CLIFTON-UPON-TEME PRIMARY SCHOOL
INSPIRING MINDS, SHAPING FUTURES

Payments4Schools

Help Sheet

Log on to http://www.worcestershire.gov.uk/payments4schools
Or follow the link from the school website
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E e You must then enter your child’s

L~ unique reference number (details of
which are on the After-school Club
Invoice) and their full name.

e Then enter the amount to pay as

— shown on the After-school Club invoice

NB:

Monetary amounts must be entered with a

decimal point but a £ sign is not necessary
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Step 4
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Select address from list and click Select button. Or enter details manually below.
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Payment Review
To modify a payment click the Modify link. Te remove a payment click the Delete link

You will then be directed to the next step in the payment process

Reference |account Type Description

Total Amount £0.00

To make @ payment, click Fay. You vill be redirected to a holding page while your request is processed.

[ T

Enter your name and address.

e Click Add to List.

NB You will only need to enter your
address once on each visit. When
adding additional payments it will appear
in the drop down menu for you to
highlight.
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Step 5

e Review your payment

e You will see the After-school Club
due payment (and in due course
any activity/trip) that you have
selected and the amount to be paid

e In due course when we set up the
next phase of the service, you will
have the opportunity to pay for
other activities/trips for the same
child, you will need to add these to
the list by clicking “back to the top”
and repeating steps 1to 5

. Once you have a list of all the
payments you want to make and
are happy with the total:

Click Pay
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Payment Review
To modify a payment click the Modify link. To remove a payment dlick the Delete link
To make a payment, click Fay. You will be redirected to a holding page vihile your request is processed.
You will then be directed to the next step in the payment process
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Please Wait

You will e redirected to the card payment systam

r prass tha back button. You will bs taken to the

Flenss do no sar or p
Rext stage of the payment sutomabeally

1 Step 6
You will be asked to wait while
you are redirected to the card
payment system to enter your
credit or debit card details.
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e Once payment has been made, you will be asked for a final time to check the card number, check
the payment and then confirm, return to card details to amend, or cancel the payment .

¢ You will then see a screen that informs you that your payment has been successful.
You have the option to enter an email address to receive an emailed receipt or you can press
the click Print and print out a receipt.

We do recommend that you to choose one of these options to keep for your own records.

Thank you for using Payments4Schools
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