Supporting your parents

This section covers all aspects of how your parents use ParentPay and is a great
reference for you when they have a query.

How parents activate their account

1. Goto www.parentpay.com and click on the Login/Activate tab

2. Type in the username and password received in the letter from school, be
careful when typing in UPPER and lower case letters, also be sure not to confuse
the letter | (for lemon) with the number one (1) and the number 0 (zera) with the
letter o (for orange). MNB these user details are for one-time wuse only and
will become invalid after account activation

Follow the on-screen instructions to successfully activate the account

4, Read the ParentPay terms and conditions and click in the box next to Accept
terms and conditions at the bottom of the page and click Continue

5. They will see an overview of their activation onscreen and will receive an email
confirming their account settings click Continue

The account is now activated and they are ready to start making payments.

In order to ensure they can receive password reset emails, payment receipts and any
email/SMS alerts that they may wish to request please ask them to ensure they wverify
their email address by following the on screen prompts.

Making a payment
Click on the My payment items tah,

wama [N myaccomnts  Scheol memi My alerts  Send message My prafile  Logaut
&

Put a tick in the box to the left of each item they wish to pay for
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If required, type the amount and/or quantity they wish to pay for in the Amount
column

Scroll down to the bottom of the page and click Continue
Check the details on the summary page are correct

Click Continue
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Enter their card details in the approprate fields, ensuring name on card details
are correct

7. Click Make payment
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Checking payments/accounts

Click on the My accounts tab.
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1. Select the dates between which they wish to view past payments
2. Click Search
3. They can sort the table by clicking on the title of a column

If your school is using ParentPay Dinner Money™ parents may also check payments by
account. Click My accounts then click on the Account Statements tab.
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Select the service that they would like a statement for using the drop down menu,
choose the month that they would like to view and click Search.

If your school is using our data capture module in conjunction with a cashless catering
till system in school, parents will be able to view what their child has purchased and click
through to view associated nutritional information.

Viewing the school’s menu

Providing you are using this facility and have uploaded/linked your menus to ParentPay
your parents will be able to view your menus online in their account.

Click on the School menu tab.

Hamo My paymenl dems My accounty m My plarty  Send mussage My orofiln  Logeut
e chorcos. [T &

Select the week they wish to view menus for and click Show menu.

If they would also like to view the nutritional value of the food offered, they select the
week they wish to view and click Show analysis.

If your school is using ParentPay Dinner Money™ parents can also view their child’s meal
choices.

Click on School menu, click on Menu choices.

Home My payment lems My sccounts L L0l My slerts  Send message My profile  Logout

EZTEE weeth mens a

Select the date they wish to view and click Search.
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