
 

 

 

Parent Pay Help Sheet 

How do I activate my account? 

To create a new account, you will need to have the account activation letter provided by your school 

to hand. You will also need to be able to access your email as your email address will become your 

new username and is used for the verification process. 

If you have lost your activation letter or not yet received it, please contact your school. 

Please note, if you have previously had a ParentPay account you should attempt to login to this 

account and follow the add a child process, rather than creating a new one.  

Navigate to www.parentpay.com 

Select Login at the top right corner of the screen 

Enter the username and password (activation codes) provided in your account activation letter and 

select Login  

Complete the activation as detailed on the screen. 

You can now log in to your account. 

I have received an activation letter, however my email address has already been used on 

ParentPay.  What should I do? 

If the email has already been used it is likely that this is an historical account.  Assuming you still 

have access to the email address you wish to use, you can either log in if you remember your old 

password or use the Forgotten password link on the login page in order to reset it. 

Navigate to www.parentpay.com 

Select Login at the top right hand corner of the screen 

Log in to your existing account using your email address (if you cannot remember the password, 

select the forgotten password link and follow the instructions) 

If you wish to add a child to this account using the information from an activation letter you can now 

do so: 

From the top right hand corner select Add a Child (this will re-activate an account if it has been 

archived) 

Enter the username and password issued by the new school in the activation letter provided. This 

will add your child to this account. 

 

 

 



 

 

 

How do I pay for items? 

You can now pay for items using either card, or Parent Account funds, or a combination of both. 

Paying with credit/debit card: 

Log in to your ParentPay account 

Select the button with the   symbol to quickly pay for meal, or the Pay for other items for a full list of 

this child’s items for payment* 

Select either View basket and pay or Continue shopping. 

Once you have selected all your items, your basket and order summary will be displayed. Review the 

details and select Pay now (please note that the amount you are required to pay will be reduced by 

any credit you have in your Parent Account balance). 

*For quick meal payments, enter the amount you wish to credit your child’s meal account with and 

Add to basket (please refer to the How do I make bookings FAQ if your child’s meals need to be 

booked). 

*For other items select View details and pay against the item you wish to purchase and then Add to 

basket. 

Paying with Parent Account credit: 

Log in to your ParentPay account 

Select the button with the symbol to quickly pay for meal, or the Pay for other items for a full list of 

this child’s items for payment* 

You will receive an onscreen notification when you have completed your transaction. 

*For quick meal payments, enter the amount you wish to credit your child’s meal account with and 

Add to basket (please refer to the How do I make bookings FAQ if your child’s meals need to be 

booked). 

*For other items select View details and pay against the item you wish to purchase and then Pay 

using Parent Account. (please note that if you do not have sufficient funds for all items being 

purchased in your Parent Account, you will be prompted to pay the difference using a card payment 

by clicking Pay now). 

Can I make a payment with child care vouchers? 

It is not currently possible to make payments using child care vouchers within ParentPay. Inspire 

Academy will still accept child care vouchers as a method of payment. 

Can I have a single account/login for all my children? 

You are able to add up to six active children to a single ParentPay account, even if the children 

attend different schools (schools must use the ParentPay service). 

 



 

 

 

Follow these steps: 

Log in to the account you want to use as your main account (this will become the only account you 

use in future). 

Select the Add a child tab on the home page. 

Enter the username and password (activation codes) provided in your activation letter. 

Select Search.  Your child’s name will be listed on screen. 

Select Add to my account. 

On your homepage you should now see an additional tab for the child you have added to the 

account. 

Repeat this process for any other children you wish to add to your account – up to a maximum of 6 

active children per account. 

Please note: It is not currently possible to combine accounts that have already been activated.  You 

will need to manage two separate accounts. Please ensure that when adding a new child using an 

activation letter you have received, that you add them to your existing account where one exists. 

Can another payer, such as a partner or ex-partner, make payments for my child? 

Additional payers can be set up with their own login in order to make payments. Please contact your 

child's school and they will be able to arrange the second payer setup. 

How do I obtain a PayPoint card for meal payments? 

If you would like to pay for your child’s school meals via PayPoint, please contact your school. They 

will order you a PayPoint card and while you wait for this card to arrive, provide you with a barcoded 

letter to enable you to make meal payments. If you have more than one child at the school you will 

need a PayPoint card for each child. The first PayPoint card per child is free after that there will be a 

charge of £2 per card per child if you require a replacement. 

Local PayPoint stores: 

Asda Supermarket, Queens Road OL6 8EW 0.38 miles away 

Raja Bros, 4-6 Ladysmith Road SK15 1HB 0.40 miles away 

Riaans 63 Princess Street OL6 9QJ 0.45 miles away 

Convenience Pointe 169-171 Whiteacre Road OL6 9PZ 0.54 miles away 

Further help is available at https://www.parentpay.com/parent-account-faqs#activate3 
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