
Parents’ guide to School Gateway Web 

Account activation 
 

1. Navigate to www.schoolgateway.com. 
2. Select the NEW USER tab: 

 
3. Enter your email address and mobile phone number, as registered with the school office. 
4. Select Send PIN - your 4 digit PIN will be sent via text message to your mobile phone. 
5. You will need this PIN each time you log in, so keep it safe! 

Logging in 
 

1. Select the EXISTING USER tab: 

 
2. Enter your email address and PIN. 
3. Once you have logged in you will be directed to the Home screen. 
4. The children you are linked to will be displayed. 

 

Lunch money 
 

1. Select Lunch money to view or top up a lunch money account: 

 
 

2. Click Top up lunch money to add funds to the child’s lunch money account.  You will be redirected to 
the Make a Payment screen: 

http://www.schoolgateway.com/


 
 

3. Select the lunch money item and enter the amount you wish to pay. Press Add to basket: 

 
 

4. Select View Basket.  You will be shown a summary of your payment.  To proceed with your payment, 
select Checkout. 

 

Setting up Instant Bank Transfer 
 

1. Choose Instant Bank Transfer and fill out the below form.  The Instant Bank Transfer details are saved 
meaning that any future payment you make online will be a lot quicker with no need to enter any 
payment details: 



 
 

2. If your details are listed correctly and you are happy, then press the Submit button: 

 
 

3. Now that Instant Bank Transfer has been set up, you will see a screen that gives you the chance to 
review your payment before proceeding.  To proceed, select Make payment or to return to the 
basket to make any changes select Return to basket: 



 
 

4. You will then see confirmation that the payment has taken place.  Please note when you make your 
first payment it takes 4 days for the funds to leave your account.  Payments then take 3 days, 
however from the school’s point of view money is credited instantly. 

 
 

Payment History 
 
Select Payment History from the menu to view and download your payment history. 
 

Resetting your PIN 
 
To reset your PIN, select the Forgotten your PIN link on the login screen. 
 


