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Schools Cash Office

Quick Reference Guide
Online Session Ordering -

Parent

Income Administration Software

How do | view my child’s reserved sessions?

G0 to the Online Account Website address provided by

wyour school, or visit www.scopay.com

Login -

g 1. Login with your
Email and
password
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Chuick reference guide - Account aciivatson process
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Important: if you havent yet registered your online account, then refer to the separate
Cluick Reference Guide or Video Guide, or contact the school for further details.

Account balances

2 e i ALoaunt bal anoes

Collagse all | Expand all

vour child’s school have opted
— ® Accountbalances for parents to reserve sessions
online.
Actiors Balan=  Emter top-upa i o .
Breakfast Club m £0.00 . If this facility is not available,
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3. Click Order sessions
against the relevant Club.

2. Select the comect account name
using the dropdown arrow.

MB if you only have ane child
linked to your account, then this
option will not be available.

Selected account

f/d_IMPDRTAHT: You will onby sE;\‘
the Order sessions option if

you will instead see the option
to view the session calendar
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How do | reserve additional sessions?

< January 2017 >

Mon Tue We Thu Fri Sat Sun
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Click on column headed AS for

Click on column headed BC for

Breakfast Club bookings only Action Staytions after school club

from 15:15 — 17:45 only

Key

Sessions Codes

BC Breakfast Club X Closed B ggagkfast Club 8:00 -

AS After School
Club S Short Session 3:15pm - Full Session 3:15pm -
4:45pm 5:45pm




