INSTRUCTIONS ON HOW TO MAKE A BOOKING FOR CHILDCARE SERVICES IN PARENTMAIL

Log into your account as usual. On the menu, choose ‘Accounts’.

The two childcare services will then show. Choose the childcare service you would like to book.
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The following screen will appear. You are able to book published dates 12 weeks in advance.
Those free to book will be shown in light grey. Click on the date or dates you require.
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The following screen will appear:-
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Tick the time of the booking and choose pay now or pay later. Pay now is the preferred option.
There is a limit to the credit available and you will only be able to book a few sessions with the
pay later option.

You will be given the option to make more bookings by choosing ‘Repeat’ if you want the same
day on each of the available weeks. If you have made all the bookings you want choose
‘Continue.’

DO | % Login| Mirosoft 365 Copiat x| G Emai- L -Outl: % |G % [ Newtsb x| = Pacsotai x|+ - & x

Repeat Selections?
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If you have chosen ‘Repeat’ the following screen will appear and you will be presented with the
upcoming weeks available.



2 Repeat Selection
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These are the weeks you can repeat the selection for:
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Aer School Childcare Service

o 15151745

L ] ]

You will be taken to the basket. You
still have the option to change your
mind and remove bookings at this
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Your bookings will now show as blocked in green.

<« Accounts

JIRIS

Waek beginning 01/06/2025

ParenthMail st 2nd 3d ah 5th 6t h
Mon Tue Wed Thu Fri Sat Sun
Week beginning 06/09/2025
th 9th 100 11 12ih 130 14m
Mon Tue Wed Thu Fi Sat Sun
Week beginning 15/08/2025
15th 16ih 17 18th 19th 20m 2151
L Mon Tue ‘Wed Thu Fn Sat Sun
Week beginning 22/08/2025
22nd 23rd 24t 25th 26th mh 28t
Mon Tue Wed Thu Fri Sat Sun
Week beginning 20/08/2025
28th 30th 1st 2nd 3d 4t Sth
Mon Tue Wed Thu Fn Sat Sun
Week beginning 06/10/2025
6th Tt Bth ) 10t 11th 12;n
Mon Tue Wed Thu Fri Sat
Week beginning 13/10/2025
13th 14 156 6th 7h 18t 19
Mon Tus Wed Thu Fri Sat Sun
Week beginning 27/10/2025
27h 28t ) 30th 3st st 2nd
Mon Tue Wed Thu Fri Sat Sun
Week beginning 0311172025
3d an Sth 6th T B ot
Mon Tue Wed Thu Fn Sat Sun

Waeek beginning 10/11/2025

BOOKING REMINDERS ENABLED



INSTRUCTIONS ON HOW TO CANCEL A BOOKING FOR CHILDCARE SERVICES

Log into your account as usual. On the menu, choose ‘Accounts’.

The two childcare services will then show. Choose the childcare service you would like to
cancel.
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Select the date you would like to cancel.
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Scroll down the list of bookings until you find the date you need to cancel and then tick the ‘No
choice’ box.

JIRIS _
= s E—TT—

22 After School Childcare Service

& Test Pupil

Mo Choice

0 1515 175

Afler School Childcare Service

Mo Choice.

O -7

After School Childcare Service

Test Pupil

Na Chaice

0 151745

Aner School Childcare Service

Mo Chaice

O s e Scroll down to the bottom to

4/ select ‘Pay Now’

Press ‘OK’ to continue

Review Selections




22 After School Childcare Service

& Test Pupil

-

prarTI—— Scroll down to the bottom to
e Coe select ‘Confirm’

After School Chikdcare Senvice

@ No Chaice

After School Creacare Senvice

oo
[ e

Hems in Basket

After Schoal Chikicare Sarvice - Weak #36 (01 £0.00
Sop-2025 to 0T-Sep-2025)

s,
a X REMOVE

Quarity 1+

Click ‘Complete’

You will then see this
message — your booking
will have been updated.




INSTRUCTIONS ON HOW TO CHECK YOUR BOOKINGS

Log into your account as usual. On the menu, choose ‘Accounts’.

The two childcare services will then show. Choose the childcare service you would like to check
your bookings.
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Your future bookings will show in green. Your past bookings and ‘today’s’ booking will show as
grey.
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If you need to double check on the day whether you have booked (for the example below we are
using 10" October which is greyed out on the screen as it is ‘today’) click on ‘Statement’ button
at the bottom of the screen.
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And the following screen will appear showing the bookings you have made:-
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