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How to… update an order 
 
Add an item to an existing order 
Step 1: 

• Open up the My School Connect webpage https://myschoolconnect.com.au/ and login in.  
• Once logged in, click <Edit> within your “Current Orders” list 

 
 
Step 2: 

• Click on either of the <Add item> buttons. 
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Step 3: 

• First, select the Student you wish to order items for  
• As you fill in the fields, new fields will appear based on the previous 
• Complete all information for each item required, then click <Add to order> 

 
 
Step 4: 

• Repeat step 3 for each item you want to add to this existing order 
• Once you have finished adding items to the order, click <Save changes> 
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Step 5: 
• Once you have clicked <Save changes> (step 4) a pop-up box will appear to confirm you 

want to update the order 
• Click <Confirm> in order to complete the order update 

 
 
Step 6: 

• You have successfully added an item when you see this green thumbs up. 
• Any additional charges will be applied to the payment method used for the originally order. 
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Remove an item from an existing order 
Step 1: 

• Open up the My School Connect webpage https://myschoolconnect.com.au/ and login in.  
• Once logged in, click <Edit> within your “Current Orders” list 

 
 
Step 2: 

• Click on the red ‘minus’ circle at the left hand side of the item you wish to remove 
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Step 3: 

• Click <Save Changes> 

 
Step 4: 

• Once you have clicked <Save changes> (step 3) a pop-up box will appear to confirm you 
want to update the order 

• Click <Confirm> to officially remove the item and update the order 

 
 
 
 
 

You have successfully 
removed an item when you 
see this green thumbs up. 
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