SIR JOHN NELTHORPE SCHOOL

S.PAY

GUIDE FOR PARENTS

MANAGING YOUR SCOPAY ACCOUNT

If you have any questions or need help with your
SCOPAY account, please email
financeenelthorpe.org.uk or call us on 01652 656551



HOW TO REGISTER YOUR CHILD’S S.PM ACCOUNT

@® If you already have an account for a child at this school or at another school,
it is not necessary to create a new account. Simply refer to the section below
How to link your child to an existing SCOPAY account.

To enable you to register your child’s SCOPAY account you will need a letter or email from
your school with a unique Link Code. You will also need an active email address. Once

your account is created, you will receive an email with a link which will enable you to verify
the account.

3.p AY LOGIN

Step 1
Using the letter or email sent
to you by your child’s school,
go to the
www.scopay.com website or
SCOPAY MobileApp

and select
J
I
| |
- |
s@¥ray
LOGIN Step 2
Email Address
Select
i Register as a new user
LOGIN
Don't have an account yet? Register ag a new user f—— — — -

STARTED.

I've forgotten my password
| can't verify my email address
Account activation process

See our freguently asked questions

Copyright 2006 - 2019 Tucasi Limited

FAQs Privacy policy Torms and conditions Resubscribe

You might see slight variations to the SCOPAY |ayout depending on
the type and size of screen display you are using.




Step 3

Complete the Login and Registration information

REGISTER

Please fill in all the fields to complete registration.

Your password must be at least 8 characters long. You should alse enter the online link

code that has been provided to you.

An email will be sent asking you to visit a link to verify your email address. You will not

be able to login until you have completed this procedure.

YOUR LOGIN INFORMATION

Email:

Confirm new email:

Password:

PASSWORD MUST CONTAIN:

X At least 8 characters

X At least 1 lower case letter
# At least 1 upper case letter
X At least 1 number

Confirm password:

By registering, you agree to Tucasi's privacy policy and terms and conditions.

Title: First name: Last name:

Online link code:

| don't have an online link code Register without one

YOUR BILLING ADDRESS

Address 1

Address 2

Town/city

County/state/province Posteode

Country

United Kingdom v

USEFUL NOTES

Enter your full Email address.

Enter your full email address again to verify
that you have typed it correctly.

Enter a Password which contains:

v' At least 8 characters (letters or
numbers)

v At least 1 lower case letter

v At least 1 upper case (capital) letter

v At least 1 number

Enter the Password again to verify that you
have typed it correctly.

Enter your Title (Mr, Mrs, Miss, Ms, Dr)
First name and Last name

Enter the Online link code provided by your
school (copy and paste the link code if it was
emailed to you).

Note that the Online link code is for one time
use only. It is no longer needed once your
account has been activated. If you require a
second link code for another parent or
carer, please contact the school.

Enter your full Billing Address.

The billing address must match the address
of the bank card you will use for online
payments.

You will receive an email with an activation
link. Tap on the link to verify the account. If
you don’t receive the email, check your Spam
or Junk folder.




HOW TO LINK YOUR CHILD TO AN EXISTING S.PAY ACCOUNT

@® If you already have a SCOPAY account for a child at this school or at another school,

or for yourself if you are staff, it is not necessary to create a new account.

Step 1
Go to the
www.scopay.com website
or SCOPAY MobileApp
and login with your email
address and password it

Email Address

LoGiN

Step 2

¥y BaskeT ALERTS @ | vourinFo | LosouT Taan YOURINED
! at the top right

of the screen

Step 3
Tap on LINK ACCOUNTS and enter the |——+

Online link code for the new child/pupil
I

I

I

I

I

| I

S.PA Y | VIEW PRODUCTS PARENTS EVENING LETTINGS HELP ﬂ' BASKET qLEHTS (1] YOUR INFO LOGOUT
|

MARC ACKROYD ~

SCOPAY School

|
|
: LINK ACCOUNTS
|

I-!u i
ADDHESS Once linked, to

Pleaze enter the link code of the account to wIJich you would like to create a link. One
be able to access the details of each asseciated account. SWitC h betwee n

each child, tap
on the child’s

LCII'.'-I+' DETAILS

LINK ACCOUNTS

|

?  What is a link code? |

PAYMENT HISTORY I
|

ALERT CONFIGURATION Online link eode: name at the tOp
of the screen
GIFT AID
and select
Ll ; another child.

- LINK ACCOUNT




HOW TO UPDATE YOURBILLING ADDRESS

® The billing address must match the address of the bank card you will use for online payments.

S.P AY VIEW PRODUCTS PARENTS' EVENING LETTINGS HELP 'ﬂ BASKET

MARC ACKROYD ~

SCOPAY Schoal

ADDRESS
T Modify your address with the following form.
LOGIN DE TA.I_SI
LINK ACCOUN T% Title First name Last name
Mr Bill Ackroyd Smith
PAYMENT HIST IIJR\'
Addrass 1
ALERT CONFIGPRATION
T 62 Graham Road ~
F
SIpEAN) I Address 2
PAYMENT .\llj.i{EI!:ME.N TS
| Townfeity
I Chesterton
|
L e Coungtateeodiee . __]
Flintshire
Postcode
OX61ZG
Country
United Kingdem L
UPDATE ADDRESS

ALERTS @ | YOUR INFO LOGOUT

Step 1
Tap on YOURINFO
at the top right
of the screen

Step 2
Tap on ADDRESS
Update your address
details
then tap on

UPDATE ADDRESS

HOW TO CHANGE YOURLOGIN DETAILS
S.PA‘I" VIEW PRODUCTS PARENTS' EVENING LETTINGS HELP 'ﬂ BASKET ALERTS O LOGOUT

MARC ACKROYD ~

SCOPAY School

LOGIN DETAILS

ADDRESS
Change your login information with this form.

LOGIN DETAILS

LINK a\GI’.OUNTIS

I CHANGE YOUR EMAIL

PAYTMENT "'-‘"'l"‘-“ Warning: changing your emall will end your session, and you will need to
werify your now email address before logging in again.

ALERT CONF u‘.rlimrum
Current amail: sm@tucasi.com

GIFT AID |

| MNew email:
PAYMENT AGREEMENTS

Confirm mew email:

CHANGE YOUR PASSWORD

New pazsword;

Step 1
Tap on YOURINFO
at the top right
of the screen

Step 2
Tap on LOGIN DETAILS
Update your
login information
then tap on

UPDATE




HOW TO CHANGE YOUR CONTACT DETAILS

® You will only see the CONTACT PREFERENCES option if your child’s school has purchased the
SCO Communications module and have opted for you to update your own contact details.

VIEW PRODUCTS

S.F‘ AY

PARENTS' EVENING

LETTINGS HELP

MARC ACKROYD ~

SCOPAY Sehssl

€y BaAsKET

ALERTS O YOUR INFO LOGOUT

4 1
CONTACT PREFERENCES
Step 1
ADDRESS
i { Set the proferred methed of sontact by Tueasi Schoal 3, Ta p on YOUR INFO
il Emall address: mint@tucasl.com at th e top r\lgh t
PAYMENT HISTORY Of the screen
ALERT CONFIGURATION Mobite phons numbars - J
CONTACT PREFERENCES DIREAIERY 4 A
F— | Contact proference: Ste p 2
| Em
PAYMENT MHT EMENTS Tap on
I e — CONTACT PREFERENCES
& Teut message i
Update your contact
— details then tap on
UPDATE
UPDATE - J

HOW TO RESET YOUR PASSWORD

Email Address

Password

Don't have an account yetf? Register as a new user

I've forgotten my password

| can't verify my email address

-~

Step 1
On the SCOPAY

LOGIN screen tap on
I've forgotten my password

~

Step 2
Enter your Email Address,
tick I'm not a robot and

RESET PASSWORD

Tap on

You will receive an email with a link
to reset your password.
If you don’t receive the email, check
your Spam or Junk folder.
If you still don’t receive an email ask
the school to check which email
address you used to create your

account.

S.PAY

LOST PASSWORD?

Enter your email address, tick the checkbox
below and click 'Reset password'. You will

receive an email containing instructions.

Email Address

I'm not a robot

RESET PASSWORD BACK




HOW DO | ADD ITEMS TO MY BASKET?

(1] To enable you to register your child’s SCOPAY account you will need a letter or email
from your school with a unique Link Code or QR Code. You will also need an active email
address. Once your account is created, you will receive an email with a link which will
enable you to verify the account.

Step 1
Go to the
WWW.scopay.com website or
the SCOPAY Mobile App and
login with your email address
and password

Email Address

LOGIN

MARC ACKROYD ~

SCOPAY School

Step 2
French For Beginners - SCOPAY School |

L Select the child you wish to
make a payment for

Mare Ackroyd - SCOPAY School

Mary Ackroyd - SCOPAY School

v ACCOUNT BALANCES

After School Activities o

VIEW HISTORY | | VIEW CALENDAR MAKE PAYMENT
Step 3 - :
Tap the item name
or the Breakfast Club () -£8.00
hiticialuisad { VIEW HISTORY | | ORDER SESSIONS MAKE PAYMENT
button to view o ’
further detalls Dinner Money o -£16.00

VIEW HISTORY | | ORDER MEALS MAKE PAYMENT


http://www.scopay.com/

After School Activities () £1.00 Step 4

Top up an item by
[ VIEW HISTORY ][ VIEW CALENDAR J _ tapp|ng

Le————_ SR _ 4
Step 5 After School Activities X
Enter the amou&¥aypou wish Current Balance: £1.00
to pay an
N e | e
I 15.00 |

Step 6
If it’s a product,

£B.50
Py _ you wish to buy

such as uniform or books,
o tap the down arrow to select

the Quantity and ta
e[ 0[] TSR Auentiyendtep
0
1 .| s

Sweatshirt 28" ([ 2 § y,

v SWEATSHIRTS: PRODUCTS

Sweatshirt 24* ([

Sweatshirt 26" ﬂ




HOW DO | CHECKOUT USING A NEW CARD?

Step 1 ¥ BaskeT |ALERTS[i8  YOURINFO  LOGOUT
Tap on your basket '

Step 2
Check the items in your basket
and edit if necessary. |-

YOUR BASKET

Qty. Mame For Total
EDIT -_ | DELETE . 1 After School Activities Mare Ackroyd £15.00 TOTAL
= £23.50
I EDIT | DELETE l. 1 Sweatshirt 26" Mare Ackroyd £8.50
Subtotal: £23.50
Step 3
Confirm your billing address. |
Tap [ s | to make any CHECKOUT: ENTER PAYMENT AND |
chande——— CONTACT INFORMATION |
] |
|:| DThe bl/llng address must matCh the Please confirm your address for payment. This address must be the :
address Of the bank card you WI// use fOI’ same as your billing address for your credit/debit card. :
H MrBobbyAckroyd e,
online payments' 221b Ea:er Str:er. EDIT ADDRESS l——l
Holywell —
Flintshire
CHa TEP
GB
Step 4 Tick here to save your details for next time:
Select Tick here to save your :
PROCESS PAYMENT
address details for next time |
|
|
|
Step 5 i
Tap . I

SCOPAY Parent Guide — Making Payments



Step 6
Select your payment method,
enter your card details and tap

Note that that the payment page might
look different to this example if your
child’s school uses a Local Authority
payment Gateway.

Card numbes

S@Pav

Becurity code

B Save card detaily

. Save card details

Save card reference

PAY NOW

| CardOne

Step 7
If you choose to Save card

details, then you will need to

enter a Saved Card
Reference

Step 8

After selecting _ you may need to authorize the payment in your
banking app. Then your receipt will be displayed on SCOPAY and you will receive an
email confirming your purchase

(remember to check your email spam/junk folder)

GE

Bilbing information

62 Graham Road

Flintshire, OX6 1ZG

smi@tucasi.com

PAYMENT DETAILS

Please keap this receipt for your records. Vi

tem For Price Quantity Total Order statux
After School Activities Mars Ackroyd £15.00 1 £15.00

Sweatshirt 26" Mare Ackroyd £8.50 1 £8.50 Open
Totals Payment status

Total: £23.50 Paid anline SCOPAY

Payment information

100000034

11:47
Status: COMPLETE

Transaction number:

Date placed: 20 May 2019

EW PRINTER FRIENDLY VERSION

(11 Your child’s balance will be updated on SCOPAY and in school.
Note that for secondary schools topping up canteen accounts, it might take up to an hour for the
canteen to pull the payments down to their system.

Please check with the school office for further information.




HOW DO | CHECKOUT USING SAVED CARD?

step 1 S.P"AY
After checking out your
basket and selecting to
Process Payment, if you have
a saved card you can choose or

USE SAVED CARD . ENTER NEW CARD

S.—PAY
Step 2

PAYMENT CARDS Select the relevant payment
card and select
USE SAVED CARD

Step 3
You may need to authorize the payment in your Mobile Banking App. Then your
receipt will be displayed on SCOPAY and you will receive an email confirming your
purchase
(remember to check your email spam/junk folder)

U100 Your child’s balance will be updated on SCOPAY and in school.
Note that for secondary schools topping up canteen accounts, it might take up to an hour for the
canteen to pull the payments down to their system.
Please check with the school office for further information.

SCOPAY Parent Guide — Making Payments 6 Feb 2024



HOW DO | REMOVE A SAVED PAYMENT CARD?

ﬁ' BASKET ALERTS O YOUR INFO LOGOUT

Step 2
Select Payment

Agreements PAYMENT AGREEMENTS

ADDRESS

LOGIN DETAILS

SAVED CARD DETAILS

Your reference

Demo School

LINK ACCOUNTS
PAYMENT HISTORY

|
|
|
|
|
|
|
|
|
|
ALERT counaunnﬂ%m

RECURRING PAYMENTS

You have no recurring payments set up.

PAYMENT AGREEMENTS

Confirm Removal

Are you sure you want to remove the card details?

Step 1
Select on Your Info
at the top right
of the screen

Date added Last used

29 Sept 2023 29 Sept 20238 REMOVE

Step 3
Select Remove next to
the details you wish to
delete.

{ CONFIEM

CANCEL

Step 4
Select Confirm

SCOPAY Parent Guide — Making Payments 7

Feb 2024



HOW DO | VIEW MY CHILD’S SCOPAY HISTORY?

Under Cafeteria account
tap

| VIEW HISTORY |

Cafeteria account

VIEW HISTORY

You will see all online payments and the purchases made in the cafeteria.

< PAYMENT HISTORY FOR CAFETERIA ACCOUNT

Cafeteria assount

1 x Water Lrg, 1 x Mini Cuplet, 1x Large Baguette

1 x Mise, 1 x Tray Bakes, 1 x Sandwich

Date

18 Mar 2019 16:28 Online £15.00
16 Mar 2019 12:20 Online -£2.68
14 Mar 2019 1315 Online -£3n

SUMMARY

Date of last online payment:
16 Mar 2019 16:25

Last online payment amount:

Current balance:
£18.00



HOW DO | SET UP ALERTS AND NOTIFICATIONS?

Step 1
Go to the
www.scopay.com website
or the SCOPAY Mobile App
and login with your email P
address and password

Email Address

LOGIN

Step 2

Select ALERTS at the top right of
the screen

On the SCOPAY app you will find this —————===— 1
under the Menu icon (top left),
SETTINGS, Configure alerts

VIEW PRODUCTS PARENTS' EVENING HELP ﬁ BASKET ALERTS -'U YOUR INFO LOGOUT

MARC ACKROYD ~

SCOPAY School

Step 3
Select CLICK HERE TO
CONFIGURE THE
ALERTS YOU RECEIVE

ALERTS CLICK HERE TO CONFIGURE THE ALERTS YOU
RECEIVE.

SCOPAY Guide for Parents - Alerts 2 Dec 2020



Step 4
Tap Receive Alerts
(notifications) and Email for
any items you wish to
Step 5 receive alerts for

Enter an amount to

trigger alerts when your ]

|
|
|
|
|
: [
balance reaches this level Receive Alerts | Email
-~

|

|

|

|

| g .
Account balances :
|

Receive alerts when one of your accounts’ balances drops below a
configured amount. Note: account balances relate to dinners /
cashless catering / clubs - if provided by:the school.

Send alerts when balance is below £ | 5.00

Mew trip or event available

Receive alerts when a new trip or event becomes available online.

New product available

Receive alerts when a new product becomes available online.

Trip payment reminder

Receive alerts when payments for trips are due.

Send daily alerts starting | 1 day(s) before the payment is due

Tap UPDATE




HOWDOIVIEW ALERTS THAT I HAVE RECEIVED?

Alerts will be sent by notification or email to the address used to log in to your
SCOPAY account. Alerts can also be viewed in SCOPAY.

Step 1
Select ALERTS at the top right
of your SCOPAY screen

On the SCOPAY app you will find :
this under the Menu icon, ALERTS I
|
|

S.P AY VIEW PRODUCTS PARENTS' EVENING HELP ﬁ BASKET ALERTS 15 YOUR INFO LOGOUT

MARC ACKROYD ~

SCOPAY School

Step 2
Any alerts will be
displayed

® On

Your account balance: Mary Ackroyd-Hetheringstone is low
29 Apr 20159 07:00

The balance of Mary Ackroyd-Hetheringstone for Dinner money is £-312.00



HOW DO IDELETE ALERTS?

Step 1 Step 2
Select all alerts Tap on the
to delete Trash icon
T
|
|
|

‘ Delete all selected

]
C.
=

|

|

|

|

|

|

|

|

|

i

|

L

— 3 Your account balance: Mary Ackroyd-Hetheringstone is low

W 29 Apr 2019 OT:00
Step 3
All alerts will be
deleted

You have no alerts.

Fileer message: - ; Page1/0
All




