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Home Page  
 
The logos of all schools your children attend will be vi sible at the top of the screen.  

Clicking on a school logo allows you to view that schoolôs individual ParentPay 

welcome page.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The top right of your home page will display your name (entered when you 

activated your account) and your userna me. You will also be able to use the quick 

links in this area to:  
 
¶ View/edit your profile   
¶ Logout   
¶ Basket : add, edit,  view items in your basket before proceeding to  óCheckoutô  

 

The óOverviewô area of the page displays an overview of your children .  I f y ou have 

already added all your children to a single account you will also s ee tabs for your other 

children.  C licking on these tabs shows information specific to that child. If you have not 

already created a single account for all your children using Paren tPay , and want to find 

out how to do so , please go  to ôSingle account / login for all your childrenô 
 
 
In addition, you  will see another tab on the right side of your home page  named  óAdd 

a childô.  This is where you  wi ll go to add more children to your ac count , providing 

the school they attend is a ParentPay school.  
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Overview>Items due for payment: Payment items across all your children.  
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Recent payments: A breakdown of the most recent payments you have made 

across all of  your children.  
 
Alerts & Communications: A list of the most recent messages across all your 

children that  you have received from your child/childrenôs schools or those youôve sent 

to school from within ParentPay and any automated alerts you have received.  
 
The left side of your screen has clear, concise óI want toéô navigation and a 

óParentPay supportô area should you need any assistance.  
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Account Activation & Single Account / login  
 

Parents with children at different schools can add up to six children t o a single 

account , regardless of which school their children attend , providing those schools 

subscribe to ParentPay. This means parents will only ever have to remember one 

username and password to use ParentPay.  
 

Existing parent user ï creating a single account / login  
 
IMPORTANT: you must log out of all your ParentPay accounts before you start.  
 
Choose one account to óaddô the rest of your accounts to. This will become your 

single account / login for all your children in future; the username and password  for 

this account will become the óonlyô set of account login details you use in future. 
 
Go to www.parentpay.com  and l og into the account you wish to have as your future 
login for all children/schools  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Next: Go to the  óAdding children to your single account/loginô section 

below for  information on how to óadd childrenô to your account. 

 

New parent user  
 
If you have more than one child at the same school or children at different schools 

that use ParentPay and have been provided with a us ername and password for those 

children, choose one childôs details to activate your account. 
 
Go to www.parentpay.com  and enter the username and password you have 
received for one of your children in the  account log in area.  
 
Click Activate.  
 
 
Next: Go to the  óAdding children to your single account/loginô section below for  

information on how to óadd childrenô to your account. 
 

  

http://www.parentpay.com/
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Adding children to your single account/login  

 
 
Click on Add a child   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Enter the username and password for your other child   
 
Click Search   
 

The school, pupil name, year group and class will show on screen.  
 
 
 
 
 
 
 
 

 
 

 
 

 

Click Add child to your account  to confirm this is the child you wish to add to 

your account. You can rep eat the above process to add more children to your 

account.  
 
You will then be directed back to your home page which will have changed slightly.  
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Changing your username and/or password  
 
 

If at any time you want/need to change your username or password you can 

do so as follows:  
 
Go to the óI want toéô area of your home page.  Select the View/edit profile  

option and click on  Your details  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You  wi ll need to confirm your existing password ï then you can make any changes 

required.  
 
Ensure you c lick Save .  
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Managing telephone numbers and email addresses  
 
Providing your mobile number in ParentPay not only allows your school/s to send 

you SMS text message communications but also allows you to opt in to receiving 

our automated SMS text al erts for things such as a low dinner money balance for 

your child/each of your children.  
 
Automated text message alerts that you request are payable by you at 0.06p per 

message sent.  
 
Text messages sent to you from your childôs school are at NO charge to you.  

 
 

Entering your mobile number  
 
Go to the óI want toéô area of your home page .  Click  View/edit profile  and 
select  Phones & Emails  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Phone number : your home, office or other number   
 
Mobile numbers : this area contains your  ómain mobile numberô ï this will be the  

number your school uses to send you SMS text messages and will also be the mobile 

number that any automated alerts you request are sent to.  
 
When you provide your mobile number you will automatically receive a regist ration 

PIN in or der to óregisterô your mobile. 
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If you do not óregisterô your mobile you will be unable to receive automated SMS 

text alerts from ParentPay.  
 
You do not need to óregisterô your mobile number in order for your child/childrenôsô 

school to s end you SMS text messages.  

 

Three easy steps to enable automated SMS text alerts in your account  
 
Step 1: Registering your mobile number  
 

If you wish to subscribe to our automated SMS text alerts and you have received 

your registration PIN, you must log b ack into your ParentPay account, go to the óI 

want toéô area  View/edit profile>Phones & emails and click on the  Click here 

if  you have received a mobile registration PIN  link to register your mobile. Your 

registration PIN is valid for 7 days.  
 
Step 2: Top up your SMS text balance  
 

Automated SMS text alerts that you request are paid for by you at a charge of 

0.06p per message sent ï as such you must ensure that you maintain a SMS text 

balance of at least £2.40 . 
 
Topping up is easy, simply go to Pay for items  via the óI want toéô area of your 

home page and click on the óOtherô tab . 
 
Step 3: Choosing the alerts you want to receive  
 
Go to the óI want toéô area of your home page View/edit profile>Alert 
settings  
 
Choose which alerts you wish to receive for your ch ild/each of your children and set 

the threshold (balance) at which you wish to receive alerts. For more guidance 

please see our óAlert settingsô area later in this guide. 
 
Additional mobile numbers : you are able to provide a number of mobile numbers  

to ena ble the school to send you text messages ï schools can choose to ósend to all 

mobile numbersô in the event of an emergency.  
 
Email addresses : itôs likely that you provided an email address and verified it 

during the activation of your ParentPay account an d this will show as your ómain 

email addressô ï you are able to provide an alternative email address if you wish.  
 
Preferred communication channel : you can indicate which method you wish 

your  school to use when contacting you for urgent and normal communi cations ï 

your school can disregard these settings if they choose.  
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Alert settings  
 
You are able  to set and receive automated alerts from ParentPay for low balances 

and other purposes! It  is quick and easy to set  up , giving you peace of mind that 

your ch ild/children will never be refused a meal due to lack of funds.  
 
Go to the óI want toéô area of your home page .  Select View/edit profile  and  

Alert settings  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

The óAlert settingsô screen will confirm if you are able to set óbalanceô alerts for all 

of your children ï this feature is not available to all schools and is dependent on 

the type of subscription they have with ParentPay. In the event that you are not 

able to set automated low balance SMS alerts, a list of the children  you are unable 

to do this for will show on screen.  
 
Balance alerts : simply choose the type of alert you wish to receive (Email or 

SMS text)  and set the óThresholdô for each child. We recommend that this is set 

to cover the cost of meals for 3 days in orde r that you have time to top up before 

your child may be refused a meal.  
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New item alerts : you can choose to receive an alert when your childôs school 

sets up a  new payment item for your child . 
 
Payment alerts ï cheques and cash : you can set up alerts to tell you when a  

cash/cheque payment has been recorded against your childôs account in school 

ensuring you know the payment has been received safely.  
 
Payment alerts ï PayPoint : in the event that you are a cash based payer and 

are using  either a PayPoint ca rd for school meal top ups and/or barcoded letters to 

pay for trips, you  are able to set alerts to notify you once the payment shows in 

your childôs account in school. 
 
Message alerts: a great way to know that your school has sent you a 

message in  ParentPa y.  
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Selecting items and making payments  
 

Using your basket: Quick add items  
 
 

You are able to p ay for all your children in one easy place with the quick add 

basket.  The óOverview tabô on your home page shows items due for payment 

across all of your child ren.  

 

Locate the item you  would  like to pay for and click on  Add to basket.  

 
Edit the óAmountô to pay and provide any óNotesô and óConsentô if appropriate in 

the pop -up window.  

 

 
 
 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click Add to basket  and keep repeating the  process unti l you  are ready to 

óCheckoutô. 
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Viewing more details about your payment items before adding them  
 
 

Go to Pay for items  in the óI want to...ô area on the left of your screen.  
 
The screen will default to the óAll itemsô tab displaying each item available  by 

child with a full Description of the item, Due date and Amount.  

 

Click on Edit amount or add notes/Add to basket  alongside the item you wish 

to select.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
Select which items you wish to pay for at that time by clicking Edit amo unt 

or add  notes/Add to basket.  
 
Each time you add an item to your basket, 

you will be directed to the top right of the 

screen and a preview of your óBasketô will 

pop up. Once ready to make payment go to 

your óBasketô and click Checkout.  
 
You will have th e opportunity to review 

your purchases, remove any you did not 

intend to make or edit those you did before 

proceeding to make your payment as 

normal by clicking Pay  securely now . 
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View and pay by child  
 
Click on the childôs name tab from your home page or via Pay for items  in the 

óI want to...ô area on the left of your screen.  

 

You will see all items available to that child and can proceed to select which items 

you wish to pay for by clicking Edit amount or add notes/Add to basket.  

 

 
 
 

 
 
 

 

 

 

 

 

 

 

 

 

Each t ime you add an item to your basket, 

you will be directed to the top right of the 

screen and a preview of your óBasketô will 

pop up.  
 
Once ready to make payment go to your 

óBasketô and click Checkout.  
 
You will have the opportunity to review 

your purchases,  remove any you did not 

intend to make or edit those you did before 

proceeding to make your payment as 

normal by clicking Pay  securely now . 
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Paying for óotherô items 
 
The óOtherô tab will display items not necessarily associated with your child such as 

th e SMS text alert top -up for those parents that subscribe to our automated SMS 

text alerts.  
 
Each time you add an item to your basket, you will be directed to the top right of 

the screen and a preview of your óBasketô will pop up. 
 
Once ready to make paymen t go to your óBasketô and click Checkout.  

 

You will have the opportunity to review your purchases, remove any you did not 

intend to make or edit those you did before proceeding to make your payment as 

normal by clicking  Pay securely now . 
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Transaction hist ory  
 

Quick view your most recent payments  

 

The óRecent paymentsô area, towards the bottom of your home page, shows the 

most recent payments you have made across all your children.  
 
 

 

 

 

 

 

 

 

 

 

 

 

 

To view more transactions, click on the View  payment history button. Youôll be 

able to run  historical reports across all your children or choose an individual child to 

view your payment history for.  
 

View payments made between dates you choose  
 
Go to View transaction history  in the óI want to...ô area on the left of  your 
screen.  
 
Name: Choose the child you want to view payments for or leave as óAllô to report on 

payments across all your children  
 
Payment item: Narrow your report down to the item you paid for or leave as óAllô 

services for a complete history of payme nts across all items in that period  
 
Start date: Enter your start date (DD/MM/YYYY) or use the pop -up calendar to  select 

the date  
 
End date: Enter your start date (DD/MM/YYYY) or use the pop -up calendar to select  

the date  
 
Click Search   
 

A comprehensive  list of all payments you have made and any refunds the school may 
have made will be show on screen.  
 
 



 ©ParentPay Ltd  Page 16   PPTA 06/07/2015 12:57  Version  1.1  

 

 
 
 
 
 
 
 
 

 
 

 
 
 

 
 

 
 
 

View statement of transactions for a selected month  
 

Your óAccount statementsô are monthly reports on items where there may be 

ótransactions  or chargesô against the payments you have made such as for a school 

meal account.  

 

Go to View transaction history  and select the  Account statements  option from 

the óI want to...ô area on the left of your screen.  

 

Name: Choose the child you want to view transactions for or leave as óAllô to report 

on all payments for all your children  
 
Account: Narrow your report down to the item you paid for or leave as óAllô services 

for a complete history of all transactions  
 

Statement month: Select the month an d year using the drop down menus   
 
Click Search   
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Alerts and C ommunications  
 
Another great new feature enabling you to view a history of all automated alerts, 

messages sent to you by your children/sô school/s and any messages you have 

sen t to school via ParentPay. You can even access copies of letters, emails and 

texts!  
 
Parents ca n receive alerts for a range of instances, for example  when a new item is 

added by the school to ParentPay, or when the b alance  drops below the set 

threshold . Yo u can receive these alerts by email and / or SMS text to your mobile.  
 

Quick view your most recent Alerts & C ommunications  
 
The óAlerts & communicationsô area, available bottom right of your home page, 

enables you to view the most recent history,  across al l your children.  

 
The breakdown shows automated 

alerts, messages sent to you by 

your child/childrenôs school/s and 

any messages you may have 

sent to school using our óContact 

schoolsô feature in your account. 
 
Click the View all alerts &  

communications bu tton to 

see  further history.  
 
 
 
 

Communication history  
 
Go to View communications>Communication history  in the óI want toéô 

area on the left of your screen.  
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You can choose to Show all , Messages from schools  or Messages to schools . 
 
If you wish to change your alert settings you can do so by going to óView/edit 

profileô and selecting óAlertsô or by clicking on the Change alert settings button  in 

the  Communication history screen.  
 

Sending a message to your childôs school 
 

If your school has óopted outô of our óUser messagingô feature you will be unable to 

contact your school directly within ParentPay using our óContact schoolsô feature. A 

message will be displayed on screen with a list of children this feature is not 

available for and you  are advised to contact the school in another way.  
 
Please note: The send message feature is intended as a general communication 

tool; in  the event that you need to contact school urgently or tell them important 

information pertaining to your child you mus t contact them directly by phone.  

 
Go to View communications>Contact schools  in the óI want toéô area on 

the left of your screen.  

 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 
 

 
Name: Select the child the message is in relation to   
 
Message category: Use the drop down menu to select   
 
Enter message: Type your message in the box   
 
Click Send message   












