Guide to Callywith College Payment Portal — Setting Up an Account and Purchasing an Item

College Deposits and Bus Passes can be paid for using our online payment portal which you can access
here: www.callywith.ac.uk/portal

1. Setting up a new account (Existing students should already have an account and should skip to item 3)
New students - on the Payment Portal, select ‘Create an External User Account’. You will require your
student ID number which you can find in your invite to interview letter. Fill in the boxes and click ‘Submit
Registration’.

College Portal

Main Menu

New Account Registration

Joining Us you wish to use our Payment Portal to purchase items for a student, use this
page to create an account

Enter Your Results .
Tell us your results and your decision If you are (or going to be) a student, please use your student account when you
are given your username and password.
[ﬂl Apply for Courses
Click here to go to our Online Applications page How Do | Sign-Up?

To register an account with us, please enter the details about yourself and the
student(s) you wish to link to your account.

Existing Applicants or Enrolled Students The student details you supply will then be verified, and you will be sent an
email and text message containing codes to ensure the contact details you
have supplied are correct.
Create an External User Account

An external account allows access to some of our services, .
I D e S g e 1 Enter these codes when asked, and you will be sent an email containing the

passes on behalf of your students. If you nesd to do this, username and password you will need to log on to your account.
sign up for an extemal account here..

N . About You
Verify Contact Details
If you have an account with us and received an email = R
address or phone number verificatien code, please use it EEIELS
here.
Surname:
Upload Student Photo
Joining us as a student and don't have a photo on our
system yet? Upload your photo here. Email Address: name@example.com
Confirm Email: name@example.com
Options for extemal accounts of existing stugents

0 Link Additional Students to My Account

Click here to be taken to your account management page.
where you can add and remove linked student accounts

Mobile Number:

Student 1 Details
Purchase Items

&% To purchase College items for yourseff or your linked Student ID:
students, click here to be taken to the Payment Portal

Change my Password Date of Birth:
IZI] I you know your password, but want to change it, click
here. Postcode:
Manage My Account j Want o add more than one student?
All other management tools for your account are here. Click here to add up to four...
Help and Support Submit
Once you have entered the details above and double checked them, please click the bution below to
I can't remember my username submit your registration. You wil then be sent an email and text message to verify your contact details

Your username is the long number you use ta sign in. If r—
you can't remember it, click here >

2. Verify Account — Next you need to verify your email address and phone number to activate the account.
You will receive an email and a text, each with a different verification code to enter on the portal. This can
take up to 10 minutes to deliver and may go to your spam/junk folder. BT.com users may need to add
callywith.ac.uk as a trusted source to stop emails being automatically blocked. Your username will appear
on screen, we suggest making a note of this as you will need this for future logins.

. College Portal

Main Menu New Account Registration

New Users

1 don't have a_n:aecéhh!y'ot Your Account Has Been Registered
Qu%mme.ﬁmmusm-q,umm

ragister one and Bnk a student to it You will need your Your details have been successfully saved, and your students have been linked to
student’s registration details. your account
Verify Contact Details

o il you have received an emad address or phane number Your Account Details

verification code. please use & hare Your username is.

. Upload Student Photo 160315

Jolning us as a student and don't have a photo on our system  You will need your username for logging in, and to verify your email address or
yet? Upload your photo here phone number. Please make a note of it and keep it safel

Your password will be emailed to you once your account has been generated, this
3 should be within a few munutes but may take up to 10 dunng busy pernods
P Link Additional Students to My Account

(/ Click hare to be taken to your eccount management page.
whare you can add and remova linked student accounts What Comes Next?

Purchase Items

" To purchasa Collage ftems for yoursel or your linked The amail coce ave been sent
students. click here Lo be taken to the Payment Portal

i] Change my Password Username: 150315
If you know your password, but want to change it. click here
Verity Email Code:
Manage My Account
All other managemant tools for your account ara here Verify Phone Code:

Your account will then be generated, and you will receive an email containing your username and
password. We recommend logging in and purchasing the required items before changing your password.


https://www.callywith.ac.uk/portal

3. Buying an item — Click Purchase Items and log in.

0 Link Additional Students to My Account

Click here to be taken to your account management page,
where you can add and remove linked student accounts.

Purchase Items

To purchase College items for yourself or your linked
students, click here to be taken to the Payment Portal.

Change my Password
= you know your password, but want to change it, click
here.

Manage My Account

All other management tools for your account are here.

4. Select the student you wish to buy for — it should show their name, student ID number and their
student photo if they have uploaded one.

Available tems

‘ View Available items E $

The student’s name, ID
@ My Cart number and photo will

J 6 appear here
2 u':?oﬁ
@My Purchase History
Please select someone above to see what
nACCWM Management items can be purchased for them

5. Select an item — To use the buses between Bodmin town centre, Bodmin Parkway Station, and the
College, you can select the Bodmin Only pass. This free pass needs to be applied for in the same way as a
paid-for bus pass — please continue to follow the instructions below. If you are purchasing an annual or

termly pass, you will NOT need to purchase the Bodmin Only pass as Bodmin routes are covered under
these passes.

o 572, College Portal

Available items

3 g n The student’s name, ID
@”YC"‘ number and photo will
appear here

Extermal Acssunt il ]

@ My Purchase History

n Account Management 1 .mm This person is registered to Truro College.
‘ COLEGE Il this is incorrect, please contact the appropriste College before proceeding

Bus Passes

2020-2021 Annual
« No burzary award avalable
o This item has already been purchased, £530.00

m not 5‘-‘alldbh‘|

2020-2021 Autumn
« No bursary award avalable

£210.00
osoca
General College Items

Coliege Deposit

a



Purchasing a Bus Pass

6. Bus Pass options — Bursary - If you have already applied and are eligible for bursary funding, the amount
will be discounted and appear here. If you are expecting a bursary and it is not yet showing or your

bursary award is still being processed, please DO NOT purchase your bus pass until your funding is
showing.

No Bursary Applied
There is no bursary pending or applied 1o this
bus pass If you have applied for one please
cancel this purchase and wait unfil it has been
processed. If you have not apphed, or are not

expacting a bursary, pi{;ase click the button
below

7. Bus Pass options — Select a stop

Bus Pass options Cancel

Please select your preferred bus stop

Seled stop v

8. My Cart - review before proceeding to payment

Click the shopping cart from the menu on the left of the screen and check the items you have selected
before proceeding to payment.

‘ View Available items #444 Proceed to Payment

mmm | |

Bus Passes: 2020-2021 Autumn

« No bursary award available.
9 My Purchase History » Preferred Bus Stop' Porth Four[Tums £210.00
0O deee
n Account Management

Subtotal £210.00

Total to Pay: £210.00
Proceed 10 Payment



Payment Process

9. Payment — Billing Details — the billing address must match the card address

Billing Details Cancel
—= _

Surname: Bloggs

Billing Address
g How do you want to pay?

A _— OVe
Address line 1: % PENWITH  cauirvr

Address line 2.

VISA Visa
ciy:
- Order description: Items from College Payment VISA Visa Debit
Portal
Billing Contact Details
To pay VISA Visa Electron
Phone:
£21 0'00 ms’ MasterCard
Email Address:

Debit MasterCard
m Maestro

_

10. Payment — Review your order - The card holder will go through a card 3D check. For example, the bank
may want the card holder to enter a code sent by them to complete the transaction. If you start to
checkout an item, complete the whole process otherwise SagePay will time you out and fail the
transaction. If your transaction fails — you have not yet been charged — you will need to log back into the
portal and click retry or cancel. If you select retry it will resubmit the details to SagePay. If you select
cancel, it will mark the transaction as cancelled so you can start the payment process again.

N == Sva Review your order
COUEGE ’Ebﬂﬂ"’"}- Lm-wvv:‘

Transaction details
Order description: Items from College Payment

I ey
Fona Description:
Items from College Payment Portal

To pay Transaction Reference:

£210.00 a4

Amount:
£210.00
Your Shopping Basket -

Description Quantity ItemVa
Bus Passes: 2020-2021 Autumn - Preferred Bus Stop: Porth Four Turns 1 21C

—; ’

Total Price: £210.00

Payment Details +

An online version of this leaflet is available via www.callywith.ac.uk/portal



http://www.callywith.ac.uk/portal

