Upay Booking Process

Bookings for our Guest Night Dinners are to be made via upay.co.uk. You should have received an
email from Upay containing your login details for upay.co.uk. Please follow the process below to log
in and book for the first time. If you have not received your login email please contact
hospitality@kellogg.ox.ac.uk.

If you experience any difficulties logging in or have any other questions, please refer to the FAQs
page. Alternatively, please email Kellogg Hospitality.

You can also download a PDF version of the Upay Manual

Booking Terms and Conditions

It is essential that you read the Terms and Conditions document before proceeding with the booking
process.

Booking Process

Logging in for the first time

As stated above, you will receive an email from Upay with your initial log in details. Please input
these in the username and password fields in the green box. If you are asked for an “affiliate ID”,
you have incorrectly clicked on “Register for a new account”; you do not need to register, receipt of
the initial Upay email means this has already been done.

Changing your password

Before making your first booking, you will need to change your password. Once logged into your
homepage, go to the Menu by clicking on the three horizontal bars on the top right corner.

It brings up a display with several options — please clock on Account Management.
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When in Account Management, click on ‘Change Password’, under ‘Security’.
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Homepage
This menu displayed above is your guide to navigating around your account on Upay.

Click on Home. This will display an overview of your account.
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Adding money to your account
In order to pay for events, you need to load money onto your Upay account.

¢ Select the three bars in the top-right corner to open the drop-down menu
¢ Select Top-up

Pay as you go (one-time top-up):

¢ Select Pay as you go

¢ Select the amount of money to add to your account. (Note: the amount has to be £15 or more.)
¢ Enter your card details to pay

You can select a pre-set amount that’s displayed on this page, or click on ‘Other’ to enter an amount
between £15 and £100.

You can save your card to your Wallet for future use, by ticking Save to wallet.

Auto top-up

If turned on, Auto top-up will credit your account with a specified amount every time your balance
reaches a trigger amount. For instance, you could choose to automatically top up by £30 every time
your balance reaches £4.



Quick top-up

Similarly, when switched on, quick top-up will email you when your balance reaches a trigger
amount, allowing you to top up easily and in time.

Booking an event

e Select the three bars in the top-right corner to open the drop-down menu

* Select Events.

You will see a list of College Events available for you to book.

EVENTS

Code Dascription Location Naxt Event Data

GSTU161019 1 Oktoberfest GND Stu 16/10 Kellogg College Dining Room Wed Oct 16 2019 >
G5TU231019 2 Guest Night Students 23/10 Kellogg College Dining Room Wed Oct 23 2019 bd
G5TU301019 3 Guest Night Students 30/10 Kellogg College Dining Room Wed Oct 30 2019 >
GSTUD61119 & Guest Night Students 06/11 Kellogg College Dining Room Wed Nov 06 2019 bd
GSTU131119 5 Guest Night Students 13/11 Kellogg College Dining Room Wed Nov 13 2019 >
GSTU201119 6 Guest Night Students 20/11 Kellogg College Dining Room Wed Nov 20 2019 b
G5STU281119 7 Thanksgiving GND Stu 28/11 Kellogg College Dining Room Thu Nov 28 2019 >
GSTUO51219 8 Christmas GND Students 05/12 Kellogg College Dining Room Thu Dec 05 2019 b
G5TU101219 9 Christmas GND Students 10/12 Kellogg College Dining Room Tue Dec 10 2013 >

VIEW ACTIVE BOOKINGS BOOKINGS STATEMENT

Select the event you wish to book by clicking on it.

EVENTS

Sth Dacembar 2019
Closes: 3/12/19 9:.00am

My Tickets: 0/5
91 Tickets Left

REFERENCE GSTU051219

EVENT 8 Christmas GND Students 05/12
LOCATION Kellogg College Dining Room
DRESS CODE Smart and Academic
TIME 18:45 - 23.00

BOOKING DATE(S) 5th Dec 2019

STANDARD PRICE £15.00

GUEST PRICE £20.00




This page will display the number of tickets available to book, dress code, prices, time etc. Click on
the event, as circled above.

8 Christmas GND Studants 05/12

REFERENCE

REMAINING 91/94

AVAILABLE

5/5

EVENT TICKETS EVENT
MAX PARTY
LOCATION

DRESS CODE

Kabilan Puliyadi (My Ticket)

TIME

DATE

STANDARD PRICE

GUEST PRICE

GSTUD51219

8 Christmas GND Students 05/12
Kellogg College Dining Room
Smart and Academic

18:45 - 23:00

5th December 2019

£15.00

f2000

On this screen, you can choose the number of tickets you want to book, provide name/s of your
guest/s and have a look at the menu for the dinner.

Click ‘Next’

DESCRIPTION
Dinner
Dinner

Total

| would like a meal with no vegetables
Engelbert cannot eat dairy.

We would like to be seated with other students from the Master of Uniware Stud\es‘

REFERENCE

EVENT

LOCATION

DRESS CODE

TIME

DATE

TICHETS

GSTUDS1219

8 Christmas GND Students 05/12
Kellogg College Dining Room
Smart and Academic

18:45 - 23:00

5th December 2019

2

¢ Click Place booking

* Enter any dietary, seating or access requirements into the text-box (please specify which guests
the requirements relate to, as above)

¢ If an event is fully booked, please email bookings@kellogg.ox.ac.uk who may be able to assist or
add you to a waiting list. This will take you to the payment page.
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Viewing your bookings

e Select the three bars in the top-right corner to open the drop-down menu
¢ Select Events
¢ Select View active bookings

Here you can view the details of your bookings and the guest lists for events where a list is visible. To
cancel or amend a booking, contact the College Events Office at bookings@kellogg.ox.ac.uk.

Account settings

¢ Select the three bars in the top-right corner to open the drop-down menu

¢ Select More

¢ Select Account Settings

Here you can change your email address and password or close your account (see below).

Closing your account and refunds

If you close your account with Upay you will be refunded any unused credit up to a value of
£150. You can apply to close your account via your Upay account. Please click here for instructions.

Logging out

¢ Select the three bars in the top-right corner to open the drop-down menu
¢ Select Logout
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