Helpsheet for using the School Gateway

Go the website: schoolgateway.com

To register click on the ‘new user’ and enter the e-mail address and mobile number we hold for you.
You will be text a pin number to use. Please notify us if any of your contact information changes.

To log in enter the e-mail address we have on record for you and the pin number you have been sent
via text from School Gateway. Should you ever forget this it can be reset on the website by clicking
on the ‘Forgotten Pin?’ link below the pin box
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Once logged in you will see a screen similar to that below. If your child attends a Club, Breakfast
Club, or Extended day you can click on the tiles to see the sessions booked for your child. If you have
more than one child you should see each child listed and then by clicking through you can see the
information for each.
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If you click on to the payment screen it will take you to a screen that looks like the one below. Put a
tick in the box against the payment/s you wish to make. For some payments (Breakfast Club &
Extended Day) you can amend the amount as the balance is the full balance for the term booked.
Payments for these only need to be paid one week in advance. Other clubs are paid for for the whole
term and are not able to be amended.
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Payments are made via an ‘Instant Bank Transfer’ also called a direct debit. Please note that you will
need to make the payment each time money is due - we do not automatically take payments. Enter
the bank details and proceed. You will only need to enter the details on the first time of using this.
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Setup Instant Bank Transfer

Entar the bank account details you would like to use for account transfer
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You will be taken to a confirmation screen where you need to click ‘submit’.

. a L1z Aaron (4SL)

Direct Debit Confirmation ) St Peter-in-Thanet
Lrch of 10 Mor Schox
Please check your bank details are correct 4 Church of Er 1 Junior School
Account holder name: MRS & V HANNAK
Sort ¢ode: 535052
Account number: 56633823
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Yau can now make payments via School Gateway app. Download fram your app store i AppOtare

This means the method of payment is set up and will take you to the payment screen. See below.
You will need to click on the make payment button to actually make the payment for the items that
you put in your ‘basket’
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Review your payment FN‘ : St Peter‘in‘Thanet
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Payment method - Change

Instant Bank Transfer: NATIONAL WESTMINSTER BANK PLC x-23 £0.01
Fay s made by Instant Bank Transfer will come out of your account approximately 3
day ou confirm the transfer

Payment for Demo: Primary School , 01288354403
The reference shown on your bank statement will be School Gateway, ref: DemoPrimar
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Return to Basket Make payment



You will then be taken to a confirmation screen like the one below. Please take note of the date the

payment will actually leave your account (it’s not instant just called instant to confuse everyonel!).
However, the school system is updated straight away.
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is payment will be debited on or shortly after Menday 15 March 2015 =

Phes make sure you have funds avadable in your account MATIONAL

TER Ral PLC
It will appaar on your bark STELEMENT 38 Schuol Gatewgy e Demabrima
A receipt has been amailed 10 sntoinette hanneh @ «hoolcomms

After School Year 4 Swimming Club {1/1) ‘Sophie Aaron o £0.01

Total Amount £0.01

Make anather Payment

When logged in you will be able to access a payment history of all payments/transactions you have
made.



