Registering your Account

L

The registration process for the following customers is the same:
= the parent/quardian of a child(ren) at the school,

* aschool employee who may also be the parent/quardian of a child(ren)
at the school,

* an administrator of SIMS Pay who is a school employee and who may
also be the parent/guardian of a child(ren) at the school.

Navigate to the URL for the SIMS Pay website given in the invitation.

@ SIMS Pay | Secure Online Payments - Register

Welcome to SIMS Pay

Secure Online School Payments Made Simple

SIMS Pay provides a cost-efectve.seace g

and easy way for schoois 1o colect parent
[Payments and sell schood eme online

Looking for Help?

FOR SCHOOLS ECR PARENTS

With SIMS Pay, schools can benefit frem You should have received a SIMS Pay
reduced administration, faster payments and registration invitation from your school with a
improved security and safeguarding unique invitation code. Read our Quick Help

Cuide on what 1o 6o next.
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2. Click the Register button on the right-hand side of the screen to display the
Sign in to SIMS Pay page.

Sign in to SIMS Pay

M &« B & & O

e §IMS

Capita Hosted Services: Check Service Status

Secured by SIMS ID

NOTE: If you see the Account Welcome page instead of the Sign in
page, review the guidance (please see Account Welcome Page on

page 13).

NOTE: To register a SIMS Pay account, you will need an account with one
of our supported identity providers: SIMS ID, Apple ID, Microsoft, Google,
Facebook or Twitter. It is possible to use an existing account to register, or
you can create a new one.

3. Click the icon for your preferred account provider to be directed to sign in.

The precise steps will vary depending on which account provider you select,
but typically you will be asked to sign in to your account and satisfy account
security. If this is the first time you have registered this account with SIMS
Online Services, you will see the SIMS ID permissions requested page
(please see SIMS ID Permissions on page 12).

The Registration - Welcome page is displayed, showing your name
(as recorded by the account) and the identity provider you selected. This is
helpful if you share a computer with other users.

SIMS SIMS Pay | Secure Online Payments

Hi Jane Doe

You are currently signed in with your Mlcrosoft account

fthis is ot the correct account or a pravious aTtempt to register failed please click Sign Out before continuing

Otherwise please enter your invitation code and click Continue

SIMS ID
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4. Check that the name and account are what you expected to see.

If the details are correct, enter the Invitation Code from your
invitation, then click the Continue button.

If the account details are incorrect, click the Sign Out button, then sign
in again with the correct account.

5. One of three pages is displayed:

Registration

The SIMS ID Registration page. This is the standard registration
sequence for new users of SIMS ID (please see Registration on page 7).

The Confirm Details page. You will see this page if you have previously
registered for another SIMS Online Service with these credentials
(please see Confirming Account Details in SIMS Pay on page 9).

An error message is displayed at the bottom of the
Registration - Welcome page (please see Errors Encountered When
Entering the Invitation Code on page 13).

If this is the first time you have registered this account with SIMS ID, the
SIMS ID Registration page is displayed.

The Invitation Code field is pre-populated with the code you entered on
the Registration - Welcome page.

helping

' 5IMS | sehgols

tnsplre

Registration

You will have received a new service invite cade from either Capita SIMS or from your school administrator.

Please enter the code below and tap or click Register.

Name Jane Doe
Signed in with Microsoft

Invitation Code zNkeSYeBén

© 2018 - Capita Children's Services
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1.

Click the Register button.

Registration - Answer Security Questions |

You are required to provide a second pieca of information to confirm your identity,
What is the date of birth of one of your children at the school? (dd/ mm/yyyy)
|

© 2018 - Capita Children's Services

NOTE: The security question you are asked depends on whether you are
registering as a parent/guardian or as an employee. The invitation from
the school identifies the information you need to provide.

Enter the information requested on the Registration - Answer Security

Question page.

This is the same information referred to in the invitation received from the

school.

» Parent/quardians enter the date of birth of their child/one of their
children at the school.

= School employees enter their own date of birth, even if they are also
registering as parent/guardians and/or administrators.

Click the Verify button to create your account.

W‘\’egistration - Account Creation

Your account is being set up and configured. You will be automatically
redirected when this process is com plete...

Eiapsed 3

L

Once the account is set up, you are redirected to SIMS Pay to complete the
account set up (please see Confirming Account Details in SIMS Pay on

page 9).

3 seconds
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Confirming Account Details in SIMS Pay
Once your account is set up, you are redirected to SIMS Pay.

NOTE: If you have already registered these credentials with SIMS ID, you
will be directed here from the Registration - Welcome page.

SiMs SIMS Pay | Secure Online Payments

Confirm Details

Pleaga confirm that the details bel oW are correct

Forename Karen
Surname Adebayi
School Creen Abbey Secondary School (2)

Please contact your school if the details are not correct

1. On the Confirm Details page, check that your Title, Forename, Surname
and School details are correct.
a. If the read-only information is correct, click the Continue button.

b. If the read-only information is incorrect, click the Cancel button.
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2

Complete your account details if this is the first time you have registered a
SIMS Pay account. If you have previously registered with SIMS Pay (e.g. at
another school), you will not see this step.

SIMS, SIMS Pay | Secure Online Payments

Create Account

Pleace complete your account detaiis below

tle Mrs

orename Karen

Emiail Agdrass Goutlook.com
Confirm Email Address s@outlook.com

Carcholder Name Mrs Karen Adebayi

Allew automatic emiail notifications from SIMS Pay

Cancel Continue

a. Record an Email Address and repeat this in the Confirm Email

Address fieid.

b. The Allow automatic email notifications from SIMS Pay check box

should be selected if you wish to receive email notifications from SIMS
Pay. Deselect this check box, if required (please see Checking My
Details on page 15).

¢.  Cardholder information is pre-populated with the details of the primary

contact. If these are incorrect, enter the Cardholder Name and Billing
Address (including Town and Postcode) for the card holder who will
be making payments.

TIP: Cardholder details will be used during the checkout process to
save time. If you would prefer to enter these details at the checkout
each time you pay for an item, these details can be left blank.
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d. Click the Continue button,

SIMS Pay | Secure Online Payments

Congratulations! Your account has been created

YOU are now abie 10 Make payments for this scnool within SIMS Pay

Continue

NOTE: If you are also an administrator, this message will read You
are now able to administer this school and make payments for
this school within SIMS Pay.

If you have previously registered with SIMS Pay, you will not see the
Congratulations! page.

Click the Continue button on the Congratulations! page.

If you are an administrator, SIMS Pay opens at the Dashboard. For all
other users, SIMS Pay opens at My Homepage. You can now use SIMS
Pay.

Emmanuel @ Wraparound Care
'i Statements Your balance is £0.00  vourvaiance is £0.00
b + School Is

Add funds between £5.00 and £100.00 Add funds between £1.00 and £100.00
» Transac

¥
Enter Amount Enter Amount Add {0 Baskel
Oroaq Atbgy Products
@ Meal Purchase History @ Wraparound Care Sessions

Secondary
School (2)
101 10F
+
» Schoo! Clubs See available sessions here }

+ Online Shop

» Exams & Lessans

Last Ski Trip instaiiment s due next week. )

Breakfast Club Is now five 1o book onta >

Foligwing the haff tarm break please make sure 3)
¥0u 10p Up your chiid's meal balance
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Additional Information about Setting Up your Account

SIMS ID Permissions

If this is the first time you have registered this account with SIMS Online
Services, you will see the SIMS ID permission screen.

Click the Accept button.

& Microsoft

Lok

Permissions requested
SIMS ID Partner

This app would like to:
. Access your data anytime

Allews the app 0 se2 and update your data, even when you
are not currently using the app.

/. View your basic profile

Allews the app 26 see your bazic profile (name, picture, user
namsj

Actepting these permiscions means that you alloay this app to uze
yeur aata ag specified in their Terms of Servics and Privacy
Statzment. The publisher has not provided links to their Terms
for you to review. You can changs theze permissions at
htpsy/‘myapps.microzoft.com.

Only accept i you trust the publicher and if you selected Wiz 2pp
f10m a s1o0e or website you trust. Ask your admin if you're not
sure. Microzoft iz not involved in Btensing this app to you. Hide

datails

The permissions screen has a link to the SIMS ID Support & User Guide
Legal page
(httos://id.sims.co.uk/support/SiteSettinqs/Wiki/Index/Sl?title=Leqal). This
page provides links to the Legal Statement, SIMS ID Cookie Policy and SIMS
ID Privacy Guidance Statement.
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Account Welcome Page
If you see the Account Welcome page during registration, this means you
clicked the Sign In button instead of the Register button.

Click the yellow Register Account button at the bottom of the page to be
redirected to the SIMS ID registration sequence (please see Registering your
Account on page 5).

SIMS SIMS Pay | Secure online payments

Hi John Smith; welcome to SIMS Pay!

First time using SIMS Pay? Already have a SIMS Pay account?

If this is your first time using SIMS Pay you will need to register your IMake sure you are using the correct account 10 access SIMS Pay. You are
account currently signed in with the Microsoft account John Smith

+ Before you register, check that the Microsoft account John Smith is the To sign out of the current account, ¢lick on the Sign Out button below

one you want to use with SIMS Pay.

* Forsecurity, you will need the Invitation Code issued by your school and m
the Date of Birth of cne of the persons lisled in the invitation

+ An Invitation Code must only be used by the parson to whom it was
issued.

Ready to register your account?

Please click on the Register button below to get started with your SIMS Pay
account registration

Still having trouble signing into your account? First try the guick help guide:
; < if1hat doeSNT SOIVE YOUT probiem, please contact your sehocl.

You will be redirected to the SIMS ID registration sequence (please see
Registering your Account on page 5).

Errors Encountered When Entering the Invitation Code
If, after clicking the Continue button on the Registration - Welcome
page, you do not see either the SIMS ID Registration page or the SIMS
Pay Confirm Details page, check the error message at the bottom of the
screen.
If you see This invitation code is no longer valid, contact your school.
Invitation codes are time-limited and invitation codes entered after the final
date on the invitation do not work.

If you see any other error message, follow the on-screen instructions, which
may resolve your issue.

If you are still unable to register your account, make a note of the error
message and contact your school.
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Managing My Account

Once an account has been set up, its details can be managed via the My
Account page.

My Homepage is displayed when you sign in. It is also available by
selecting the My Homepage tab on the top right-hand side of the screen
(unless you are already on the home page).

. Emmanuel @ Wraparound Care
‘-Q Statements Your balance s £0.00  vouraianceis £0.00
b » Scnool Meals

Add fungs between £5.00 and £100.00 Add funds between £1.00 and £100.00
v Transactions

Enter Amount Enter Ameoum Add o Baske!
Green Abbey Products

Secondary
Schoal {2)
10 10F : - - . !
@ Meal Purchase History @ Wraparound Care Sessions
+
+ School Clubs | - See available sessions nere >
[ Use inve [N

» Online Shop =

» Exams & Lessons T ——

Last Ski Trip instaiiment is due next week. }

Breakiast Ciub is now live 1o book onto }

Fallawing the haif term break please make sure >
¥Ou 109 Up your chile’s meal balance

L

The My Account page is available from My Homepage by selecting the My
Account tab on the top right-hand of the screen. The widgets you see vary
according to the SIMS Pay functionality your school has made available,

NOTE: The contents of the graphics (dates, names, panel numbers, etc.)
are examples only of what you might expect to see when using SIMS Pay.

This My Account page shows a school that has implemented School Meals

and Menus.
Michael
Statements Your balance is £0.00
4 Bichool Maals Add funds between £5.00 and £100 00
» Transactions = _

b Enter Amount
Toan 9SSl pradicts

* Uniform
¥ School Clubs See available choices here ?
* Events
* Transpen - — —
s Oriling Shais @ Maat Purchase History
* Fees & Subs

L T s See cetalls here ?>
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This My Account page shows a school that has implemented School Meals

and Fees.
Jason . 2 P
Statements Your balance is EODO In credit £000
+ School Meals Last updated at 30 Apr 2019 14 47

Add funds between £0.01 and £999 99
b iransactions _ x 7 Agd funds between £0.01 and £999 99
- - Entar Amount
g;? D-:fb?! Products Enter Amount
Year 4| 4B

NOTE: Local currency replaces pounds sterling where appropriate.

Checking My Details

TIP: My Homepage is displayed when you sign in. It is also available on
the My Homepage tab on the top right-hand side of the screen
(unless you are already on the home page),

1. From My Homepage, select the My Account tab on the top right-hand side
of the screen to display the My Details page.

My Details

mandatory felds marked with 2+
e Mrs
Forenzme *  Kimberly
Surname Ackion
Email Address LR @outiock.com
Email Address * « ‘e s as@outiook com
er Name Mrs Kimberly Atkton

Biling Address 12 High Street

Higham Ferrers

Town  Rushden

Fosicose  NN1D 8BL

Allow automatic amail netifications from SIMS Pay

2. Ensure that these details are correct.

If any of these details change, update SIMS Pay and contact the School
Administrator.
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The Allow automatic email notifications from SIMS Pay check box

should be selected if you wish to receive email notifications from SIMS Pay.

Deselect this check box, if required. By selecting the check box, you are

enabling the following notifications:

= Product notifications

= School Meal Balance notifications. A message will be sent to you when
your balance reaches a pre-determined threshold, to give you a chance
to 'top up' before the balance runs out

= Next instalment due soon notifications (applies to instalment payments
only)

* Overdue instalment notifications (applies to instalment payments only).

TIP: Cardholder details recorded here are for the purpose of
auto-completing fields during the checkout process. Cardholder details do
not have to be recorded in the My Details screen but if they are not
recorded, they will need to be entered manually during the checkout
process for every transaction.
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