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The NEW ParentPay for parents

Following extensive customer research and independent usability studies we have developed
a fresh, simple user-friendly site for the new ParentPay application.

Your home page

The logos of all schools your children attend will be visible at the top of the screen; clicking
on a school logo allows you to view that school’s individual ParentPay welcome page.
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The top right of your home page will display your name (entered when you activated your
account) and your username, You will also be able to use the quick links in this area to:

M Overiew  Mathaniel  Rachasl | Aprl © Christine Add another child

(&) Items due for payment

«  View/edit your profile
=  Logout
= Basket: add, edit and view items in your basket before proceeding to *Checkout’

The *Overview’ area of the page displays an overview of your children - if you have already
added all your children to a single account you will also see tabs for your other children,
clicking on these tabs shows information specific to that child. If you have not already
created a single account for all your children using ParentPay and want to find out how to do
so please goto the section:’Single account / login for all your children’
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In addition, you'll see another tab on the right side of your home page ‘Add a child’ - this
is where you'll go to add more children to your account providing the school they attend is a
ParentPay school.

glmem‘ew Dan  MNathaniel = Rachael  April Chfistine: Add a child

(5 Items due for payment

Overview>Items due for payment: Payment items across all your children.
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want 1o...
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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/children’s schools or those you've sent to school from
within ParentPay and any automated alerts you have received.

The left side of your screen has clear, concise ‘I want to...” navigation and a ‘ParentPay
support’ area should you need any assistance.
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Account Activation & Single Account / login

In addition to a new look and feel one of the key features we've introduced is the ability for
parents with children at different schools to add up to six children to 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. Here's how:

Existing parent user — creating a single account / login
IMPORTANT: you must log out of all your ParentPay accounts before you start.

Choose one account to ‘add’ 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 ‘*only’ set of account lagin details you use in future.

e (o to www.parentpay.com

o Login to the account you wish to have as your future login for all children/schools
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Next: Go to the ‘Adding children to your single account/login’ section below for
information on how to ‘add children” 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 username and password for those children,
choose one child’s details to activate your account.

Go to www,parentpay.com

Enter the username and password you have received for one of your children in the
account login area.

Click Activate.
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Next: See the *Adding children to your single account/login’ section below for
information on how to ‘add children’ to your account.

Adding children to your single account/login
v Click on Add a child

@Ofemew Dan  Mathanizs| | Rachael = Apfil  Christng

() ltems due for payment
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The school, pupil name, year group and class will show on screen.
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Adding from account: r2etqluz (paris Foster)
School Pupil Year Reg. group

Sunnyside School Nathanigl Horman 1 1bC

Add child to your account

After you canfirm 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 can repeat 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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Making changes to your account

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 'I want to...” area of your home page View/edit profile>Your details

our detalls - Edi I i
| want to... Y t Edit login credentials

Pi2as2 confirm your password 1o make changes loyour lagia datails
Golo linmepnge o Coafirm existing passwerd:

4%y Pay for items Q
e Sl LU SRS NV ET b I ‘L
Make bookings (> ]
W T i Your password must coatain batween 6 and 30 characters and contain at kast one letter and ona nambar,
4 Passwords are case sensdive, @

View transaction history o To leave your password uachang ad, leave both pew password boxes blank.

A1 Changa password:
View menus & choices o I

Re-eater password:
View communications O |
e T Yout cartently stofed secret answer is nol displayed for secunty 1eascas Tolzave your sacret quastion

View | edit proﬁ]e o unchangad, leave tha answer box Bank.

Charge eecret quastioa:

Your details

| Vibo was your faezuts

Secretanswen

First, you'll need to confirm your existing password - then you can make any changes
required.

Don't forget to click Save.

Managing your phone 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 alerts for things such as a low dinner money balance for your child/each of your
children.
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Automated text message alerts that you request are payable by you at 0.06p per message

sent.

Text messages sent to you from your child’s school are at NO charge to you.

Entering your mobile number

Go to the 'T want to..." area of your home page View/edit profile>Phones & Emails

| want to...

View communications

View | edit profile
Your details

Phones & emails

Go to homepage [y}
@eworiems O
ke bk A
Viewtrmsactiontistoy @
;ﬁe\v rr;enus & choices [ » ]

Phones & emails

Phone number

Phone:
Notsupptied

D

Mobile numbers

1tain mobite phene:
0000000000000 (Regislered) ¥
* Addoredid mobile numgers

o Click here if you have racelved a mabils reqistration PN
+ Vizw a statement of your ParentPay tad balance

Additional mobile numbers

00000000000000 (Regislerea)
00000000000000 Resend recistration Pitl

Only your matn motila numteris used for your sulomated ted aleds using alerds

Al mavile numbers arevisitle tothe schcol manager They may send you tens using tha ParentPa; Communicate
Cenlre™.

e Phone number: your home, office or other number

o Mobile numbers: this area contains your *‘main mobile number’ - 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 registration
PIN in order to ‘register’ your mobile - If you do not ‘register’ your mobile you will be
unable to receive automated SMS text alerts from ParentPay.

You do not need to ‘register’ your mobile number in order for your child/children’s’
school to send you SMS text messages.

10
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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 back into your ParentPay account, go to the ‘I
want to..." 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 - 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 ‘T want to...” area of your
home page and click on the ‘Other’ tab.

Step 3: Choosing the alerts you want to receive
Go to the "I want to..." area of your home page View/edit profile>Alert settings

Choose which alerts you wish to receive for your child/each of your children and set
the threshold (balance) at which you wish to receive alerts. For more guidance
please see our ‘Alert settings’ area later in this guide.

* Additional mobile numbers: you are able to provide a number of mobile numbers
to enable the school to send you text messages - schools can choose to ‘send to all
mobile numbers’ in the event of an emergency.

o Email addresses: it’s likely that you provided an email address and verified it
during the activation of your ParentPay account and this will show as your ‘main
email address’ - 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 communications - your
school can disregard these settings if they choose.

Alert settings
A great feature of ParentPay that allows you to set and receive automated alerts from

ParentPay for low balances and other purposes! It's quick and easy to setup giving you
peace of mind that your child/children will never be refused a meal due to lack of funds.

Go to the 'I want to..." area of your home page View/edit profile>Alert settings

11
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| want to...

Go to homepage

L% pay for items
IMake bookings

View transaction history
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View I edit profile
Your details
Phones & emails
Child details
Child contacts
Add a child to your account

Alert settings
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Alert settings

Recelve automated alars from your account by email and SMS text
message. Balance alerts are not available in all schools

¢ Balancs alerts are svailable in all of your schoals
Alerls unsubscribed

+ Reagister vour emails and mobils ghones
+ SHSTerms and Conditicns
+ Parents guida - Ted aleris and school communication

Balance alerts

Max evary 2 days, when account balance reaches the level sel by you.

Hew item alerts

IMax. once a day, when school creates a new payment item for your children.

Payment alerts

Vihen school receties a cheque. cash or PagPeoint payment for your child

Message alerts

Senl as atext to inform you when your school ends you an email through the ParentPay Communication Centra™.

Balance alerts

service Child Threshold Emailatert Textalert

Normat School meats {aa Baten == | 0 O
£3 83 |

Sunny Meadaw Frivary Schasl meals: Pre- ['an Boten (Erw [ ]

The *Alert settings’ screen will confirm if you are able to set ‘balance’ alerts for all of your
children - 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 ‘Threshold’ for each child. We recommend that this is set to cover the cost of
meals for 3 days in order that you have time to top up before your child may be refused a

meal,

New item alerts: you can choose to receive an alert when your child’s school sets up a
new payment item for your child

Payment alerts — cheques and cash: you can set up alerts to tell you when a
cash/cheque payment has been recorded against your child’s account in school ensuring you
know the payment has been received safely.

Payment alerts — PayPoint: in the event that you are a cash based payer and are using
either a PayPoint card for school meal top ups and/or barcoded letters to pay for trips , you

12
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ParentPay

are able to set alerts to notify you once the payment shows in your child’s account in

school.

Message alerts: a great way to know that your school has sent you a message in

ParentPay,

Selecting items and making payments

Using your basket: Quick add items

Pay for all your children in one easy place with our quick add basket! The ‘Overview tab’
on your home page shows items due for payment across all of your children.

% Dinner maney for The Denewood
Community School - Rachas!

Provided by: The Denzwoods Communky
B Schocl
Editameunt
i [ 1000
Un - €10.00 1 1fse- €120 60

Add lo basket

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

Edit the ‘Amount’ to pay and provide any ‘Notes’
and ‘Consent’ if appropriate in the pop-up window.

Click Add to basket and keep repeating the
process until you're ready to ‘Checkout’.

% Hello, Pamela Boyle (parent?22)
View I edit your profile | Log out

Baskel £0.00 (0

Dascription Amourt

tions D Sunny Mzadaow Primary Schoal i !
- mesls: Pre-booking service - Pupds .

Pay for more ilems Checknlt™

13
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Viewing more details about your payment items before adding them

Go to Pay for items in the ‘I want to...” area on the left of your screen.

The screen will default to the *All items’ tab displaying each item available by child with a

full Description of the item, Due date and Amount.

| want to... Pay for items

Go to homepage (>

[ >]
(»]

Alitems  Dan  Nathanlel

Pay for items

Pua data Item description

Make bookings

School

Rachazel

Chaase the items to pay for fromthe list oelow

Dinner money for The Denewood Community

April | Chriskne

Giher

Hima Amount

Rachazl €000 TH Addlsbastet

School meals at £2.00 parday. Minmum paymenl s
£10 1 weel = €10 ha'ttermly €60 t2rmly £120. Any
batarces pré camisd ovdr Any funds remaining at the
ead ef scheal can ke refunded or transferred o
st8ngs on receipl of writen nstructions

Provided by: Tha Deaewcods Communty School
Balance: €475 €3

T_f? Edt amount or add petes

binner money for The Denawocd Community 000
$chool

Schocl meals at£2.00 par day. Meimun payrent B

£10 1 weel = £10 ba'f termy £6X tzrmiy £120. Any

batarces ere carried over. Any funds remainhg st the

end of schoal can te refundsd or transfered ta

sibings en recsipl of writza insbructions

Provided by: The Denawoods Communty Schodd

Apal of Addiobastet

Balance: £527 (0

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 amount 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 ‘Basket’ will pop up. Once
ready to make payment go to your ‘Basket’ 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,

4 Hello, Pamela Boyle (parent22)
View | edit your profile | Log out

Basket £0,00 (0

Description Amount

Dare Suny Mesdow Primary School

. : £0.75
maats: Pre-booking service - Pupis

Pay for more ifems

“Checkoin |

14
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View and pay by child

Click on the child’s name tab from your home page or via Pay for items in the ‘I want
to...” area on the left of your screen,

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

Altitems  Dan | Mathanisl  Rachael  April  Christine  Other
Item description Hame Amount

School Meals for WEBEX Test School lathaniel £0.00 fﬁ. Add to basket
| The mirimum emsunt payabls is €10 Pizase ensure you keep your

scheol meal account in credt

Provided by: Sunnysids Scheo!

Balance: £2 30

T4 Edt amount or 844 notes

Tuck shop topup Kathaniel £0.00 j- Add o basket
Bnemum paymeant £5

Provided by: Caterer & Doug

Balsnce: £0 00

£ Edtamount or 8¢d netes

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 time you add an item to your basket, you &\ Hisiio Pamels Bosle arent22)
will be directed to the top right of the screen and View ! edit your profile | Log out
a preview of your ‘Basket’ will pop up.

Basket £0.00 (0

Once ready to make payment go to your ‘Basket’

and click Checkout. Dessription Aot
tions Dan Suniny Meadow Primary School e

You will have the opportunity to review your SN R pr e

purchases, remove any you did not intend to Theckam
make or edit those you did before proceeding to '
make your payment as normal by clicking Pay
securely now,

Paying for ‘other’ items

The 'Other’ tab will display items not necessarily associated with your child such as the
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 ‘Basket’ will pop up.

Once ready to make payment go to your ‘Basket’ and click Checkout.

15
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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.

Transaction history

Quick view your most recent payments
The ‘Recent payments’ area, towards the

bottom of your home page, shows the most & Recent payments

recent payments you have made across all your Date Aesount | Type. | Detalis
children. 23 Feb 2012 £7500 Card Greenacres...
To view more transactions, click on the View A Eehalz a0l eerd.  Chesl
payment history button. You'll be able to run 27 FEW2012 2100 "Card  Civiskaae
historical reports across all your children or 27 Fev 2012 £61.00 Card  Chriskras ..
choose an individual child to view your payment 27 Fen 2212 €1600 Cerd  Christmas .
history for. 22Feb 2012 £45.00 Card Music Tul..

View payment isfory

View payments made between dates you choose
Go to View transaction history in the ‘I want to..." area on the left of your screen.

» Name: Choose the child you want to view payments for or leave as ‘All" to report on

payments across all your children

=  Payment item: Narrow your report down to the item you paid for or leave as "All’
services for a complete history of payments 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

16
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| want to... Payments

Go 1o hemapage (> ] Please selectthe child, item(s) paid for and dales you would like to
SR e O T 2 search.
Pay for items D |
Make bookings [»]
& e e e
4 | viewtransaction history Lv) ”Ti
g Payments | RachaelBoyl: =
b Account stataments Payment item:
Alserdces - o .
'i Start date:
| —_— 1
i
JﬁO?JHQDH | g2
| End date:
| == .
|| agzo12 | E

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

Selected period 01 Hov 2011 -31 Jan 2012
Humber of records 74
Total £151380

. Payment € Date |
Chag Paymenttem rrtihed Ainunt | peid Pasdto Koles
Rathsst  Greznazreswstbs lendcn hA RLET ST
e Cec
N1
Fackssl  Gretosoresystbylondon ParertPay 130 R Cra10 £41350
INZETIIDE413E) oning Qe
@on
Fschsal  Chemy Orchacd Pricary valt ParentPay e 14 re
I5 Stansfied ordne D¢ Lerewacds

Racrasl  ValiztheVizozands Cerve ParerFay €42 19 e |
cring D2z =

Rackast  Deesrmgeey tarive Parecifay 3w €3 e
Cerencad Commyety Seheal onine Csc

View statement of transactions for a selected month

Please note balances are only available to parents whose children attend schools who have
opted for daily balances to be sent from the school canteen to ParentPay.

17
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Your ‘Account statements’ are monthly reports on items where there may be
‘transactions/charges’ against the payments you have made such as for a school meal
account. Go to View transaction history>Account statements in the ‘I want to...” area
on the left of your screen.

Hame:
i Can I

Account:

[ Sunny Meadow Primany:Sunny Meadow Primary School meals: Pre-bocking service - Pupils E]‘

Statement month:

| February E[I ‘ 2012 E”

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

Date Description Paid out Paid in £ Balance
01 Feb 2012 Opening balance -4.00
20 Feb 2012 ParentPay 0.00 9.75 £75
20 Feb 2012 ParentPay 0.00 975 15.50
21 Feb 2012 Lunch time:Pupil lunch frem 21 Feb 2012 charged 2.00 0.00 13.50
21 Feb 2012 ParentPay 0.00 975 23.25
22 Feb 2012 Lunch time:Pupil lunch from 22 Feb 2012 charged 2.00 0.00 21.26
2% Feb 2012 Closing balance 21.25

» Name: Choose the child you want to view transactions for or leave as ‘All’ to report
on all payments for all your children

= Account: Narrow your report down to the item you paid for or leave as ‘All’ services
for a complete history of all transactions

18
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= Statement month: Select the month and year using the drop down menus

= Click Search

Alerts and communications

Another great new feature enabling you to view a history of all automated alerts, messages
sent to you by your children/s’ school/s and any messages you have sent to school via
ParentPay. You can even access copies of letters, emails and texts!

Parents can receive alerts for a range of different reasons; when a new item is added by the
school to ParentPay, when a cash or cheque payment has been recorded by the school on
your account and where available alerts to low balances on your account. You can receive
these alerts by email and / or SMS text to your mobile.

Quick view your most recent Alerts & communications

The ‘Alerts & communications’ area, available bottom right of your home page, enables
you to view the most recent history,

across all your children. - )
Y ¥ Aleris & communications

The breakdown shows automated
alerts, messages sent to you by your
child/children’s school/s and any 28Feb2012 | ] Letter - Rachasl trip zoo
messages you may have sent to
school using our ‘Contact schools’

Date Subject

27 Feb 2012 Li Letter - April

feature in your account. 27Feb2012 || Letter - Rachael

Click the View all aleris & 27 Feb 2012 [-7] Email - Payment reminder for trip
communications button to see

further history. 27 Feb 2012 | ] Email - Paymant reminder for trip

27 Feb 2012 [><] Email - Payment reminder for trip

View all alerts & communications
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Communication history

Go to View communications>Communication history in the ‘I want to...” area on the
left of your screen,

I want to... Communication history
Goto homepage ) Vizw all aleits and communications from the (35190 days in e laste Cbange aler settings
S e e T T gy telow. Yeur alert seftings can te &tered on your picfils
Pay for items Q
SRR s ¥ 1-1000172 alerds & communizations - <|>>  stew sl -
Make bookings [+
e e Date Type Subjact
View transaction history (5] .
i el oA ) g Lo e, 1£0ec 201 i} Letfter
View meous & choices O 1e0ee 2911 3 Leter
View communications Q 14022 2010 | Leter
Communication histery 14 0ee 2011 Letier
el
7Cm?cl ilfhct:!s - 140222311 Ly Senlmassags
C30ec 201 L1 Latter
a
= c20ec 23t 5 Letar
C30ec 2011 3 Litter
fap=czon i Letter

07 Cec 2011 by Seof message

You can choose to ‘Show all’, select *Only messages from schools’ or ‘Only messages to
schools’.

If you wish to change your alert settings you can do so by going to ‘View/edit profile’ and
selecting ‘Alerts’ or by clicking on the Change alert settings button in the
Communication history screen.

Sending a message to your child’s school

If your school has ‘opted out’ of our ‘User messaging’ feature you will be unable to contact
your school directly within ParentPay using our ‘Contact schools’ 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 schoal 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 must contact them directly by phone.

Go to View communications>Contact schools in the 'I want to..." area on the left of
your screen.
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| lwantto... Gontact schools
1 | Gotohomepage [ * ]
=
. = L T s « Rachael
1 | Pajtoritems o o Kgi
i Make bookings [ ») Your schiael has opted cut of this ParentPay faature. Plzase contact
7 e e e S your schoolinthe usual waj e g bylelephona or emal
5 View transaction history (»]
View menus & choices [»]
View commuaications o . IMPORTANT: Please nole that this message is sent directly to your
Commurication bistory chiid's schocl notto Paren!P..iy. ) .
Do notsend a message hare if # contains importantintarmaton that
Contacl schools could @Tectyour child s well b2ing Fleass contad the school diuecty.
Hame:
Can -
Message calegory:
Pesss selactcategory -

Enter message:

= 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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Setting up Alerts

Go to the ‘I want to...” area of your home page View/edit profile>Alert settings

| want to...
Alert settings

Go to hemepage (»] Recelie automated alers from your account by email and SMS tedt
i S | . A (a4, message. Balance alerts are not avalable in all schools
iF4 Pay for items ()] = -
O L R S GEECEI Ry & @ Balance alers are available in all of your schoals
Make bookings ° —_— = e
= Wbt A S T S o T AT 8. 08 Alerts unsubscribed

§ X = . oistzryour emalls
Yiewstansaction aistory o « SMS Terms and Conditicns
i e T i ¢ Parents quide - Text alerts and school communication
View menus & choices (b
el ANLIEE gl SR R H e SR L D Balance alarts

. ok Max every 2 dajs, when account salance reachas the level set by you,
View communications ° deltenale s
T p— S Iax. once a day, when school creates a naw paymenlitern for your chilidren
View ! edit profile © Payment alerts

VWhen school recefves a cheque. cash or Pa;Point payment for your child

Your details Message alerts

Sentas ataid, ta inform you when your schoo! sends you an email through the ParentPay Communication Cenlre™.
Phones & emails
Balance alerts

Child details
Child contacts Service Child Threshold Email alert Textalert
Add a child to your account Hofmal.5ehoot pedit Ran Bokes Es) | 8| &

Alert settings

Suany Meadow Frimary School meals: Pre- Dan Balten

(o | g £l

The *Alert settings’ screen will confirm if you are able to set ‘balance’ alerts for all of your
children - 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 ‘Threshold’ for each child. We recommend that this is set to cover the cost of

meals for 3 days in order that you have time to top up before your child may be refused a
meal.

New item alerts: you can choose to receive an alert when your child’s school sets up a
new payment item for your child

Payment alerts — cheques and cash: you can set up alerts to tell you when a
cash/cheque payment has been recorded against your child’s account in school ensuring you
know the payment has been received safely.

22



®
The New ParentPay for Parents Downloadable Guide P a r e n t P ay

Payment alerts ~ PayPoint: in the event that you are a cash based payer and are using
either a PayPoint card 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 child’s account in
school.

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

Make bookings

If the school is using our ‘bookings/selections’ module, you may be able to pre-book meals
or sessions for certain types of payment items such as school meals and before/after school
clubs. Go to Make bookings in the ‘I want to..." area to the left of their screen.

Menu selections
I want to...
Go to homepage (3] Booking Tipe:
e e e x —— Lunchtmse =
Pay for items O Viamme:
Make bookings ° Denfoten =
5 A e e T e \Week commencing:
iz v
e
]
° Booking type: Current bookings
select when p2scription o Wl B TR
the eve_nt IS £3183%cn - Lurch tms 00 4 e €300 A Eat
Lunch time,
Breakfast etc. Total cost £8.00

o Name: select
the child you
want to make
a booking for

A IMPORTANT: To complzte beoking make payment before logging out

*  Week commencing: use the drop down menu to select the week you wish to make
bookings for

o Click Search

You can then view ‘current bookings’ for that ‘booking type’ on screen (as per the Current
bookings area shown in the above screenshot).

o Click Make selections to proceed to make your bookings
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Booking a meal/session — no menu selection

This feature is not available to all parents only those that have children at schools that have
subscribed to our bookings module.

o Book a meal/session: simply click on the day that they want to book the meal for
and that day will turn green with a tick

o Cancel a previously booked meal/session: click on Clear day in the column of
the day the meal is hooked for

s Past event: past bookings/sessions will show with a ‘Padlock’ sign as they are not
editable after the event

o Bookings breakdown: the right of their screen will show a breakdown of
meals/sessions booked or cancelled during this login session, credit to be added
before they logout, current balance of that account (school meal account or similar)
and total cost of all bookings they have made during this session

Mon Thu Fri Show symbols I Help l Hide info
10 . 3
i : “beh 15e0 Dan Bolton - Lunch time
f Bookings added 1
¢ School meal School meal / School meal
Bockings canceled 2
Credt added teday €2.00

Bslance today €0.00

Ry,
Dan Bolton - Lunch time

Costof all baokings £2.00

Payment due £6.00

g . . e A e £ |
" EE Checkout
Save and select more

Cancel

Clear day

T Wiaurmanne E rhalrac T

o <<Previous or Next>>: use these buttons to go to the previous or following week
to make more bookings at this time

o Save and select more: click to save the bookings on this screen and make
bookings for another child before paying

o Checkout: click to go to the basket and confirm that they wish to Pay securely
now
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Booking a meal = menu selection

This feature is not available to all parents only those that have children at schools that have
subscribed to our ‘bookings selections’ module,

¢ Book a meal: simply click on the menu item you want to book for your child and
that item will turn green with a tick

¢ Cancel a previously booked meal/session: click on ‘Clear day’ at the bottom of
the column of the day the meal is booked for

o Past event: past bookings/sessions will show with a ‘Padlock’ sign as they are not
editable after the event

° Bookings breakdown: the right of your screen will show a breakdown of
meals/sessions booked or cancelled during this login session, credit to be added
before you logout, current balance of that account (school meal account or similar)
and total cost of all bookings you have made during this session.

=

Julia Bowen - Lunch time

m B Ly

Bg cut

X R T e s (R
Pd afen TiFen i Feh 1 s 3 s bl |t | o ams)
Sk symboly Eida info
e Spaghart f Pork Sacssges Boen Beel -\1‘/ Fonzy Glazed Coapy um-req/ Juia Tonck e -
Carbonars with with Mashed Yorkadurp Puding Chicken with (i hwth Chvpa JulaBowen-Luachtme
lﬂ Cotc Bread Potety & Onien wln Roast Srioary Fice ] = l
Gravy Fulibirs A Goany e 5 P

—q Extiirgs carceled 4
1 Ltsrgherits Piera Vegsuiblz Fotpol  QueraTeadinthe Temato B Bazn Wushroom &
v waith Pota‘o 6] Hole fv) with Reast Pasta(v) Chzese Omelzttz Coul e2led odyy (3 -0
Wedgzn (4) Fotators & Gravy vath Chips (v) Baiice Lodsy (332
Gty N N
Jxketpotstowth Jaketpontowith  Juketpobitowith  Jsckstgcltowith  Jachetpotsto with Costetal bociings )
Ty tuna tuna bma tany tuna
L3 Papment doe 00
— | Jacketpotsto woth hicketpstatowith  Jackstpctatowith  Jackelpotstowith
o tera & mayo tars & mayo ture & mayo tar2 & mayo
__ Jach et potsto with Jacket potato wth Jackel potato with Jacket potato with Jachetpotsto with
Vied checiz eheese chazie cheess cheess

Viey | Jacket potstowith Jacket potato with Juzhet potsto with Jaekey patata with Jackelpotalo with

Baked basns babed baang tahed beany baked beany baked basrs
Viey Jachetpotato with Jacket potsto wth Jacket potato with Jackel petatowith Jacket potato vith
] cheeie and baked chezse and baked chezae and baked chease pnd boked chezge end baked
View b2ans beans beass beins by

Ve Jackztpolato wth Jackel polato with Jacket potstownth Jacket potato with Jackel potato wath
' COALCA chitken  Coresption chickan  corcastionehiben  cotomstoncheken  coconation chicken

S
Fieugherians with Pioughmans vith Pioughmans with Pioughmans \«" Ploaghmyns with
1 kam ham ham LT hsm
@
Piczghmians with Picaghmans with Pasughmens vth Ploughmans with Ficughmans with
turkay tarksy tarkey tuthey tarkey
fax
- Fioughmans with Fioughmans vith Poughenans with, Fieaghmans with
vird thaese cheere chease cheese

o < <Previous or Next>>: use these buttons to go to the previous or following week
to make more bookings at this time

o Save and select more: click to save the bookings on this screen and make
bookings far another child before paying

o Checkout: click to go to your basket and confirm you wish to Pay securely now
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Viewing menus & choices

Please note this feature is only available to parents whose children attend schools which

have opted to send meal information from the school canteen to ParentPay

Q)

Go to View menus & choices in the ‘I want to..." area to the left of your screen,

| want to...

Go to homepage O
@rowrems O
Vo hiskns Gt I
ewtrausactonblatory i
vewnssades O

View menus

Menus & choices

View wasidy manus and chotzes telow. HNenu selachons c3n be mads
on tha Make bockings page.

1 View menus

Evenl tme: Veek commencing:

i
s e {oacona | pm
Lurch e [ Enteanz | B

Show mean

—

1 Juia's menu for week beginnng 20 Feb 2012 << Vigw predous week | Viswnedwesks >
Juliz
Mon 20 Feb ® Tue 24 Feb ® Wed 22 Feb ® Thu23Feb ® Fri2d Feb ®
Peone Pasts win Baaf Hawaisn Pizza with Roast Chicies with Mnczd Beel Cobbier Ssicn Fah Firgess
Bsbonsie PolataVWedges Sa32 4 Onkea Stuffng weith Naw Folaloes win Chs
@ @ @ (6] @
égeiatis Quche win  Polato & Chipea Curry Lesdrosstsnd Roast Quom Vegelabls Witap
New Poiatoss vl with Steared Rice (v} Poisizes & Gravy Macarpni Cheesa (v) wih Chics ()

o FEvent time: defaults to lunch time

o Week commencing: choose the week to view the child’s school menu

o Click Show menu

o Click on the Make bookings button to make bookings at this time

Viewing existing/past/future bookings for a child

The ‘Dan’s menu for the week

beginning 20 Feb 2012’ area in the

11 Dan's menu for week begmning 20 Feb 2012

®

ParentPay

< <Mawpradous week | Vigwnedwseh>>

screen shot opposite shows Dan's Rl e et ] el ? Chmvee

booked meals that week,

Click ‘View previous weelk’ or

‘View next week’ to go to the date

you wish to view

Mon 20 Fed §  Tueifen o Vied22fed ¢ Theafes
Schzel meal Sehosinesl S = Sckastmes
@ ‘
Maka bookings

®

Frizd feb

ga

b

chroent
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