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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 |l ogo allows you to view that s
welcome page.

=
‘3 T - 4 Hello, Pamela Boyle (parent22)
s ~ gl View / edit your profile | Log out
S & 20 :
" - :
- D - . ~ Basket £0.00 (0
ParentPay S

Pay for items | Make bookings | Transaction history | Menus & choices | Communications

hCgltj\fewic-:‘w Mathaniel Rachael April Christine Add another child

| want to...

S R ~ {5 tems due for payment

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:

1 View/edit your profile

1 Logout
1 Basket :add, edit, view items in your basket before proceeding to 6Checkout 6
The 6 Ov e r v iamavdf the page displays an overview of your children . | fyou 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
outhowtodoso , pleasego to &i ngl e account / |l ogin for all your
In addition, you  will see another tab on the right side of your home page named 6 Ad d
a c¢ hi [Thisds where you will go to add more children to your ac count , providing

the school they attend is a ParentPay school.

_@ Overview Dian kathaniel Rachael April Christine Add a child

{5l Items due for payment
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Overview>Items due for payment: Payment items across all your children.

| Want tO éﬁ Overview Dan Nathaniel Rachael April Christine Add a child
{4} Items due for payment
Go to homepage o g 3
Due date item description Name Amount
Pay for items °
Sunny Meadow Primary School meals: Pre- Dan £9.75 j. Add to basket
Make bookings o booking service - Pupils, Bal: £-4.00
28 Oct 2011 Autumn Term 2011 Music Tuition Fees April £0.00 j. Add to basket
View transaction history o
12 Nov 2011 Visit to the Woodlands Centre Rachael £6.00 'j. Add to basket
View menus & choices °
12 Nov 2011 Visit to the Woodlands Centre April £6.00 j. Add to basket
View communications (> 26 Nov 2011 Christmas School Party 2011 Dan £5.00 TH. Addto basket
View / edit profile ° 01 Dec 2011 Tickets for the school pantomime - December 16th Pamela £0.00 j. Add to basket
View school & caterer © Pay for more items Checkout
® ParentPay support @ Recent payments (50 Alerts & communications
Date Amount Type Details Date Subject
Search help topics °
08 Feb 2012 £5.00 Card Spring Ter... 07 Dec 2011 Sent message - Question about payment..
Jakg e tour ° 08 Feb 2012 £5.00 Card Spring Ter... 28 Nov 2011 Sent message - Question about payment..
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
childrenthat you have received from your child/childrenodos

to school from within ParentPay and any automated alerts you have received.

The left side of your screen has clear, concise 61 want navigatiah and a
0 Par e n tsRuapyp o ar¢a&hould you need any assistance.
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Account Activation & Single Account / login

Parents with children  at different schools can add up to six childrent 0 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 I creating a single account / login
IMPORTANT:  you must log out of all your ParentPay accounts before you start.
Choose one account to O6addé6é the rest of your accour

single account / login for all your children in future; the username and password for
this account will become the 6onlyd set of account

Go to www.parentpay.com  and | og into the account you wish to have as your future
login for all children/schools

©

ParentPay
'ch Q AvoutusQ Vl’wc'\':,- © scnoos @ Authontes @ Caterers @ | Suppot @ contacius © I 1 ociang for » ]
! ‘ 'Account Login 7
Over 10,000 parents have had their say... [
Pasyeroed
DOWNLOAD ® )
the FREE LACA/ParentPay School
PR'leals and Daily Life Issues Research iy | | want to know more about...
eport
— | UATESTVACANCLS " [»]

Next: Gotothe 0 Addi ng chtio dyroeunr singl e acseaannt /| ogi nd
belowfor i nf or mati on on how to 6add childrend to your &

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 childbds details to activate yc
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: Gotothe 6 Adding children to your s sectpn belowfocount / | o
information on how to 6add childrend to your accour
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http://www.parentpay.com/

Adding children to your single account/login

Click on Add a child

@ Overview Dan Nathaniel Rachael April Christine Add a child

(5} ltems due for payment

Due date Item description Name Amount

Dinner money for The Denewood Community Rachael £0.00 j Add to basket

School

Dinner money for The Denewood Community April £0.00 j. Add to basket

School

SMS Text Alerts Pamela £0.00 TH Addto basket
12 Nov 2011 Visit to the Woodlands Centre Rachael £6.00 j. Add to basket
12 Nov 2011 Visit to the Woodlands Centre April £6.00 j. Add to basket
28 Oct2011 Autumn Term 2011 Music Tuition Fees April £0.00 j Add to basket

Pay for more items Chedrmut“

Enter the username and password for your other child
Click Search
The school, pupil name, year group and class will show on screen.

Adding from account: r2etqluz (paris Foster)
School Pupil Year Reg. group

Sunnyside School Nathaniel Norman 1 1DC

Add child to your account

After you confirm the add, these pupils will be transferred to the account you are logged into and the old account will be
disabled.

Click Add child to your account to confirm this is the child you wish to add to
your account. You canrep  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:
Gotothe 61 want areaofydur home page. Select the View/edit profile

option and click on

Your details

| want to...

Go to homepage

] pay for items

Make bookings

View transaction history

View menus & choices

View communications

View | edit profile

Your details

You will need to confirm your existing password T thenyou can make any changes

required.

Ensure you c lick Save .

©ParentPay Ltd

©O 0O 0 0 0 0 0O

Your details - Edit login credentials

Please confirm your password to make changes to your login details

Confirm existing password:

Change username:

parent22

Your password must contain between 6 and 30 characters and contain at least one letter and one number.

Passwords are case sensitive. ©
To leave your password unchanged, leave both new password boxes blank.

Change password:

Re-enter password:
@

Your currently stored secret answer is not displayed for security reasons. To leave your secret question
unchanged, leave the answer box blank.

Change secret question:

Who was your favourite teacher? [=]|

Secretanswer:

Page 6 PPTA 06/07/2015 12:57
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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 cbuldbés schoo

Entering your mobile number

Gotothe 61 want ataoéydurhomepage . Click View/edit profile and
select Phones & Emails

| want to... Phones & emails
Phone number
Go to homepage o
Phone:
& Pay for items (»] Notsdppied
Edit
Make bookings ()]
. 4 i Mobile numbers
View transaction history ()}
Main mobile phone:
View menus & choices [y ] 00000000000000 (Registered) @
« Add or edit mobile numbers
View communications o » Click here if you have received a mobile registration PIN
« View 3 statement of your ParentPay text balance
View | edit profile (v
, Additional mobile numbers
Your details
) 00000000000000 (Registered)
Phones & emails

00000000000000 Resend reqistration PIN

Only your main mobile number is used for your automated text alerts using alers.

All mobile numbers are visible ta the school manager. They may send you texts using the ParentPay Communicatio
Centre™.

Phone number : your home, office or other number

Mobile numbers : this area contains your Gnai n mobil e n uhmswikbedhe
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
PINinorder to O6registerd your mobile.
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I f you do not Oregisterd your mobile you wil!/l be
text alerts from ParentPay.

You do not need to O6registerd your mobile number
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 ol
want t aréabView/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 i 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 viat he 01 wa natea df yodr 6
home page and click on the 6 Ot he¢ab 0

Step 3: Choosing the alerts you want to receive

Gotothe 61 want ateaoéydur homepage  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
pl ease see our OAlert settingsd area | ater in thi

Additional mobile numbers : you are able to provide a number of mobile numbers
to ena ble the school to send you text messages ischools can choose to 0:s
mobile numbersd in the event of an emergency.

Emailaddresses : i to6s |likely that you provided an email
during the activation of your ParentPay account an d this will show as your
emai | a didyouease slie 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 i
your school can disregard these settings if they choose.
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Alert settings

You are able to setand 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.

Gotothe 61 want arcaofydurhome page . Select View/edit profile and
Alert settings

| want to... Alert settings

Go to homepage Receive automated alerts from your account by email and SMS text

message. Balance alerts are not available in all schools

¥ Pay for items
& Balance alerts are available in all of your schools

Make bookings
Alerts unsubscribed

* Reagister vour emails and mabile phones
* SMS Terms and Conditions
* Parents guide - Text alerts and school communication

View transaction history

View menus & choices
Balance alerts

Max. every 2 days, when account balance reaches the level set by you.

New item alerts

Max. once a day, when school creates a new payment item for your children.
Payment alerts

When school receives a cheque, cash ar PayPoint payment for your child

Your details Message alerts
Sent as atex, to inform you when your school sends you an email through the ParentPay Communication Centre ™.

View communications

000 0O0O0O O

View | edit profile

Phones & emails
Balance alerts

Child details
Child contacts Service Child Threshold Email alert Text alert
Add a child to your account Mol Scheol mes DanBolton [ o (] [l
el Sunny Meadow Primary School meals: Pre- Dan Bolton onan ] [
The 6Alert settingsdéd screen willalaorcfiormliefrtypotd oa

of your children i 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

SMStexty and set the 6Thresholdé for each child. We r
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 whe
setsup a new payment item for your child

Payment alerts T cheques and cash : you can set up alerts to tell you when a
cash/ cheque payment has been recorded against you
ensuring you know the payment has been received safely.

Payment alerts I 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 c¢childés account in school

Message alerts: a great way to know that your school has sent you a
message in ParentPay.
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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 6 Ov er v i e won yoar baine page shows items due for payment
across all of your child  ren.

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

Editthe 6 A mo u nd pay and provide any 6 Not easdd6 C o n s eifrappéopriate in
the pop -up window.

=% Dinner money for The Denewood
Community School - Rachael

Provided by: The Denewoad's Community
School

Edit amount

10.00
Win - £10.00 / Max - £120.00

Add notes

Add to basket

Click Add to basket and keep repeating the process unti |you are ready to
6Checkout 6
£ Hello, Pamela Boyle (parent22)
View | edit your profile | Log out

Basket £0.00 (0

Description Amount

I Dan: Sunny Meadow Primary School
meals: Pre-hooking service - Pupils

Pay for more items Checkout

£9.75
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Viewing more details about your payment items before adding them

Go to Pay for items inthe 61 want arteaon the It of your screen.

The screen will default to the 0Al I i taledmsglaying 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.
| want to... Pay for items

Choose the items to pay for from the list below

(V]

Go to homepage

Pay for items o All items Dan Nathaniel Rachael April Christine Other
5 Due date Item description Name Amount
Make bookings o
Dinner money for The Denewood Community Rachael £0.00 '_1 Add to basket
School

School meals at £2.00 per day. Minimum payment is

[l £10 1 week = £10 haif termly £60 termly £120. Any
balances are carried over. Any funds remaining at the
end of school can be refunded or transferred to
siblings on receipt of written instructions.
Provided by: The Denewood’s Community School
Balance: £476.09

:‘j Edit amount or add notes

Dinner money for The Denewood Community April £0.00 'j. Add to basket
School

School meals at £2.00 per day. Minimum payment is

£10 1 week = £10 half termly £60 termly £120. Any

balances are carried over. Any funds remaining at the

end of school can be refunded or transferred to

siblings on receipt of written instructions.

Provided by: The Denewood's Community School

Balance: £527.00

Select which items you wish to pay for at that time by clicking Editamo unt
or add notes/Add to basket.

Each time you add an item to your basket,

. . . £ Hello, Pamela Boyle (parent22)
you will be directed to the top right of the View ! edit your profile | Log out
screen and a preview of your ¢6éBasket 6 wil

Basket £0.00 (0
pop up. Once ready to make payment go to
your O6BasketGheckontd cl i ck o [PeREmtion Aot

Dan: Sunny Meadow Primary School
meals: Pre-hooking service - Pupils

£9.75

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 chil
61 wa mot. area®n the left of your screen.

dods

name

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

you wish to pay for by clicking

Pay for items
Choose the items to pay for from the list below

All items Dan Nathaniel Rachael April
Item description

School Meals for WEBEX Test School

The minimum amount payable is £10. Please ensure you keep your
school meal account in credit

Provided by: Sunnyside School

Balance: £2.30

“:5 Edit amount or add notes

Tuck shop topup

Minimum payment £5

Provided by: Caterer 6 Doug

Balance: £0.00

:j Edit amount or add notes

Each t ime you add an item to your basket,
you will be directed to the top right of the
screen and a

pop up.

Once ready to make payment go to your
O0Basket 6 E&heckouc | i ck

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

©ParentPay Ltd
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Edit amount or add notes/Add to basket.

Christine Other

Name Amount
Nathaniel £0.00  7& Addto basket
Nathaniel £0.00  TH. Addto basket
your o,Bgskeg Wén||
£l Hello, Pamela Boyle (parent22)

View | edit your profile ] Log out

Basket £0.00 (0

—— Description Amount

Dan: Sunny Meadow Primary School
meals: Pre-booking service - Pupils

Pay for more items

£9.75

s

PPTA 06/07/2015 12:57
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Paying for 6éotherod items

The 6 Ot h ¢ab Will display items not necessarily associated with your child such as
the SMS text alerttop - 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 6éBasket 6

Oncereadytomakepaymen 't go to your OB&hekkeut.6 and
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 6 Recent p ayarea,nowads the bottom of your home page, shows the
most recent payments you have made across all your children.

&% Recent payments

Date

28 Feb 2012
27 Feb 2012
27 Feb 2012
27 Feb 2012
27 Feb 2012

22 Feb 2012

To view more transactions, click on the

Amount

£75.00

Type
Card
Card
Card
Card
Card

Card

Details

Greenacres..

Christmas ...

Christmas ...

Christmas ...

Christmas ..

Music Tuit...

View payment history

View payment history

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 inthe 6 |

screen.

Name: Choose the chi
payments across all your children

Payment item:
services for a complete history of payme

Narrow your

d

you

want

want to

report down

nts across all items in that period

Startdate:  Enter your start date (DD/MM/YYYY) or use the pop

the date

End date:  Enter your start date (DD/MM/YYYY) or use the pop

the date

Click Search

-up calendarto select

-up calendar to select

A comprehensive list of all payments you have made and any refunds the school may

have made will be show on screen.

©ParentPay Ltd
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Selected period: 01 Nov 2011 - 31 Jan 2012
Number of records: 74

Total: £1513.80

Payment £ Date
Child Payment item

- y! ! method Amount paid

Rachael Greenacres visit to London NA -15.00 20
2012 Dec
2011

Rachael  Greenacres visit to London ParentPay 15.00 0
2012 07810 541350 online ec
011

Rachael Cherry Orchard Primary visit ParentPay 78.00 14
to Stansfled online Dec
2011

Rachael Visit to the Woodlands Centre ParentPay 6.00 14
onling Dec
2011

View statement of transactions for a selected month

Your O6Account statements?®d
Ot r actiorsaorcharges6 against

meal account.

Go to View transaction history

the 61 want areaon the léft of your screen.

Paid to

The
Denewood's
Community
School

The
Denewood's
Community
School

The
Denewood's
Community
School

The
Denewood's
Community
School

ar e
t he

Notes

07810 541350

monthly reports on
payments you have

Name: Choose the child you want to view transact
on all payments for all your children

Account: Narrow your report down
for a complete history of all transactions

Statement month:

Click Search

©ParentPay Ltd

Select the month an

Total paid in during period £29.25
Total paid out during period: £4.00
Service provider: Sunny Meadow Primary

Date

01 Feb 2012

20 Feb 2012

20 Feb 2012

21 Feb 2012

21 Feb 2012

22 Feb 2012

29 Feb 2012

Description

Opening balance

ParentPay

ParentPay

Lunch time:Pupil lunch from 21 Feb 2012 charged
ParentPay

Lunch time:Pupil lunch from 22 Feb 2012 charged

Closing balance

Page 16

Paid out

t

o

Paid in

and selectthe Account statements

t

option from

ons for or | eav

he item you pai

d year using the drop down menus

£ Balance
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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/sb6 school /s
sent 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 . You can receive these alerts by email and / or SMS text to your mobile.

Quick view your most recent Alerts & C ommunications
The 6 Al ert s & ¢ ommu areacawdilable lImogoi right of your home page,
enables you to view the most recent history, across al | your children.
The breakdown shows automated . Alerts & communications
alerts, messages sent to you by Date Subject
your child/childrends school /s an ,
29 Feb 2012 |=] Letter - Rachael trip zoo

any messages you may have
sent to school using our?™8€ont-dect

school sd feature i n youUr27FARIT O ULKtt-Rachael

Click the View all alerts & 27 Feb 2012 <] Email - Payment reminder for trip
communications button to 27 Feb 2012  [<] Email - Payment reminder for trip
see further history. 27 Feb2012  |><] Email - Payment reminder for trip

View all alerts & communications

Communication history

Go to View communications>Communication history inthe 61 want toéd
area on the left of your screen.

| want to... Communication history
Go to homepage ° View all alerts and communications from the last 90 days in the table Change alert settings
below. Your alert seftings can be altered on your profile
Pay for items (»]
&3 1-10 of 172 alerts & communications <<|=>  Showal - E
Make bookings o
Date Type Subject
View transaction histol
A o 14 Dec 2011 = Letter
View menus & choices O 14 Dec 2011 Letter
View communications o 14 Dec 2011 | Letter
Communication history 14 Dec 2011 Letter
Contact schools 14 Dec 2011 & Sent message
08 Dec 2011 Letter
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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

profiled and selecting 6 ALICkange aletsettingsliugon c | i ciki ng on
the Communication history screen.
Sending a message to your childbs school

Ifyourschool has &éopted outd of our O6User messagingd fe
contact your school directly within ParentPay usi
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 inthe o | want areaoé 6
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
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