
	
	

CTK	CAFÉ	
How	to	Order	lunches	on	your	FACTS	Family	Portal	Account	

	
	

1. Go	to	the	FACTS	login	page:	https://factsmgt.com/		The	link	can	also	be	found	on	the	front	page	of	the	CTK	
School	website:		www.ctkschoolslbk.org	at	the	bottom	of	the	page.	

2. Log	into	your	Family	Portal	–	you	will	need	the	District	Code	which	is	CTK-TX;	and	your	User	Name	and	
Password.			

3. When	Family	Portal	displays,	click	the	Student	dropdown	on	the	left	navigation	panel,	then	select	Lunch.	
4. Click	+CREATE	WEB	ORDER.	
5. Click	the	student	name	for	which	you	wish	to	place	an	order.	
6. Click	the	date	to	place	an	order	and	a	drop	down	will	show	with	items	available	for	that	date	along	with	

price.	
7. Type	the	number	of	items	to	order	for	the	student	in	the	Quantity	column.	The	Total	column	displays	the	

cost.	
8. Repeat	for	all	dates	and	all	students.	The	Grand	Total	for	all	lunches	ordered	is	listed	at	the	bottom.	
9. Click	Submit	Order.	Review	your	order(s)	and	click	CONFIRM	&	PAY.	
10. Select	payment	method	and	click	PAY	NOW.		Please	wait	a	few	seconds	for	the	payment	transaction	to	

complete.		Please	note:	Most	families	will	need	to	enter	their	payment	information	to	complete	the	
process	for	their	first	lunch	orders	in	the	new	system.		Your	payment	information	can	be	saved	for	future	
lunch	orders	so	that	you	will	not	have	to	re-enter	for	future	lunch	orders.		Your	lunch	payments	will	be	
listed	under	incidental	billing	on	the	FINANCIAL	tab	in	the	SIS	Family	Portal	for	future	reference.		

11. Any	lunch	credits	applied	for	absences	due	to	illness	or	school-related	activities	will	be	applied	to	the	
family’s	incidental	billing	account.		These	credits	will	be	applied	to	future	lunch	orders.		

	
Please	remember	that	the	lunch	items	will	turn	RED	–	if	the	items	are	ordered	and	not	yet	paid	through	your	web	
payment,	and	they	will	show	BLUE	–	if	the	items	are	ordered	and	payment	has	completed	through	your	online	web	
payment.		
	

PLEASE	NOTE:	FACTS	SUGGESTS	THAT	LUNCH	ORDERS	BE	PLACED	USING	
	GOOGLE	CHROME	OR	FIREFOX	AS	YOUR	BROWSER!	

DO	NOT	USE	SAFARI	FOR	BEST	RESULTS!	
	
*Also,	you	should	set	your	computer	to	allow	“Cookies”	from	the	FACTS	website	and	also	to	allow	“Cross-
Site	Tracking”	in	the	“Privacy	Settings”	from	the	Renweb	website.			Sometimes	the	“Ad	Blocker”	will	catch	
the	FACTS	Payment	token	when	submitting	a	payment.				
	
*Do	not	leave	the	order	page	/	payment	page	until	the	transaction	has	completed,	which	may	take	several	
seconds	to	complete.			
	
*Also,	try	removing	your	financial	information	from	the	payment	page,	and	then	re-entering	your	financial	
information	to	re-set	the	bank	or	credit	card	numbers	and	that	may	clear	up	the	issues	that	you	are	having	
with	your	payments	not	completing.		
	
	

https://factsmgt.com/
http://www.ctkschoolslbk.org/

