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ADMIT SYSTEM - How to find the payment screen.

Viewing your child’s information

Once logged in it will look like this:

West Lothian X
@ Council (3 Logout

ChildForename ChildSurname

Switch child Add Child

The child’s account you are in (is known) as their name is stated in the Green ribbon (shown above as
ChildForename ChildSurname).

If it is another child you wish to make payment for then click on ‘Switch Child’ and choose the child from the list,
then click on ‘Switch Child'.

Once you are on the correct child’s record (their name will now be in the Green ribbon), click on ‘Buy Extra Nursery
Hours’ section from the list that looks like:

Submit and mMmanage applications

Wiy The STatus Of wour application, Mmake UpDCates or cComplete a new application for ChiladForername.

Wiewvw session calendcdarnr

See yvour SCheduled SesSSIoONS, CIOSUNES and any SeSSIoN:S thal wou Rawve ourcheasecl.

Buy extra nursery hours

Book additional nursery hours anc Mmanacge Daymeents Tor any xS SeSSiorns pwour il ey e e -
CThild details
Update yowur child’'s personal details or give Ssomecons sise access o help manage their applicaticon.

I yrowu have any Questions or Necd help at any STtage, Cur SUPpport teamnm is here for you.

You will then see:

< Go Back

Payments

Payment History Make Payment
Make a payment or view your payment history.
Unpaid Sessions Outstanding Balance
You have O unpaid sessions. £0.00
DATE ~ DAY TIME LOCATION cosT STATUS ACTIONS

This page is an overview of bookings/cancellations, payments/outstanding monies due.

To inform us you will be making payment via ‘Childcare Vouchers’

Click on “Make a Payment” button, select ‘Childcare Vouchers’, then type in name of the Childcare Voucher
Company (you can state more than one here) you will be using, in the ‘Voucher Provider(s)’ box which appears
once ‘Childcare Vouchers’ selected. Click Continue.

You will now see the following message:



West Lothian
Council

Payment Intent Successful

&) Your Payment Method has been defined

You have selected Childcare Vouchers, we will now review your
account and update as Nnecessary.

Here's how you can continue make your payments:
1. Log in to your childcare voucher provider account.

2. Follow the steps to make your payment and confirm your
childcare provider details.

Click Done. Notification you will pay with Childcare voucher complete.

This only requires to be applied on Admit once, then you go to your ‘Childcare
Vouchers’ account when you wish to make payment, and make the payment on that
system.

Please note this will take 3-5 working days to reach us and then be applied to your
child’s account.

If the nursery your child attends is not listed on your ‘Childcare Vouchers’ account to
select, please e-mail buyextranurseryhours@westlothian.gov.uk




