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How do I subscribe to the Alerts service?  
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

 
 
  

Schools Cash Office 
Income Administration Software

  

Quick Reference Guide 

Alerts - Parent 

1. Login with your 
username and 

password 

 

Go to the Online Account Website address provided by 
your school, or visit www.scopay.com 

 
Important: if you haven’t yet registered your online account, then refer to the separate 

Quick Reference Guide or Video Guide, or contact the school for further details. 

 

2. Select Alerts  

 

3. Click on the link to 
subscribe to the Alerts 

service 

4. Select Emails and click 

Confirm 
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How do I configure the alerts? 

 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

 
1. Select Alerts 

 

3. Review each alert option and tick 
Receive alerts and Email to switch 

the alert on. 
Email alerts will be delivered to 
your registered email address. 

 
2. Click here to 

configure your alerts 

 

 
4. Click Update 

when finished 

 

Notes: Text alerts are going to be available in the future. 
To alter existing alert configuration follow steps 1-4. 
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Example Email Alerts 
 
 

 
 
 
 
  
 
  
 
 
 
  
  
  
 
 
 
  
 
 
  

 

How do I view Alerts that I have received? 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Email alerts will be delivered to your registered email 
address and can be viewed from your normal mailbox. 

 

 

 
1. Select Alerts 

 

2. Click on the plus 
sign to view the 
message 

 

The number in 
brackets denotes 
number of unread 

messages. 
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How do I delete Alerts that I have viewed? 
 
 
 
 

3. If required, select 
the message(s) 
and click Mark as 
read 

 

The number in 
brackets will 

decrease 
accordingly. 

 

 

4. If required, select 
the message(s) 
and click Delete 

 


