Schoolgateway

Parent Guides”

Step-by-step parent guides to make
getting your parents onboard easier
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Schoolgateway

Access Guide

Learn how to register for School Gateway
and more with our guide A




How to register for a School Gateway

account

o To register for a School Gateway account:

e Via the app, you will need to download the
School Gateway app via App Store for Apple
devices and Play Store for Android devices.

e If accessing via the web, please go to:
https://login.schoolgateway.com/0/auth/login

Go to the login screen on the app/web

If using the web version of School Gateway, ensure
the NEW USER tab is selected before inputting any
details

Enter the email address and mobile number that is
registered with the school

You will then receive a PIN on a text
Enter the 4-digit PIN number received via text

Once logged in the home screen will be displayed.

e Enter the email address and mobile number that is
registered with the school

e You will then receive a PIN on a text
e Enter the 4-digit PIN number received via text

e Once logged in the home screen will be displayed

My account has been locked

o If your School Gateway account has locked for an
hour:

e Wait the hour, on the School Gateway login screen
click on Forgotten PIN

e Enter the email and mobile that you have provided
the school with, you will then receive a PIN on a
text to your mobile

e Input the new PIN and email on the School
Gateway login screen and this will unlock your
account and enable you to access

e If your account has been locked for 24 hours, please
contact your school for further assistance.

If you have forgotten your PIN

e On the School Gateway login screen click on
Forgotten PIN
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| am unable to access School Gateway
‘Details don’t match’ error

If you have already registered

Please check with your school that they have the
correct email and mobile contact details for you
entered onto your child’s record on the school system.

If you have not registered

Please check with your school that they have the
correct email and mobile contact details for you
entered onto your child’s record on the school system.
If using the web version of School Gateway, ensure the
NEW USER tab is selected before inputting any details.

| can still see my child’s old school on my
School Gateway account

The previous school will be removed when the
old school delete your child as a leaver from their
Schoolcomms account.

Alternatively, if you have provided the new school with
a different email, you can register for a new School
Gateway account using this email address along with
your mobile number.

This new account would be linked to the new school.

If already registered, do | need to re-
register at the new school

e You do not need to re-register for School Gateway.
To ensure that you can see your child’s new school on
your existing School Gateway account please ensure
that all schools you are connected to have the same
email address and mobile number

e You can check the contact details the school have
for you via the About Me Icon within your School
Gateway account

e Ensure that all attended schools are using School
Gateway

How can | see all my children if they are
at different schools?

e You will need to provide the school with the same
email and mobile contact details as the other
school/s that you are connected to

o All attended schools are using School Gateway
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| can’t see all of my children on my
School Gateway account

If both or all children attend the same school

Contact your school to ensure that your current email
and mobile number has been stored identically for
each child in the school system.

If both or all children attend different schools
e Ensure both or all schools are using School Gateway

o If all are using School Gateway, contact your school
to ensure that your current email and mobile
number has been stored identically for each child in
the school systems

As part of School Gateway’s security process, the
system automatically checks for a match between
the email and mobile linked to your School Gateway
account and the email and mobile information stored
in the school system. If you need further assistance,
please contact your child’s school.

Due to Data Protection guidelines, School Gateway
cannot access or view individual parent accounts and
information. Your school will be able to contact School
Gateway support if necessary.
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Payments simplified with our guide
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How to pay by One-Click Payments on the School Gateway APP

NB: If accessing via the web version of Schoolcomms you will see Bank Transfer option rather than the rebranded One-

Click Payment. The functionality remains the same.

e Once logged in to School Gateway you will see the Home Screen.

e Click on the child you would like to make the payment for.

o Select the required payment request (if paying for a Club you must go to the Clubs tab first and book the
session before paying. Paying for a Club will not secure a session)

e Input the amount and click Add To Basket.

L F]
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Payments :

Jordan Acton (11F) School Lunches
Support: Rachel Guthries Due date: N/A
secondary school / Instalment: 1of 1
School Lunches £ For: Jordan Acton (11F)
(1/1)
School: Support: Rachel
Guthries secondary
Breakfast £ 5 school
Due: 9 January 2019 (11) A
Amount: £
After School club 2020 £

Due: 7 August 2019 (111}

y -

N O & m

| PAYMENT HISTORY

A O & Mm
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e Check the amount is correct.

o If the amount is incorrect, swipe from right to left on the payment added to the basket and delete. You
can then re-add to the basket following the previous instructions.

e If the amount is correct click on Check Out.

School Lunches (1 of 1) (10f1)

Jordan Acton ton

Support: Rachel Guthries secondar... Rachel Guthries secondar...
£2.20

Total (1 item): £2.20 Total (1 item): £3.00

CHECKOUT CHECKOUT

n U & ™M m O & m
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e You will then see two different payment options: Pay By Card and Pay By One-Click Payment

e To pay by One-Click Payments click on Pay By One-Click Payments.

e Your personal information will already be prefilled from what the school have on record for you and once
you have entered your bank account details press Next

e It will ask you to confirm the bank details are correct If your details are listed correctly and you are happy
then press Confirm. This will confirm that you wish to set up One-Click Payment.

10:50

Payments Confirm Details

Payments Set up One-click payments
|One-click payments)| The reference shown on your bank Swift Please check your bank details are correct
Bank x-57 CHANGE statement will be ParentPay (SUPPORTKaI) One-time transactions made by bank transfer
Account holder name
Secure
If you confirm the transaction your school Story Club (10f 1) Powered by direct debit Schoolcomms
will be told about your payment and will treat Darcy Cooke Stress-free
it as received instantly. The payment will PPORT:Kalai : haal F ired!
come out of your account on or shortly after SUPPORT:Kalai Second Live Schoo Mo card details required! Gort codl
Wednesday 04 September 2024, £2.00
00-00-00
Please make sure you have funds available in Total (1 item): £2.00 6

your account: Bank x-57

The reference shown on your bank Account number
statement will be ParentPay (F77TKH.J-
SUPPORTKal) 11335599

| confirm that | am the account

holder and the only person reguined
ASGS Club (10of 1) to authorise debits on this account

Rebecca Akeman !
S Your payments are protected by the Direct
SUPPORT : Kalai SLive School Dahit guarantea

| CHANGE DETAILS J
e 1@ o= Jo  ECEEEE |

A O & @ x 0 & 9 m =oE R m O & ©

CONFIRM

Schoolgateway



o At this point you will receive an email confirming that has been set up.
e To proceed with the payment select Pay By One-Click Payment
e You will then see confirmation that the payment has taken place.

Please note: When you make your first payment using Pay By One-Click Payment it can take up to 10
working days for the funds to leave your account. After your first payment additional payments will then
take 3-5 working days. However, from the school’s point of view the payment will show straight away in
Schoolcomms.

Why choose to pay using One-Click Payment?

e Depending on the school, one of the payment methods available to you is One-Click Payment.

e A One-Click Payment is the easiest and most secure way to pay using School Gateway.

e The One-Click Payment set up can either be completed via the School Gateway app or website.

e Once the initial set up has been completed, there is no requirement to re-enter bank details each time a
payment is processed via School Gateway.

Please note: A One-Click Payment is a means of payment that debits a payer’s bank or building society
account rather than using a credit card. It uses the direct debit function to do this but unlike typical direct
debits, it is for individual purchases rather than reoccurring ones. Once setup, the direct debit mandate
can be used each time a payer wishes to make a purchase using that account, without the need to
re-enter their card or account details.
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When a payment is made by One-Click Payment on School Gateway, the payment shows in Schoolcomms
straight away, however the payment is not debited from the payers account for 3 to 5 working days after
the transaction was made. Initial payments can sometimes take up to 10 working days to clear.

Payments will never be debited from the payer’s account without the payer authorising every individual
transaction via their School Gateway account.

The One-Click Payment facility is backed by the Direct Debit Guarantee.

Can Payments Fail?

The most common reason for a payment to fail is if there are insufficient funds in your bank account at the
time the monies are debited from your chosen account (3 to 5 working days after the payment is completed
in School Gateway).

If a payment does fail you will be notified by email from the School Gateway team and asked to make the
payment again, no monies will be debited from your account. The school will also receive an email advising
them of the failed payment.

Although backed by the Direct Debit Guarantee, payments are not recurring and will only be debited from

a payer’s chosen bank account once a payment has been successfully processed via their School Gateway
account.
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How to change bank account details for One-Click Payments?

NB: If accessing via the web version of Schoolcomms you will see Bank Transfer option rather than the re-
branded One-Click Payment. The functionality remains the same.

To change bank details on School Gateway for One-Click Payment, follow these steps:

e Once you have logged in to School Gateway, open the Payments tab.

o Select the items that you wish to pay for and add them to your basket.

e Once you have selected the required payments and added it to your basket, click Checkout.

o To edit your bank details, click on the Change option and this will allow you to change your Bank Details.

e Input the new account details, click Next, check your new account details and Confirm

o |If you wish to continue with the payment, click on Pay By One-Click Payment or click on the Home Icon to
take you off the payment.
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Schoolgateway

Clubs Guide”

Learn how to make, amend, or

cancel club bookings with our guide
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How to book and pay for a Club session/s

e To book a Club session you must go to the Clubs tab first and book the session before paying. Paying for a
Club without selecting any sessions will not secure a booking.

e If you have payed on a Club but not booked the session please go to the Clubs tab and select the Club
required and book the session using the credit you have already applied.

e Please contact the school if you are having any issues.

OO0 OOIMWMOETD w41 150 OOOOOOGOTEMO - w4150 OOOOOOOEMO - v.41150

School Gateway o) Clubs & Club (o))

Support: Rachel Guthries secondary Jordan Acton (11F) Jordan Acton (11F)
school Support: Rachel Guthries secondary school

After School club 2020
After School club 2020 £0.00 >
Jordan Acton (1 1 F) View Bookings

Mo Bocoked sessions

7 Payments > Basketball 50,002 Make a Booking /

134 Available sessions

>

>

10! Lunch money £0.00 > book £62.00 > View Transactions
The current balance is £0.00

e Breakfast Club 2020 £0.00 >
&2 Clubs 4 >
Enrichment -£10.00 >
{Of Dinners >
football £10.00 >
5 Reporting
* 3 unexplained absences > school of rock £0.00 >
* 1 new achievement
swimmina enrichment £0.00 >
(A - L m () - & i (" - &, m
Click on the Clubs Tab Select the required Club Click on Make a booking
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Make a Booking (o) Make a Booking e Payments {03
Jordan Acton (11F) Jordan Acton (11F)

After School club 2020 Jordan Acton (11F)

After School club 2020

Support: Rachel Guthries secondary school
Please select the sessions you would like to book )
You are about to book 1 session for After School club

i ice: 2020
Booking choice: Afterschool club £2.00 Sehool Lunches .
The total booking cost will be £2.00. >

MAKE A BOOKING Please be aware that the session(s) will not be booked until a

successful payment has been made.

£
April 2020 Breakfast 5
PAY NOW Due: 9 January 2019 (1/1)
Tuesday 28 April 2020 J
After School club 2020 £2.00 5
Wednesday 29 April 2020 J Due: 7 August 2019 (171)
Thursday 30 April 2020 O Dinner Autumn 2020 £
Due: 7 August 2019 (1/1)
May 2020
Friday 01 May 2020 O
‘ PAYMENT HISTORY ’
Monday 04 May 2020 O
N - Q il
- A O L @ A O o @

Select the dates required and Click on Pay Now Click on the Club Payment
click on Make a booking option

Cancel/amend a club booking

When a booking is cancelled a credit will be applied to the balance to reverse the charge that was created
when the booking was made. When a booking is changed a credit will be applied to the balance to reverse
the charge that was created when the booking was made, and a new charge will be applied.
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To Cancel or amend a Club booking on the app

Click on Clubs

Click on the club you want to cancel the session on

Click on Manage Bookings

Find the date you want to cancel and swipe from right to left

Click on the bin icon to delete and click on Yes to confirm

OO0 OOOIEDMOEO w4509

School Gateway i)

Support: Rachel Guthries secondary
school

Jordan Acton (11F)

7 Payments >
i3 Lunch money £0.00 >
&2 Clubs — >
IZ{ Dinners >
E Reporting

¢ 3 unexplained absences
* 1 new achievement

() - = i

Schoolgateway
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Clubs (o)

11:57

View Bookings

Jordan Acton (11F)

After School club 2020 44— ro00 >

Basketball -£50.00 >
book -£62.00 >
Breakfast Club 2020 £0.00 >
Enrichment -£10.00 »
football £10.00 >
school of rock £0.00 >
swimmina enrichment £FO.00 >

() - & im

Jordan Acton (8D)
Support: Rachel Guthries secondary school

After School club 2020

Manage Bookings <

6 booked sessions

Make a Booking

39 available sessions

View Transactions
The current balance is £4.00

Jordan Acton (8D)

Support: Rachel Guthries secondary school

After School club 2020

View your current sessions, click to change or swipe

to cancel your booking

January 2021

Thursday 14 January 2021
Afterschool club
£2.00

uary 2021

s snack

Thursday 21 January 2021
Afterschool club
£2.00

Thursday 28 January 2021

Afterschool club
£92 00

n P 2

N

)
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e Or if you want to change the booking choice (if the club has more than one booking choice), you can click

on the session and you will be given the option to select an alternative booking choice.

e Once selected click Yes to confirm the booking

e The booking choice will then update

Select a new booking choice

Afterschool club
£2.00

Afterschool plus snack
£250

Schoolgateway

1:57

View Bookings

Jordan Acton (8D)
Support: Rachel Guthries secondary school
After School club 2020

View your current sessions. click to chanae or swipe
to canc

Confirm Booking
- This will change Jordan’s booking for -
the Monday 18 January 2021 session

for After School club 2020.
Thurs
Afters A credit will be applied to reverse the
charge for the original booking and a
£2.00 charge will be applied to cover the new

booking.
Mond
Are you sure you want to amend
Afters this booking?
£2.00
YES NO
Thurst
Afterschool club
£2.00

Thursday 28 January 2021

Afterschool club
£ 72 NN

= )

al Sky 4G 13:27

£ View Bookings

Jordan Acton (8D)
Suppaort: Rachel Guthries secondary school
After School club 2020

View your current sessions, click to change or swipe
to cancel your booking

Thursday 14 January 2027
Afterschool club
£2.00

Monday 18 January 2021
Afterschool plus snack
£2.50

Thursday 21 January 2021
Afterschool club
£2.00

Thursday 28 January 2021

Afterschool club
£9 0N

N ® oo e



To cancel a Club booking on the web version of School Gateway

e Click on the Club you want to cancel the session on
e Find the session on the calendar you want to cancel

e You will then see two icons on the session, a Bin and a Pencil, to cancel the session please click on the Bin
icon and click yes to confirm

‘wedooma, hryea Actes | Chanos PIN | S

bchoolgateway

|!|‘II Eﬂ "F @ . Tﬂl a a 5 ‘."' X STUDENT DETAI

After School club 2020

The current balamce is £3.50

o . This will remsove Jordas Proem the Thursday 21 lanaary 2031
Jordan is currently booked onto 6 future sessions. After Sohasd ghab 2030, A& credin will B spphed U5 reveris the Chengs §
Sebect sessions by chicking wird erarsted when the peiilon wii booked
o the days below

Afe yin fule you want 1S Cancel Ehel BSGking

e To change the booking choice (if the club has more than one booking choice) you can click on the Pencil
and you will be given the option to select an alternative booking choice.
e Once selected, click Yes to confirm the booking.
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Schoolgateway

Meal Manager Guide;@'

Learn how to use Meal Manager to book meals
and cancel or amend any meal bookings




How to book a meal

Click on the child you want to book the meal for

e Click ‘Lunch Money’
o Click ‘Make’ or ‘View Meal Bookings’

e Select the date you would like to book and select the meal

= o :
Lunch Money W Lunch Money (o) Lunch Money T (0
Eve Bailey (4ES) @1 EP L @1 = €&
Fve Bailey Eve Bailey
Amaunt 1o Ay £0.00 Arnounl Lo pay. £2.30
Wake or view ook ngs Vzke ar view bockings
PLEASE NOTE: You have unconfirmed bockings. When
Oct Oct MNay : = =
confirming your beokings, any Payment due must be paid
We 28 Th 29 Fr 30 Mo 02 within 2 hours. Failure to do so will result.in unpaid hookings
- being cancelled
If your Payment due is zero (£0.00), simply confirm beokings

and no further action is required

ﬁ@ﬂ Monday, 02 November
Oct Oct Oct MNov

) i Main We 28 Th 29 Fr 30 Mo 02
There is no payment history to show N
Packed lunch Home
Monday, 02 November

Beef Lasagne
Main

Packed lunch Home
Veggie Burger & Chips
)

MAKE OR VIEW MEAL BOOKINGS Beef Lasagne
'3

Dessert

TOP UP BALANCE ;
‘ | Fruit Jelly

V@eggie Burger & Chips
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e You will now see the total cost of your booking - click ‘Confirm Booking’ to book your selection

*If you don’t have available credit to use once you have clicked ‘Confirm Booking, the cost of the meal/s
will be added to your basket

e Click ‘Checkout’ and make the booking/s

Lunch Mone LT, &
A © Lunch Money Basket W O
N
Please Note: You have unconfirmed bookings. Any
Moaday, 02 Hovember Your bookings have been successfully saved. You have {"“Zm““"q]‘l‘f "”‘;f?:‘"' paid d"“;“‘ci:.z it Failure
5 B i
sufficient balance to cover the cost of these bookings. e e e e

Main

Packed lunch Home OK. Cypad Lunch Money

® Eve Bailey (4ES)

£8.80
Beef Lasagne

Veggie Burger & Chips
W

Dessert

Fruit Jelly

Key:
(V) vegetarian

@ Beel

‘ B Meal/Fish B Packed lunch (home} M Vegelarian

Total (1 item): £8.80

Amount to pay: £2.30

CHECKOUT
Confirm Bookings

(N - L i () - & T () 2 & m

Please Note: Any payments due must be paid within 2 hours. Failure to do so will result in unpaid bookings
being cancelled.
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How to cancel a booking

o Click ‘Lunch Money’
e Click ‘Make’ or ‘View Meal Bookings’
o Select the date required and de-select the meal option

e Click ‘Confirm Booking’ (you will then see a message confirming that the booking has been updated)

Lunch Money

Lunch Money Lunch Money

Lunch Money

Eve Bailey (4ES) . Ly \
Stan Acklon Your bookings have been successfully saved. You have
AMOUE 10 pay £0.00 Tuesday, 03 November sufficient balance to cover the cast of these bookings.
Wake or view bookings Main OK
MNow MNov Mov Nov Mow Packed lunch Home
Mo 02 Tu 03 We 04 Th 05 Fr 06
%heese & Tomato Pizza
A's
Tuesday, 03 November i
3
] © 1 Main
There is no payment history to show EngEd |UnCh Home
Dessert
Cheese & Tomato Pizza Fruit Jelly
(V]
Key
'\:—Y} Vegetarian
W Meal/Fish B Packed lunch {home) W Vegelarian I
Dessert
MAKE OR VIEW MEAL BOOKINGS . bbb o Ssitogd
Fruit Jelly
l TOP UP BALANCE ‘
(R . 9 il (A 3 S, il () - o i

() - & i

Please contact the school if you experience any issues.
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How to amend a booking

e Click ‘Lunch Money’

e Click 'View Meal Bookings’

o Select the date required and de-select the meal option and either select an alternative meal or click
Confirm Bookings to confirm the change. (If you have amended the existing booking, you will not be
charged again).

13:45

13:45
Lunch Money

Lunch Money

Confirmation

Wednesday, 21 June :
Your bookings have been successfully
. saved. There is no charge for these
Main bookings.

Chinese Duck Pancakes

Chicken & Veg Pie with Mash

Dessert

Fruit Jelly

B Meat/Fish

Amount to pay. £-2.30
OK

() - & © () - & ©
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Frequently Asked Questions

Why is there a padlock against the date | would like to book?

If you can see a padlock icon against certain dates in School Gateway indicating, you are unable to book
meals for that day. This will likely mean that you are trying to book past the cut-off time for that day.
Please contact the school direct who will be able to book the meal on your behalf.

My child is entitled to FSM but | am being charged?
Please contact your school directly. They will be able to assist you further.

Why am | being asked for payment when my child is showing as having a positive balance?

Meals do not get charged from the balance displayed on School Gateway at the point the pre-order is
placed. Instead, the balance will update once the meal has been confirmed as being taken.

However, if you believe that you are being asked for payment in error, please contact your school direct
who will be able to assist you further.

Why has my balance not been updated?
Any payments made via School Gateway will show in your payment transaction history straight away, the

balance will then update within 30 minutes.

Why are no menu options available?
Please contact your school directly. They will be able to assist you further.
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Why can | only see some menu choices?

If a child has an allergen/s applied to their student record in Cypad and a menu option has been
configured as containing this allergen, then the meal choice will not be displayed on School Gateway.

Why | am unable to select some menu items (greyed out)?
If a child has a diet type/s applied to their student record in Cypad and a menu item has a diet type

selected which conflicts with this, the item will still be displayed on School Gateway but it will be greyed out
and can’t be selected.

Why can’t | book a meal?
Please contact your school directly. They will be able to assist you further.

Why can’t | pay for a meal?
Please contact your school directly. They will be able to assist you further.
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