any. Documentation 
includes invoices, receipts, screenshots and any other evidence of services being rendered. You can 
drag and drop the image in or click the BROWSE button to search in your saved image files.  

 

You can upload multiple documents in a single transaction. 

 
 

  



Step Four 

Enter the amount for every image uploaded. 

 
  
  



Step Five 

The next step is to choose which purse you'd like to use. You can use funds from more than one 
purse, but you must choose at least one. 

 
Funds that are not available for this transaction type will be grayed out and marked 'Restricted'. If 
you need to use these funds, please contact your administrator. 

 
 

  



Step Six 

The next step is to choose an expense category for this transaction. You can choose multiple 
categories by clicking the boxes next to the category types, but you must choose at least one. 

 
You may also add comments regarding this transaction. 

 
 

  



Step Seven 

All that remains for you to do is to review your transaction and submit it to your administrator. 

 
  

 

 


