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Introduction 
 
Across the course of the academic year there are a number of items that crop up for which payment 
is required e.g. school trips, particular activities, school buses etc.  
 
From term 3 2020/21 onwards, we ask parents to pay for all such items via the ESF Payment System. 
The Payment System is a system by which parents can conveniently pay for miscellaneous items 
electronically using PayPal or credit card via PayPal to JCSRS.  
 
When your child undertakes an activity which payment is required, the school will issue an invoice 
via the Payment System and notifications will be sent to parents by email. Parents are advised to 
keep their email addresses updated (Gateway > Student Profile > Student Demographics > Family 
Information) and settle all invoices in a timely manner. Parents can make payment by either PayPal 
or credit card via PayPal. Cheques and cash will not be accepted. 
 
Please note that the Payment System is only for making payments to JCSRS. 
• Non-school fee payment items include miscellaneous fee for school trips, yearbook purchase, 

school buses and etc. 
• School fees, deposits for school places and capital levies are handled centrally at ESF Centre.  For 

any queries about these areas, please contact the Billing Department directly 
at billing@esfcentre.edu.hk. 

• PTA fees should be paid directly to JCSRS PTA. 
 

Access to the Payment System 
Parents may access the Payment System via Gateway or ESF App. 
 

Access via Gateway 
 
Step 1: Log in to Gateway with your Parent login 
 

 
 
Step 2: Click on the “Payment” button under student profile. It will open up the Outstanding 
Invoice screen to view and pay current outstanding invoices.  

mailto:billing@esfcentre.edu.hk
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Step 3: Settle outstanding invoices 
To pay outstanding invoices, select invoice to pay, click “Pay Selected” button, it will pop up the 
payment screen to process payment. 
(All overdue invoices are required to be paid immediately. Parents will not be able to skip the 
selection of overdue invoices when making a payment.) 
 

 
 
Step 4: Select PayPal or Credit Card as payment method. 

 

(1)Select student (for families with more than one JCSRS student) 



 
 
 

Page 4 
 

INSPIRING FUTURES 

Access via ESF App 
 
Step 1: Access ESF App on your mobile device 
 

 
 

Step 2: Click the “Sarah VLE” icon under your child’s name 
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Step 3: Scroll down to the end of the page and click “$” or “transactions/balance” 

 
 

Step 4: Settle outstanding invoices, if any and continue with the remaining procedures 
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Access via eNotice on Gateway 
 
Step 1: Log in to Gateway 
 
 

 
 
Step 2: Click “Open” when a reminder pops up 
(This reminder will only appear when there is an eNotice pending for signature.) 
 

 
 

Step 3: Fill in the reply slip and sign 
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Step 4: Select PayPal or Credit Card as payment method. 
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Making payment 
Pay with a PayPal account  
 
Step 1: Input PayPal Email and password, click the blue “Log In” button to continue 

Step 2: Verify the information, click “Pay Now” to continue 

Step 3: Click “Return to Merchant” to go back to the Payment System where a receipt will be 
generated automatically. 

Step 4: Print the receipt if needed 
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Pay with a credit card (via PayPal) 
Step 1: Click the grey button “Pay with a Card”. It will open the payment form 

Step 2: Fill in all required details and click “Pay Now” 

Step 3: Click “Return to Merchant” to get back to the Payment System where a receipt will be 
generated automatically. 

 



 
 
 

Page 10 
 

INSPIRING FUTURES 

Other functions 
Statement 
Parents can view, print or download all transactions in the Statement section, including invoices that 
are paid, outstanding, or cancelled. And when payment is made, receipts will also be available for 
download in the system. 

 
 

eWallet 
Every student has an eWallet to store credit in his/her account. Surplus of any activities or 
miscellaneous charge items, if any, will be refunded to student’s eWallet, which can be used to settle 
future invoices.  eWallet balances will be carried forward to the following school year automatically 
or will be refunded when leaving JCSRS. It can also be transferred to another child in the same family 
who is still attending JCSRS. 

eWallet > Transactions 
• Parents can view all in/out eWallet transactions. 
• For parents with more than one child attending JCSRS, please select the respective student 

name first before viewing his/her eWallet transactions. 

 
 

Search by date range 
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eWallet > Transfer 
• For parents with more than one child attending JCSRS, they can choose to transfer eWallet 

balance among siblings. 
 

 
 
eWallet > Close 
• For students who are about to leave JCSRS and still have an eWallet balance, their parents will 

be asked to submit a request to close the respective eWallet accounts. 
• Parents can choose to make a donation to the school and/or receive a refund by cheque. 
• If there is any outstanding invoice, parents will be required to settle them first before 

submitting an account closure request. 
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Frequently Asked Questions 
1. How many business days will it take for Gateway to show the payment after the payment is 
made? 
Payments made via PayPal will reflect in your account immediately.  

2. What email address will invoices and receipts be sent to? 
Invoices and receipts will be sent to the email addresses provided for the Contacts as set up in 

Gateway. You can check this by checking in Gateway under Student Profile > Student Demographics 
> Family Information. 

3. Can different invoices be sent to different addresses? 
Unfortunately not. Invoices are generated automatically from the Payment System which is linked 
directly to Gateway. We cannot specify different addresses for different invoices, nor can we specify 
addresses different to those in Gateway. 

4. Can I pay by cash or cheque? 
You will not be able to pay by cash or cheque. We will not be able to run multiple systems. All 
parents will be required to pay via Payment System. 

5. What if I pay the wrong amount? 
The system will predetermine the outstanding amount and so, you will not be able to pay the wrong 
amount. 

6. What if I am owed a refund? 
Should you be owed a refund, we will credit your eWallet account with the relevant amount. Future 
invoices can be offset against the balance. 

If there is still a credit on a student’s account when they come to leave the school, the credit will be 
refunded by cheque. If you have more than one child in our school, you can transfer the balance to 
the sibling. 

7. Who do you pay for what? 
There is no change to who you pay for what. The only change the method by which you pay JCSRS. 
Below is a summary of the common things you pay for and who you should pay. 

ESF JCSRS (via Payment System) JCSRS PTA 

• Deposit (cheque) 
• RCL (cheque) 
• ESF School Fees (direct 

debit) 
• Parent Funded EAs 

• Activities Fee 
• School Trips 
• School Buses 
• Yearbook 

• PTA Membership Fee 

 
8. What if I owe the school money at the end of the school year? 
All invoices should be settled in a timely manner. Any amounts outstanding at the end of the year 
will be carried forward. Outstanding payments may jeopardise your child’s ability to participate in 
the activities/items signed up for. 
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