Creating Activation Letters

A selection of pre-prepared Activation Letter templates will have been added to your ParentPay
site. You can either select to use and adapt one of the existing templates, or alternatively you
can create your own Activation Letter from scratch.

We would recommend that schools only send out account activation information in letter form,
we would never advise schools to send account activation information via email or text
message.

To produce Activation Letters you need to go to Communication > Create Letter

1 My ParentPay Attendance, meals & events Payment items [elulyliliife=3is)il People Finance Settings

Create letter
Create a pdf letter to parents/carers and other payers

G

Message/Template type
Subject
Al W

You will need to choose the template that best suits
YOUI’ I'EQUirementS. :‘a'\empay: Pupils moving to K52

ParemtPay: Newsletters 1 per payer
ParerrtPay: Newsletters 1 per chikd

If you are a school using ParentPay for school meals e

we would recommend using the Activation Letter - FaremtFy: Consumer Repestar Actvation Letter

- ParestPay: Gentle debt dimmer mone
Dlnner Money tem plate F‘.l'\errtP.t:: Mizal booking or select ::

ParenmtPay: You haven't logged in yet

ParertPay: Gentle debt+banode

ParertPay: Staff Activation Letter

ParemtPay: Encouragng F3M uptaks

ParertPay: Activation Letter No Dimer Money
ParemtPay: Activation Letter Diner Money PayPoimt
ParentPay: Activation Letter Dinner Money

ParamtPay: Activation Letter All Services

NOTE: We would not recommend sending out an Activation Letter with a barcode printed on it.
This may discourage your payers from activating their online accounts and will result in schools
failing to obtain a verified means of communication (emails and mobile telephone numbers).

It is suggested that you select an Activation Letter with no barcode initially and request within
the activation letter that, any payers unable to pay online contact the school, request the
option of paying via PayPoint, either by PayPoint card or barcoded letter. This option will
ensure you can keep track of your PayPoint payers.

Once you have chosen your template you need to click on the template title to enter into the
template setup screen.

Message/Template type . Cremier Date created Mum times Channels

ParemtPay: Activation | A ] v

E

Actions

=
=]
7
-9

doned Prited letter | pg

Craate new Clone

message

ParentPay: Activation Letter Dinner . 01 Sep 2000 - 0 |§| Actions v
Money { Click Here ] 00:00
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Change the name of the message run to call it something that will be easily identifiable.
Message run name - Edit the Message/Template type

Type
Activation Letter - NEWVERLAND SCHOOL

The MESSGGE FLA H@ME GQEPears o the parent’s home page

Use for print
Ensure the only channel available is the Use for print option. (You do not 2

want to send Activation Letters via Email or SMS)

The letter template will be displayed on screen. Click Edit to amend the content of the letter.

Printed letter - Get oniine support

Usze for print

¥ 2

EBody

<m iscontactname/>
<consum eraddress/>
Dear <m iscontactnam e/>

<b>Pupil: <consum erforenam /> <consum ersurmam e/> Class: <class/></b>

In an attem pt to rem ove all cash and cheques from school we are asking all parents to only use our e-paym ent m ethod to pay for <b>dinner money</b>
Thisz can be done online using a very secure website called ParentPay or in cash at local stores where you see the PayPoint logo.

<b>Already have a ParentPay account?</b>

If you already have a ParentPay account, either with our school or another ParentPay school, you can sim ply login to that account and add your other
children via the <b>Add a child</b> tab on your hom e page. You will need the below activation usermam e and password to do this.

<b>New to ParentPay?</b>

You have a secure online account, activated using a unique activation username and password; you will be prom pted to change these and to keep them safe
and secure as your Usernam e and Password for future logins.

If you have two or more children at a ParentPay school, you only need to activate one account to create your ‘main account’ and then add your other children
via the <b>Add a child tab</b> on your home page.

Please visit www.parentpay.com and activate your account via the <b>Account login</b> area on the home page of the site.

<b>Usernam e: <loginnam e/> Password: <password/></b>

ParentPay holds an electronic record of your paym ents to view at a later date. Once you have activated your account you can m ake online paym ents straight

away.
Those parents wishing to pay cash should contact the school office to request the option of paying via PayPoint.

Please do not hesitate to contact the school office if you need assistance. Your support in using ParentPay will help the school enorms ously, thank you
Yours sincerely

<signature/>
Headteacher

@

You need to update the letter to suit your requirements.

You will be able to add any additional mail merge fields you want to add, such as the signature
instruction which will allow you to add a signature graphic or a letterhead to the template.

NOTE: A comprehensive list of the mail merge fields is available from the support site. All mail

merge field codes must be prefixed by<and end with/> so the text editor knows it is a merge
field not plain text.
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Helpful Hint

To insert a mail merge field or a signature graphic in your message body, highlight the mail merge parameter you
wish to use such as <signature/> in the List of field codes on the right of the screen, and either drag and drop or
copy and paste the field into the appropriate place within the template!

You can only use one signature graphic. This could be a signature, or you may instead want to use the option to
upload your letterhead graphic.

When uploading your signature graphic file please ensure it is not in a word document, it must be an image file
(.ipg, .giff or similar).

When you have updated your template click Save

Edit Print text

Eody o ~ List of field codes
<miscomtactname,> A

text Note tha

<consumeraddress, > must b

Diear -smizcomtactmams,>

<b>Pupil: cconsumerforename,/> <consumersumame,’> Clacs: cclass/5=c/bo-

n am attempt to remove all cash and dhegues from school we are asking all parents to only use our e-payment method to pay
for <be-dimer money</b-. This can be done oaline using a wery secure website called ParentPay or in cash at local stares where
you sex the PayPomt logo.

<b=Already have 3 ParemtPay sccoumtis/be

F you already hawe a ParentPay accoumt, sither with our school or another ParentPay school, you can simphy login to that

Cancel@

If you have selected to add a signature or other graphic upload the file to the Signature area
and tick the option to Enable signature graphic.

T

Click Change to upload it to your template

Your signature or graphic will appear on screen for you to preview

Signature
Add a signature graphic to the message. Thiz will appear on all htm! emails and printed letters

;/J\ Enable signature graphic
L4

Current signature

qcoagc Oneell

Change signature graphic
No file selectad
Click Continue to move forward to the next stage

IMPORTANT: Your template will not be saved until you have completed your message run, if
you cancel out of the process now any changes you have made to the template will be lost!
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The next step is to select your message priority options.

For activation letters the Priority remains as Normal and the Send to priority is Primary payer
only: one message/child.

NOTE: If either now, or in the future, you have created Secondary Payers on your system you
will need to set the Send to priority to Each payer to ensure communication is produced for
both payers. In this instance you will need to use the field codes <consumerrepeater> and

</consumerrepeater> at the start and end of your letter template to ensure the separate
communication is created.

Click Continue to move forward to the next stage.

Choose message options - Get online support

You can set or change options for sending your message.

Back

How to send

Enabled channels

El
Priority
Normal v
Send 1o
Primary payer only: one meszage,/child v

Send options
f | Venfied emal address only
+f| Registered mobile number only

Allow 5M5 zize to exceed one text per mobile

You will need to use the drop down menu within the Add recipients section to select your

recipients for the activation letters - individual year group, all pupils, all pupils and staff,
individual pupil etc.

Click Add to add the selected recipients to the Recipient group

Recipient groups

& Mo groups specified

Category Croup Addfexdude Number in group Redpients Actions

Total: 0  pelete all

Add recipients

Add group
Year group W { 1- Select recipient group ]

‘fear 3

2. Click Add
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Your selected recipient group will be added to the Recipient Group section.

Recipient groups
Category Group Add/exdude Number in group Redipients Actions

Year/Teq group Year 3 23 23 ¥ Delete

Total 22  pelete all

The summary at the top of the screen with display an overview of the communication you are
about to create.

Once you have selected your recipients click Continue to move forward to the next step.

Choose the recipients for your message

Enabled channels
(5]

Message run name
Activation Letter - NEVERLAND SCHOOL

Subject

Priority
MNormal

Number of recipients
23 {0 SMS - 0 email - 23 printed)

Potential delivery problems
MNane

S5MS messages
0 exceed cne SMS message in length

A final breakdown of your message run will appear on screen showing the channel/s you have
elected to send the message via, the priority of the message, total number of recipients with a
breakdown of each channel type and the total humber of chargeable SMS messages you are
sending where appropriate. Click Confirm send.

Confirm messaging run - Cet onling support

Review details of message run and confirm to send

Enabled channels
B

Message run name
Activation Letter - NEVERLAND SCHOCOL

Subject

Priority
MNormal

Total recipients
23 (0 SMS - 0 email - 23 print}

SMS messages
Confirming will cost 0 SMSes

Letter available via Parent,/Carer login
D If ticked, Parent,/Carer will be able to download this letter via their login

IMPORTANT: Do not tick the ‘Letter available via Parent/Carer login’ tick box. This is an
activation letter and therefore, until parents/carers have received this letter, they will be
unable to view the letter in their online account.
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