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Log Into WisePay

/- *
You will need a Username and Password to log into € © C i £ niips//Reinsworth College &ws| =

WisePay. u!/ Jel’ng

Saftware Senices

Your Organisation will advise you either by letter or email of
your individual Username/Email and Password.

Enter your username or email address and password in the
boxes provided and click the ‘Sign In’ button to start making
payments and access your Wise Account.

Welcome to our Online Payment Area

Usemame / Email Janesmithggmail.com

Please remember that both your Username/Email and
Password are case sensitive and so must be entered with Paseword
the correct upper and lower case characters.

You should change your Username and Password that has
been Sent tO yOU by WlsePay, Create an Account  Forgatten Password 7

. o - . Sports and Facilities
If you believe that you should have received a letter The A Vit Fmants o o G College hap Bookings

and it has not arrived, please contact your school or
college administrator.

Log Out
It's always a good idea to log out of WisePay when you have finished.

WisePay User Guide
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Forgotten Password

Reset my Password
If you have forgotten your account password you can use this page to request a reset password email.

1. Security Challenge

| Enter the code displayed in the box

This challenge is to prevent automated systems from using this feature maliciously.
Load New Code

2. Enter you Email Address

WisePay will send an email to the address you provide containing instructions for resetting your password.

Email

Enter your Email Address

Coniiem bl Re-enter your Email Address

02

WisePay User Guide

for Students and Parents

Q. What do | do if | forget my Password?

A. You can request a password reset by selecting the
“Forgotten Password” link on the homepage.

Step 1 - A security challenge will appear - this is not case sensitive,
either lower or upper case characters can be used.

Step 2 - You will then have to enter your email address and
confirmation email- this is case sensitive, and must be filled in with
the exact email address that is registered on your WisePay account.

Click the “Reset Password” button to complete your password reset
request.

Once a request has been made WisePay will validate your email
address, and you will be sent a one-time use, reset password link.

This link has a 12 hour expiry to allow you to reset
your password.

Click on the link and follow the on screen instructions.

Software Services
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Your WisePay Homepage

My Merged Accounts
Switch accounts between
all your merged students.

My Wise Account
View all your payments,
balances and messages.

- <\
&« — C ff £ hitps//Rainsworth_College
W/sePay
Software Services
My Merged Accounts M C Change Log Out
Meal Balance :| 16thMay 2018 | 14:24:55 £4.25
0 oni’sis the latest balance provided to WisePay by the POS fills and does not include top-ups made after the time displayed above.

Meal Balance
View your latest meal
balance.

Sports and Facilities
Bookings

Trip and Visit Payments Food and Drink College Shop

Payment Cards
Accepted.

03 WisePay User Guide
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o Verified ! s g o —y
¢ B m M Visaw Mo Qdigicert B

Help Using WisePay Terms and Conditions Privacy Policy Cookie Information

Powered by WisePay Software Services - Copyright © WisePay Software Services

Change Password
Click here to create a
new password.

Log Out

Once you have finished
using WisePay, click here
to log out.

Payments and Bookings
Select your chosen area
to make a payment or
booking.

I{l/JePn
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Adding items to your shopping cart

04

Cashless Catering Top Up

&1 e fou & ey Coweec) WP B et il g e

& pebeticn 0 )1 sl e

R By €13 501 15y ue oot ired sk Bolimes

' ruw Py £33 i 15 o oS i sk Beiry:

ST Py £33 gt b e fos ded sk alirce

U s ey £84 o0 10 o Tod and sk Belarce

9 gsam- Py £33 0000 12 your To2 and csk Ry

Fam- Rlac prur e amsert 4 pay.

Pres-t a0

-

Item(s)
Cashless
Catering Top
Up

Student Option

Denomination

If selecting your own
amount to pay, please
enter it here

Quantity ltem Price Shipping VAT Subtotal

Pay £50 top-up to your 1 £5000  £0.00 £000  £50.00
food and drink balance Delete

(50.00)

0

TOTAL £50.00

< Continue Shopping

WisePay User Guide

for Students and Parents

Quantity Item

1 £5
Delete

To add an item to your shopping cart, select the item
that you want to purchase or pay for by clicking on it.

The purchase price will automatically appear in the
“Price” box.

If you decide you want to make a payment for that item
click the “Purchase” button.

The shopping cart will automatically appear at the
top of your page once your selected item/s have
been added.

If you wish to remove an item from your shopping cart,
simply click the “Delete” link in the' Quantity’ column.

The item will instantly be deleted from your shopping cart.

Ilj/.rel’n
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Q. How do | checkout?

A. To checkout click the “Proceed to Checkout”
button at the bottom of your shopping cart.

O 5 WisePay User Guide
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=

Item(s)
Cashless
Catering Top
Up

Student Option
Denomination Pay £50 top-up to your 1
- food and drink balance Delete
(50.00)
If selecting your own 0

amount to pay, please
enter it here

£50.00

Proceed to Checkout =

Quantity Item Price Shipping VAT Subtotal

£0.00 £0.00  £50.00

TOTAL £50.00

Proceed to Checkout »

l{l/JePn
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Checkout Details

Checkout
Account Details
You will be asked to confirm you account details and billing
First Name Jane
address.
Last Name Smith
Terms and Conditions = i et
To proceed with the payment you must agree with the Terms &
ey . Address 12 Windsor Road
Conditions that are presented to you. Once you have agreed with :
them, click “Yes" | agree to the Term & Conditions. AR
City Cambridgeshire
Select the “Confirm Payment” button at the bottom of this page, Pestoots AB123¢D
to continue through to the payments area. S
Saved Cards Iy ke your rd. please selact it below.
MasterCard === 0001 Exp. 01715 BT  temve it
O 1 will use a card that isn't listed above
1 would liks to store this new card for future use
Mﬂmm
There are no specific notes for the praducts you ane purchasing
Nagreats tha I e e U e % Yes © No
&=

<< G0 Back Confirm Payment > >

WisePay User Guide
O 6 for Students and Parents w,lepﬁ
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Payment Method

w j;epag How do you want to pay?
To complete your transaction you must select a Jane Smith VISA Vss >

Order description: Rainsworth Products
payment method. Topay VIR vemrua R

51 .00 GBP VISA Visa Electron >
Select a payment mfethod by clicking on the = ,
relevant card you wish to use.

Debit MesterCard >
Once your payment has been successfully

= ’ made, a confirmation screen with a reference
number will be displayed back to you. Itis a
good idea to make a note of this reference
number.

£ Canced

A confirmation email will be sent to you with

IR cetails of your order and information from

You will then be asked to fill in your card details. your organisation, regarding collection of
WisePay Your card detalls your items and what you should do next.
Click the “Confirm Card Details” button to complete Jane Smith
our transaction o Posucs &M
y : Topay | Jane smitn
51.00 GBP |E'°""
[ Expiry .Ii cve

| o : .

< Back Confinm card details »

07 WisePay User Guide Il!/)el’q
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Wise Account Overview

Q. What is my ‘Wise Account’?

A. Every user is provided with a secure Wise Account. From
here you can view all your online payments made to your
chosen organisation (ie College or School).

Your Wise Account Overview
This allows you to view your:

+ latest food and drink balance
+ food and drink purchases

* payment top ups

* trip payments and balances

« last 50 transactions

WisePay User Guide

for Students and Parents

N\

& © C fi & hiips//Reinsworh_Collage

g

Rainsworth College

Welcome Jane Smith to your account Jack Smith

Account Overview

Payments, Balances and Messages « ” Murged Accounts + || our Details v

Payment Top Ups Food and Drink Purchases
12/03/2018 12:10:54 GB255138  Cashless Catering £10.00
14032018 115118 BBIS3E1E  Cashless Catening £ 10,00
021072017 1207:35  S7035788  Cashless Catedng £10.00
Payment History (50 Most Recent Transactions)
DatesTime (Ordes Rofersace | Payment Method fem Deseription Amount
12/03/2018 1270:54 68255138 Onling Card Payment Cashless Catening £1000
12/03/2018 15109 BB253E16 Online Card Payment Cashless Cateding £10.00
11/05/2018 101958 BET650TE Manual Payment - Cheque Thiatre trip 10 see hMatilda the Musical £ 60.00
TI/03/2018 10:29:21 BB1A8050 Manual Payment - Cheque Sri Lanka 2019 £475.00
11/03/2018 10:25:38  BE188312 Manual Payment - Cheque Sta Trip to France 2018 £15.00
Q2IH2NT 120745 57035788 Onling Card Payment Cashiess Catenng £10.00
16/05/2017 20:31:00 47915341 Manual Payment - Transfer Theatre irip to ses Matilda the Musical £95.00
18,/05/2017 23050 AT215340 Manual Peyment - Transfer Ski Trig to France 2017 £-09.00
G/UIANT 1NNET 40886113 anual Bzyment - Chegue Lacker Payments £5.00
BN/ 124N FBSE1IET Manual Fayment - Bursary Stugent Parking Permit £3000
08206 1321 38859777 Manual Payment - Cash ski Tng 1o France 2017 £95.00
1510/2018 12:00:52 3TTASE2E Cnline Card Paymient Stusgent Pariang Permit £ 80.00
25/04/2018 15:45:28 31935204 Manual Payment - Cash Ski Tp to France for year 3 students £ 5000
22/04/2016 132909 31685835 Crling Carg Payment Blazer £7500
220472018 13:23:46 31585638 Ondine Card Payment Barcelona - Performing Arts Tour - February 2015 £100.00
24/02/2016 14:28:24 30067127 Manusl Payment - Dursary Ski Trig to France for year 3 students £ 200,00
Jamaane aaanes  snagsecs Praling s S ns S5 T tn Crames S e 3 ot stass £1mmmn

I[l/JePn
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Your Wise Account

09

Payments, Balances al

Merged Accounts - ] Your Details ~

Account Qverview

Food and Drink Account
Your Bockings
Instalment Statement

| Payment History |
Payment Calendar
Payments to Make
Staff Reports

yments, Balances and Messages « Merged Accounts - Your Details =

View Your Merged Accounts

Merge An Account

and Messages ][ Merged Accounts «

Your Details ~

Change Contact Information

Change Password

Exam Results

WisePay User Guide

for Students and Parents

Payments, Balances and Messages

*  Food and Drink Account - view your food and drink balance, latest top ups
and food and drink purchases.

*  Your Bookings- view all your bookings by date.
* Instalment Statement- view all your instalment payments made to date.

* Payment History- your payment history can be viewed by
reference number or date.

* Payment Calender- view all past and upcoming payments by date.
*+ Payments to Make- view all upcoming payments to be made.

Merged Accounts

* View Your Merged Accounts - view all your named merged accounts.
* Merge an Account- merge accounts for other students.

Your Details

* Change Contact Information- view all your named merged accounts.
*  Merge an Account- merge accounts for other students.

*  Exam Results - View your exam results.

Software Services
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Merged Accounts

Merging Accounts Viewing Merged Account

Merge An Account View Your Merged Accounts

Payments, Balances and Messages ~ H Merged Accounts ~ ]

Your Details ~ Payments, Balances and Messages ~ H Merged Accounts ~ ][ Your Details +

On this screen you can merge other accounts that you have usernames and passwords for. This will allow you to see other student accounts that

you have merged, under one master account. > Jack Smith (active)

> Olivia Smith
> Sophie Smith
> Merge another Student Account

The account that you are currently logged into will become your master account.

Please enter the user name and password for the account that you would like to merge.

User Name . jane.smith@gmail.com

e — B - -
You can either choose to keep each account separate or you can merge all You can view all multiple students by clicking on the “Merged Accounts” tab
your accounts so they can be viewed under one master account by clicking in the Wise Account Area

the “Find Student Account” button.

If you have more than one student at the same school or college, you will
This is particularly useful if you have another student at a different school. receive a Username and Password for each student.

Once logged in you will be able to switch between each account and select
items to purchase in a common shopping cart, and then make a single
payment transaction.

WisePay User Guide
1 O for Students and Parents w,lepﬁ
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Your Details

Personal details and Passwords

You can amend or check your account details and password by
selecting the “Your Details” tab in the Wise Account area.

1 1 WisePay User Guide

for Students and Parents

Change Password

[ Payments, Balances and Messages « ][ Merged Accounts « ] Your Details ~

Please edit the form helow to change details of your account

Account Details for Jane Smith
Email ‘ Jane.smith@gmail.com
Confirm Email : Jane.smith@gmail.com

This will be used to send confirmation messages about your order, it will also become the account username when you change your password.

Telephone

|
Mobile - 07123 456 789
L

These will be used if the organisation you are making a payment to (i.e. your Callege or School} needs to contact you regarding your payment or
order.

Allow your Organisation U NotSet ' No ®Yes
to send SMS via WisePay

Allow your Organisation ' NotSet ' No @ Yes
to send Email via
WisePay

Password

CoLbrmation oF ® No, do not change my password

Password Change ' Yes, change my password
Enter your New | Enter your New Password
Password

Confirm your New | Re-enter your New Password
Password .

We would advise you to use a password that you do not use anywhere else, As with all passwords, we would advise that you change your password
every 2-3 months, For a securs password combine upper and lower case letters and numbers.

Save Account Details

Ilj/.rel'og
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If you have any further question or need help your
first line of any enquiry should be with your
Organisation’s WisePay Administrator.

They will contact WisePay on your behalf if they

are unable to help
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A quick start guide to our
new app and mobile web
site.
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Benefits to Parents and Students

WisePay has made payments and bookings even quicker
for Parents and Students on the go.

You can access your WisePay account and receive latest
messages from your school or college on any mobile device
with WisePay's easier to use optimised mobile version.

Users can now checkout faster with our flexible payment
options. Payment Cards can be stored securely for repeat
purchases, providing you with a (One Click) seamless
transaction on the go.

WisePay Your Way

01 Wisepay User Guide | A quick start guide to our

for Students and Parents | N€W app and mobile web site.

14:03
Wiselay

Your Account for jane Smith

Rainsworth College

Trip and Visit Payments @
Food and Drink Payments m
Exam Payments

|
?

WisePay

O Rainsworth College

Donations

Welcome Jane Smith fo your account Jack Smith

Travel Payments

)
=)

s n&
Travel Paymants

visA E Veliole et Ocigicert TN
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Downloading the App

! - LR
! « C & 0 hitpsy/Reingworth_College

I.I!/Jel’ng

Software Services

Click here to
Download

To download the new WisePay App click the selected
graphic at the top of your WisePay homepage. WisePay App

r
i Payments, Balances and Messages = || Merged Accounts = ][ Your Details «
1 |

The WisePay App is available to download for both

Android and Apple devices. We are pleased to release
WisePay's New App for

‘Your Organisati
From the WisePay App page you will be given a unique

This App is currently on pilot and we
welcome your feedback, info@wisepay.co.uk

Organisation Code. You will need this code in the
. . ‘ v M
WisePay App, where you can register an account and *

Organisation Code
You will need to enter the following organisation code to set up the app:

Click on the Google Play or App Store button below to install the App ©

User Guide 4 ;f{p.p Store

Features

Instant access on the go.. WisePay Your Way

] m [—

start making payments quickly and easily.

02 WisePay User Guide | A quick start guide to our

for Students and Parents | N€W app and mobile web site.

Software Services
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User Friendly WisePay Mobile Device

all giligatt = B wtl giffgat! = ki atl gifigat = 18103 ¢ | atl gifigat =

WisePay Wiserau
2 Your Account for Jane Smith
Your Account for Jane Smith

Cashless Catering

Rainsworth College \t& ’

Temis) Stugent sty hem Price Sedom

Rainsworth College

‘Your Account for Jane Smith

Cashiews Catering s Leiin
Trip and Visit Payments

Food and Drink Payments m 3 Checkout
Rainsworth College

Exam Payments Trip and Visit Payments @
Donations D Food and Drink Payments m
Travel Payments @ | Exam Payments D

Example Mobile Homepage Example of Mobile Menu Example of Mobile Example of Mobile Cashless
Check Out Catering Screen

03 Wisepay User Guide | A quick start guide to our

for Students and Parents | N€W app and mobile web site.
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The Check Out - Non Stored Card Details

L J
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The Check Out - Non Stored Card Details

Account Details and Billing Address

When you checkout your details may already be pre-filled, depending
on whether your organisation has entered your details.

Checkout
Account Details
First Name Jane
Last Name Smith
Email Jemithi@gmail.com
Billing Address
Address 1 12 Windsar Road
Address 2
aiy Cambridgeshire
Postcode AB1Z 3CD
Payment Options.
Saved Cards You da not have any stored cards.
3 1 would tike to Ftors the card that | will use for this transaction
Customer Delivery Motes
Thire are no specific notes for the products you ane purchasing
Terms and Conditions
| agree t the Terms and Canditions and canfirm that the srder detalls are comect. Qe No
e

O 5 WisePay User Guide | A quick start guide to our

for Students and Parents | N€W app and mobile web site.

Payment Options (New)

Non Saved Cards

This option will be visible if you are making a payment for the first
time, or have chosen not to store any card details previously. This
option does NOT have to be clicked to proceed with a payment.

Payment Options

Saved Cards You do not have any stored cards.

| would like to store the card that | will use for this transaction

Terms and Conditions

To proceed with your purchase you must agree with the
Terms & Conditions that are presented to you.

Once you have agreed with them, click “Yes" | agree to the
Term & Conditions and continue to the payment screens.

| agree to the Terms and Conditions and confirm that the order details are correct. @ Yes

<< Go Back Confirm Payment »>

Ilj/.rel’ng
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Payment Process - Non Stored Card Details

* The screens below are at Sage Pay payment gateway.

To complete your transaction you must

select a payment card. fill in your card details.
Your Shopping Basket -
Select a payment method by clicking on the Click the “Confirm Card Description Quantity Item Value Item Tax It
relevant card you wish to use. Details” button to e omiils Cashless Catering 1 10.00 0.00
review your order. P, : :
iz Total Price: 10.00 GBP
o

You will then be asked to

™ o o & ] -] ® o
W/sela 2 . : zela Review your order
r bl Y How: do you want to pay? u!{ﬁ ﬁ?g Authenticate your card u!ffsw.‘ Y
ﬁmﬂiﬂ P — Transaction details
Wi Account p : )
isePay un VISA Visa » Jane Smith by VISA Safe Key WisePay Account Description:
Dider descriphon. Ransworth Collegs Order description: Reingwarth Products T—————— Order descrpbon Ramsworh College Raingworth Colleg Cashlass Catering
Products VISA VisaDeoit > To pa » Products Transaction Reference:
To pa pay i T 71389901
pay Fr— , 10.00 GBP W o il Topay -
10.00 GBP S e 10.00 GBP 1000 GBP
MasterCand > Dae Tue « May 01+ 10008:21 BT 2018
Pan p— Your Shopping Basket +
Debit MasterCard 5 L
Submit
m e s G Payment Details +
SecureCode.
Billing Addrass + Shipping Address. +
- VISA

You can review your order and use the
expanding buttons to review your shopping basket,
payment details or billing address.

Vo et m secnredt b SEKR | DA

A quick start guide to our
new app and mobile web site.

WisePay User Guide

for Students and Parents
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User friendly mobile -

screen. u!/lel’ng
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Order Complete - Non Stored Card Details

wj{f{’f‘g Authenticate your card
./ AmMEmICAN ERPREES
VeriFiED
Jane Smith by VISA SafeKey
Order description: Rainsworth Products College
To pay .,;'.'.mm_"‘:;
10.00 GBP e (e
FuhmeATout  oooces
= Tue « My 01 - 10:08:21 B5T 2018
Fan oo
Password
Subemit
MasterCard.

SecureCode

07

To complete your order, you may need to
authenticate your card details with a
password.

WisePay User Guide | A quick start guide to our

for Students and Parents | N€W app and mobile web site.

Once your payment has been successfully made, a
confirmation screen with a reference number will be
displayed back to you. It is a good idea to make a note
of this reference number.

A confirmation email will be sent to you with
details of your order and information from your
organisation, regarding collection of your items
and what you should do next.

Ilj/.rel’n
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The Check Out - Stored Card Details
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The Check Out - Stored Card Details

Account Details and Billing Address Payment Options (New)
When you checkout your details may already be pre-filled, depending Saved Payment Card Details
on whether your organisation has entered your details. This option will only be visible if you have previously chosen to store

your payment card details. You can either continue to make a
payment with the selected card highlighted or choose a new card by

Sheckout clicking the ‘I will use a card that isn't listed above’ option.

Account Detalls
First Name Jans

SO ey Payment Options

Eminil |smithifigmail.com

Saved Cards If you would like to use one of your saved card, please select it below.

Billing Address

Addras 1 12 Windser Read O MasterCard *** 0001 Exp.01/19 Remaove Stored Card

adaress2

Gty cambridgeshire I will use a card that isn't listed above

Fosicode premese

Payment Options

i R e R Terms and Conditions

© Martercart - coon £xp 0118 [T e v e . X .
To proceed with your purchase you must agree with the Terms & Conditions
G that are presented to you.

Customer Dellvery Notes

S Once you have agreed with them, click “Yes" | agree to the Term & Conditions
e and continue to the payment screens.

1ingree 3 the Torms i Comditios o confirm thet the srdar datalls ars sormact @ves  no

I agree to the Terms and Conditions and confirm that the order details are correct. © ves No

<< Go Back Caonfirm Payment ==

09 Wisepay User Guide | A quick start guide to our

for Students and Parents | N€W app and mobile web site.
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Payment Process - Stored Card Details

* The screens below are at Sage Pay payment gateway.

® [ ] o ©
WisePay Your cad cetals WizePay Review yourorcer Wiser T —

Transaction details =/ AmEmcan Exraras
WisePay Account oo WisePay Account sesciton Jane Smith ﬁﬂg&g SafeKey~
Order description: Rainsworth College Order description: Rainsworth College Rainsworth Colisgs Cashless Catsring Order descrption: Rainsworth Products e
Producis, ] Products Transaction Reference: To pay Purchass Authentication

71388801 your  your
To pay To pay Amount 10.00 GBP i -
10.00 GBP £ Cance Confem card dutuds > 10.00 GBP 10.00 GBP PR ———

Dme Tue « iy 01+ 1000820 BST 2018
Your Shopping Baskst + ::...u :
Your payment is secured by SR | pay Submi
Payment Details +
MasterCard.
SecureCode
. . Billing Address + Shipping Address. +
You will be asked to confirm your CVC, the three
digits on the back of your card. E— R R 15 S|
VISA
Your payment is secured by SE0R | pay

1 O WisePay User Guide

for Students and Parents

To complete your order, you may need to
authenticate your card details with a
password.

Your Shopping Basket -

Description Quantity Item Value Item Tax It
Cashless Catering 1 10.00 0.00

4 13

Total Price: 10.00 GBP

You can review your order and use the &
expanding buttons to review your shopping basket,
payment details or billing address.

A quick start guide to our
new app and mobile web site.
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Order Complete - Stored Card Details

Once your payment has been successfully made, a
confirmation screen with a reference number will be
displayed back to you. It is a good idea to make a note
of this reference number.

A confirmation email will be sent to you with
details of your order and information from your
organisation, regarding collection of your items
and what you should do next.

1 1 Wisepay User Guide | A quick start guide to our

for Students and Parents | N€W app and mobile web site.
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If you have any further question or need help your
first line of any enquiry should be with your
Organisation’s WisePay Administrator.

They will contact WisePay on your behalf if they

are unable to help




