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Introduction 
This guide aims to show you how to setup your profile after registering, make bookings, pay your invoices and more. 

We would recommend to go through the whole guide to ensure you are taking the most out of the system however, 

feel free to use the hyperlinks below to find the information you need. 
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Dashboard 
Once you log in to iPAL, you will be directed to the Dashboard. In here, you will see your children names in the top 

bar [A1]. On the right you will be able to see your upcoming payments [A2] if you for example pay monthly for your 

child’s care. In the Wallet [A3] you can see any funds you have available to use to book on the sessions and you can 

add extra funds by clicking ‘Add Voucher’ or ‘Add Cash’ buttons [A4]. Please note that these options may vary 

depending on payment methods your club accepts, and the funds added to wallet can be used to pay off any 

outstanding invoices. The Calendar [A5] will show the days that you have booked for your children. 

You can access different areas of your iPAL account on the side menu [A6].  

 

 

 

 

Book Now 
Here you can access all the clubs and activities the company / school has to offer. Click ‘Book Now’ [A7] to begin 

booking. 

 

 

 

 

A1 

A6 

A4 A3 A2 

 

Click on the Lightbulb icon to switch the 

background into the dark mode. In the 

bell icon you can access all notifications, 

e.g. booking confirmations. 

A7 

A5 
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Place a tick next to a child you want to book on [A8], select the Venue [A9] and select a club [B1] you want the child 

to attend. In the Booking Dates [B2] calendar you can click on the dates you want to book or if you want to book the 

same days over a period of time you can tick a day on the right hand side [B3].  

 

 

You can then start selecting your sessions. If you want to book the same session for all days selected, you can tick 

the whole column [B4]. You can also select individual sessions for particular days by ticking the relevant boxes. Once 

you have selected all days needed click ‘Create Booking’ [B5].  

 

 

 

On the next page you can see the summary of the booking. You can click on the plus icons [B6] to show all the dates 

booked for that child. If you are happy with the booking click ‘Proceed to Payment’ [B7]. 

A8 B1 A9 B2 

B3 

B4 

B5 
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You will be taken to the payment page. Here, you will have all payments options available [B8] such as Pay By Wallet, 

Pay by Voucher or Pay by Card. Please note these may differ depending on the payments the club accept.  

 

 

 

 

 

 

 

 

 

 

If you are making a payment with voucher you will need to enter 

the following information: 

• Select Payment Provider or Method from the drop down. If 

yours isn’t available you can select ‘Other’ and enter the 

provider. 

• Enter the child name.  

• Enter the voucher reference. 

• The date when you made or planning for the payment to be 

made to the club. 

• The value of the voucher. 

Once all information is entered and you ensure this is correct, tick a tick box to confirm this [B9] and click ‘Add 

Voucher [C1]. You will then be taken to the confirmation page and you will also receive an email to confirm the 

booking. 

B7 

B6 

B8 

C1 

B9 
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If you are making block bookings, on the payment page you will have an option to pay monthly. To do that, place a 

tick in the Pay Monthly tickbox [C2] and then click ‘Pay Monthly’ button [C3]. You will be required to pay this 

months’ invoice if your booking start on the same month and the monthly payments will be split based on the 

amount of days you have booked each month.  

 

 

 

 

 

Profile 
Here you can update your information, add your children, pay your invoiced and manage your account. You can also 

update your login password and the collection password if needed. You can also edit the children information by 

clicking on the buttons with their name on [C4].  

 

 

 

Once you click on the child’s profile, you can update your child’s information, such as medical information, 

permissions and upload their photo. 

 

 

Click here to access different areas 

of your profile, such as bookings or 

wallet. These are also available on 

the side menu on the left. 

C4 

 Add Children to 

your profile 

 Click to Save 

Changes 

 For information on how to pay your monthly invoices, please go to My Bookings  

section of the guide. 

C2 

C3 



 

6 | i P A L  U s e r  G u i d e  

 

iPAL USER GUIDE 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Calendar  
It will show any sessions your 

child is booked on. You can 

click on a time slot to add a 

note if you want to leave an 

information for the club on 

that day. 

 

 

 

 

 

Communication 
Here you can access any emails that were sent to you via iPAL, such as booking confirmations, changes to your wallet 

etc. You can also use this area to send emails to the club by clicking the Compose [C5] button. 

 

My Bookings  
On this page you can view your invoices and manage the bookings. Please note that you will only be able to cancel 

the bookings within the allowed cancellation period. If you want to cancel the booking after the period has passed, 

you will need to contact the childcare provider directly. 

 

C5 
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Wallet  
In Wallet, you can see a history of any transactions, e.g. any money you paid to y our wallet or information on any 

money coming in or out of your account. You can also see how much money you owe, how much money you have in 

your wallet and you can 

also add money to wallet 

either by voucher or cash 

(these options would 

depend on the payment 

methods the club 

accepts). 

 

 

Accident & Incident 
In an event of an accident or incident at the club, the staff member may create an accident form for you to read and 

sign, if needed. You should receive an email saying that the form has been submitted so you would need to log in to 

the system. Click on the ‘View’ [C6] button.  

 

Once you have opened the form you will be able to see all the details entered by the staff including where the 

accident/incident happened, what happened, where the child has been injured and what actions have been taken. 

To sign, click the ‘Add Signature’ [C7] button.  

 Filter for paid and 

outstanding invoices. 

 Cancel the booking 

 Pay Invoice 

C6 
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Waiting List 
If there are no spaces at the club, you can 

sign up to the waiting list. In here you can 

see what waiting lists you have signed up 

for. 

 

Joining the Waiting List 
If there is no space available when booking, 

you will have an option to tick ‘Join Waiting 

List’ [C8]. Once you click Proceed and 

complete the booking process, you will be added to the waiting list. 

 

C7 

C8 
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Once the space becomes available you will be notified via email and you can also see the available spaces on the 

waiting lists you signed up to. If the space is available you will need to go to Book Now and rebook the space.  

 

 

 

 

 

 

If you no longer want the space, you can leave the waiting list. You can tick the box on the right hand side [C8] and 

click ‘Leave Waiting List’ [C9]. 

 

Resources 
Here you can access any documents the childcare company have shared with you, e.g. policies.  

 

 

 

 

 

 

 For information on how to book, please go to Book Now section of the guide. 

C8 

C9 


