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You w
ill need a U

sernam
e and Passw

ord to log into 
W

isePay.

Your O
rganisation w

ill advise you either by letter or em
ail of 

your individual U
sernam

e/Em
ail and Passw

ord.  

Enter your usernam
e or em

ail address and passw
ord in the 

boxes provided and click the ‘Sign In’ button to start m
aking 

paym
ents and access your W

ise Account.

Please rem
em

ber that both your U
sernam

e/Em
ail and  

Passw
ord are case sensitive and so m

ust be entered w
ith

the correct upper and low
er case characters.

You should change your U
sernam

e and Passw
ord that has 

been sent to you by W
isePay.

Log Into W
isePay

If you believe that you should have received a letter 
and it has not arrived, please contact your school or 
college adm

inistrator.

Log O
ut

It’s alw
ays a good idea to log out of W

isePay w
hen you have finished.
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Q
. W

hat do I do if I forget m
y Passw

ord? 

A
. You can request a passw

ord reset by selecting the
“Forgotten Passw

ord” link on the hom
epage. 

Step 1 - A security challenge w
ill appear - this is not case sensitive, 

either low
er or upper case characters can be used. 

Step 2 - You w
ill then have to enter your em

ail address and 
confirm

ation em
ail– this is case sensitive, and m

ust be filled in w
ith 

the exact em
ail address that is registered on your W

isePay account. 

Click the “Reset Passw
ord” button to com

plete your passw
ord reset 

request.

O
nce a request has been m

ade W
isePay w

ill validate your em
ail 

address, and you w
ill be sent a one-tim

e use, reset passw
ord link. 

This link has a 12 hour expiry to allow
 you to reset  

your passw
ord.

Click on the link and follow
 the on screen instructions.

Forgotten Passw
ord
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M
y M

erged A
ccounts

Sw
itch accounts betw

een 
all your m

erged students.

M
y W

ise A
ccount

View
 all your paym

ents, 
balances and m

essages.

Change Passw
ord

Click here to create a
new

 passw
ord.

Log O
ut

O
nce you have finished 

using W
isePay, click here 

to log out.

Paym
ent Cards 

A
ccepted.

Paym
ents and Bookings

Select your chosen area  
to m

ake a paym
ent or 

booking.

M
eal Balance

View
 your latest m

eal  
balance.

Your W
isePay H

om
epage
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To add an item
 to your shopping cart, select the item

  
that you w

ant to purchase or pay for by clicking on it. 

The purchase price w
ill autom

atically appear in the 
“Price” box. 

If you decide you w
ant to m

ake a paym
ent for that item

  
click the “Purchase” button.

Adding item
s to your shopping cart

The shopping cart w
ill autom

atically appear at the 
top of your page once your selected item

/s have 
been added. 

If you w
ish to rem

ove an item
 from

 your shopping cart, 
sim

ply click the “D
elete” link in the’ Q

uantity’ colum
n. 

The item
 w

ill instantly be deleted from
 your shopping cart.
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Q
. H

ow
 do I checkout?

A
. To checkout click the “Proceed to Checkout”  

button at the bottom
 of your shopping cart. 

Checkout
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You w
ill be asked to confi

rm
 you account details and billing 

address.
 Term

s and Conditions

To proceed w
ith the paym

ent you m
ust agree w

ith the Term
s &

 
Conditions that are presented to you. O

nce you have agreed w
ith 

them
, click “Yes” I agree to the Term

 &
 Conditions. 

Select the “Confirm
 Paym

ent” button at the bottom
 of this page, 

to continue through to the paym
ents area.

Checkout D
etails
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O
nce your paym

ent has been successfully 
m

ade, a confirm
ation screen w

ith a reference 
num

ber w
ill be displayed back to you. It is a 

good idea to m
ake a note of this reference 

num
ber.

A confirm
ation em

ail w
ill be sent to you w

ith 
details of your order and inform

ation from
 

your organisation, regarding collection of 
your item

s and w
hat you should do next. 

Paym
ent M

ethod

You w
ill then be asked to fill in your card details.

Click the “Confirm
 Card D

etails” button to com
plete

your transaction.

To com
plete your transaction you m

ust select a 
paym

ent m
ethod.

Select a paym
ent m

ethod by clicking on the 
relevant card you w

ish to use.
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Q
. W

hat is m
y ‘W

ise A
ccount’? 

A. Every user is provided w
ith a secure W

ise Account. From
 

here you can view
 all your online paym

ents m
ade to your 

chosen organisation (ie College or School). 

W
ise Account O

verview

Your W
ise A

ccount O
verview

 

This allow
s you to view

 your:

• 
latest food and drink balance 

• 
food and drink purchases

• 
paym

ent top ups

• 
trip paym

ents and balances

• 
last 50 transactions
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ise Account

Paym
ents, Balances and M

essages
• 

Food and D
rink Account - view

 your food and drink balance, latest top ups  
and food and drink purchases.

• 
Your Bookings- view

 all your bookings by date.

• 
Instalm

ent Statem
ent- view

 all your instalm
ent paym

ents m
ade to date.

• 
Paym

ent H
istory- your paym

ent history can be view
ed by  

reference num
ber or date.

• 
Paym

ent Calender- view
 all past and upcom

ing paym
ents by date.

• 
Paym

ents to M
ake- view

 all upcom
ing paym

ents to be m
ade.

M
erged A

ccounts

• 
View

 Your M
erged Accounts - view

 all your nam
ed m

erged accounts.

• 
M

erge an Account- m
erge accounts for other students.

Your D
etails

• 
Change Contact Inform

ation- view
 all your nam

ed m
erged accounts.

• 
M

erge an Account- m
erge accounts for other students.

• 
Exam

 Results - View
 your exam

 results.
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You can view
 all m

ultiple students by clicking on the “M
erged Accounts” tab 

in the W
ise Account Area

If you have m
ore than one student at the sam

e school or college, you w
ill 

receive a U
sernam

e and Passw
ord for each student. 

You can either choose to keep each account separate or you can m
erge all  

your accounts so they can be view
ed under one m

aster account by clicking  
the “Find Student Account” button.

This is particularly useful if you have another student at a diff
erent school.

O
nce logged in you w

ill be able to sw
itch betw

een each account and select  
item

s to purchase in a com
m

on shopping cart, and then m
ake a single  

paym
ent transaction.

M
erging Accounts

View
ing M

erged Account
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Personal details and Passw
ords

You can am
end or check your account details and passw

ord by  
selecting the “Your D

etails” tab in the W
ise Account area. 



If you have any further question or need help your 

first line of any enquiry should be w
ith your 

O
rganisation’s W

isePay Adm
inistrator. 

They w
ill contact W

isePay on your behalf if they  

are unable to help
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eb 

site.

W
isePay App and O
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obile Version 2018
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01 Benefits to Parents and Students

W
isePay Your W

ay

W
isePay has m

ade paym
ents and bookings even quicker

for Parents and Students on the go. 

You can access your W
isePay account and receive latest 

m
essages from

 your school or college on any m
obile device  

w
ith W

isePay’s easier to use optim
ised m

obile version.

U
sers can now

 checkout faster w
ith our flexible paym

ent 
options. Paym

ent Cards can be stored securely for repeat  
purchases, providing you w

ith a (O
ne Click) seam

less  
transaction on the go.

A
 quick start guide to our  

new
 app and m

obile w
eb site.



W
isePay U

ser G
uide 

for Students and Parents
02 D

ow
nloading the App

To dow
nload the new

 W
isePay App click the selected  

graphic at the top of your W
isePay hom

epage. 

The W
isePay App is available to dow

nload for both 
Android and Apple devices.

From
 the W

isePay App page you w
ill be given a unique  

O
rganisation Code.  You w

ill need this code in the  
W

isePay App, w
here you can register an account and  

start m
aking paym

ents quickly and easily.

A
 quick start guide to our  

new
 app and m

obile w
eb site.



W
isePay U

ser G
uide 

for Students and Parents
03 U

ser Friendly W
isePay M

obile D
evice

Exam
ple M

obile H
om

epage
Exam

ple of M
obile M

enu
Exam

ple of M
obile  

Check O
ut

Exam
ple of M

obile Cashless 
Catering Screen

A
 quick start guide to our  

new
 app and m

obile w
eb site.
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The Check O
ut - N

on Stored Card D
etails

A
ccount D

etails and Billing A
ddress

W
hen you checkout your details m

ay already be pre-filled, depending  
on w

hether your organisation has entered your details.

Paym
ent O

ptions (N
ew

) 

N
on Saved Cards

This option w
ill be visible if you are m

aking a paym
ent for the first 

tim
e, or have chosen not to store any card details previously. This 

option does N
O

T have to be clicked to proceed w
ith a paym

ent.

Term
s and Conditions

To proceed w
ith your purchase you m

ust agree w
ith the 

Term
s &

 Conditions that are presented to you. 

O
nce you have agreed w

ith them
, click “Yes” I agree to the 

Term
 &

 Conditions and continue to the paym
ent screens.

W
isePay U

ser G
uide 

for Students and Parents
05

A
 quick start guide to our  

new
 app and m

obile w
eb site.
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ent Process - N
on Stored Card D

etails

You w
ill then be asked to 

fill in your card details.

Click the “Confirm
 Card 

D
etails” button to 

review
 your order.

To com
plete your transaction you m

ust 
select a paym

ent card.

Select a paym
ent m

ethod by clicking on the 
relevant card you w

ish to use.

You can review
 your order and use the 

expanding buttons to review
 your shopping basket, 

paym
ent details or billing address.

U
ser friendly m

obile 
screen.

* The screens below
 are at Sage Pay paym

ent gatew
ay.

A
 quick start guide to our  

new
 app and m

obile w
eb site.



O
rder Com

plete - N
on Stored Card D

etails

O
nce your paym

ent has been successfully m
ade, a 

confirm
ation screen w

ith a reference num
ber w

ill be 
displayed back to you. It is a good idea to m

ake a note 
of this reference num

ber.

A confirm
ation em

ail w
ill be sent to you w

ith 
details of your order and inform

ation from
 your 

organisation, regarding collection of your item
s 

and w
hat you should do next. 

To com
plete your order, you m

ay need to 
authenticate your card details w

ith a 
passw

ord.

W
isePay U

ser G
uide 

for Students and Parents
07

A
 quick start guide to our  

new
 app and m

obile w
eb site.
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A

ccount D
etails and Billing A

ddress

W
hen you checkout your details m

ay already be pre-filled, depending  
on w

hether your organisation has entered your details.

Paym
ent O

ptions (N
ew

) 

Saved Paym
ent Card D

etails
This option w

ill only be visible if you have previously chosen to store 
your paym

ent card details. You can either continue to m
ake a  

paym
ent w

ith the selected card highlighted or choose a new
 card by 

clicking the ‘I w
ill use a card that isn’t listed above’ option.

Term
s and Conditions

To proceed w
ith your purchase you m

ust agree w
ith the Term

s &
 Conditions 

that are presented to you. 

O
nce you have agreed w

ith them
, click “Yes” I agree to the Term

 &
 Conditions 

and continue to the paym
ent screens.
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A
 quick start guide to our  

new
 app and m

obile w
eb site.



Paym
ent Process - Stored Card D

etails

You w
ill be asked to confirm

 your CVC, the three 
digits on the back of your card.

You can review
 your order and use the 

expanding buttons to review
 your shopping basket, 

paym
ent details or billing address.

         

To com
plete your order, you m

ay need to 
authenticate your card details w

ith a 
passw

ord.

W
isePay U

ser G
uide 

for Students and Parents
10

A
 quick start guide to our  

new
 app and m

obile w
eb site.

* The screens below
 are at Sage Pay paym

ent gatew
ay.



O
rder Com

plete - Stored Card D
etails

O
nce your paym

ent has been successfully m
ade, a 

confirm
ation screen w

ith a reference num
ber w

ill be 
displayed back to you. It is a good idea to m

ake a note 
of this reference num

ber.

A confirm
ation em

ail w
ill be sent to you w

ith 
details of your order and inform

ation from
 your 

organisation, regarding collection of your item
s 

and w
hat you should do next. 

W
isePay U

ser G
uide 
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A
 quick start guide to our  

new
 app and m

obile w
eb site.



If you have any further question or need help your 

first line of any enquiry should be w
ith your 

O
rganisation’s W

isePay Adm
inistrator. 

They w
ill contact W

isePay on your behalf if they  

are unable to help


