@ParentPay

How to update your profile

The Profile area enables you to check and update the personal and contact details for you and your
children. You can amend your name, address and contact information for you and any children you
have added to the account as well as change your username, associated email addresses and reset
your password.

NOTE: Keeping email addresses and mobile numbers up to date will enable your schools and organisations to
communicate with you through the appropriate channels.

1. Navigate to www.parentpay.com and log in
2. Navigate to the Profile tab

OParentPay fome | Patent Account | Commurcatior s

3. (Optional) Edit name, address or login details

Select the My profile > My details

Select Edit against the section you wish to update
Amend the appropriate details

Select Save

OParemPay fome | Barent hecount | Communmation | Brofie | el ool G

I My details >
Name & address
3
> Name.
> Address
| A 4
" ;
» 3
Login credentials
Username:
Password:

1
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4. (Optional) Edit phone numbers and email addresses
e Select the My profile > Phones and emails

OParentPay Home | Sarent Actount | Gommunicaton | Profie | el Logout B

Phone number
l Phones and emails >
a » Phone
|
Moblie numbers
»
Main mobiie phone:
Wt .

Additional mobile numbers

Email addresses
Main emaii sddress
.

0 2 SO SR LTS0S

o

Additional emall addresses

1% only 1o main email address
Preferred communication channel

Urgent messages

Non-urgent messages

» To change your landline phone number, select Edit and amend the number and Save
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e To add or edit your mobile number(s),
¢ Select the Add or edit mobile phone numbers link

Change mobile number, gelele the ofd one and add the new one here

Main mobile phone:
Not suppled @&

Additional mobile numbers:
07850123455 Unverified Resend registration

et as main Delete

Ciick here if vou have received 3 Mobile Reqistration Pl
Only your main mebile number is used for your automated text alerts using My Alerts

All mobile numbers are visibie 10 the school manager. They may send you texts using the ParentPay Communication Centre ™

« IMPORTANT: These texts are NOT charged to your account — they are paid for by the school.

o (Optional) If your current numbers are no longer in use, select Delete

o (Optional) If you have verified your mobile number you may set it to your main number
by selecting Set as main (this will not be available if it is not yet verified)

¢ To add a new number, select the Add new mobile link

Change maobile numer, gelete 1ne oid one and add the new ane here

New mobile number:

= -

The new number will be unregistered when first adoed
A Mobile Registration PIN will sent be Tex! 1o the new number Enter this PIN oniine using the link on your Profiie screen

Click cancel 1o return 1o your arofife without agding

e Enter your new mobile number and select Add.

e You will receive a confirmation message explaining that a registration PIN will have
been sent to your mobile to verify the number. Once received, enter the PIN by
selecting Click here
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Cnange mobile numuoer, celele Ine oic one and add the rew ore here

New mobile number:
01234567890

A Mobile Regisiration PIN nas besn sent to your mecbile. Please click here 1o enter tne PIN and register your motule or enter iater from the link on the Profile page

NOTE: you will only receive the registration PIN if you have topped up your Text message
balance (refer to ‘Setting up email and text alerts’)

e Select OK

¢ Select Return to phones and emails.

NOTE: your ‘main’ mobile number can only be set once you have completed PIN registration.

e To add or edit your email addresses
e Select the Add or edit email addresses link

Email addresses

Main email address:
supporttest! 10@parentpay.com
(verfied

e

. g or edit email addresses

. [ Al 10 chan

e Select either Edit or Add new email as appropriate

Change an additional email address delete the oid one and add 11e new ane hera

Main email address:
supportlest 10@parenipay.com
verified

Additional email addresses:
No additional email addresses stored

« IMPORTANT: All emall addresses are visible to your school and can be used by them to send messages to you

NOTE: all email addresses will need to be verified before they can be used on the system

e Select Return to Phones and emails once complete
e Select Save
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