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Welcome to Upay

This guide is aimed to help you to use the Upay website.

To launch Upay you will need to navigate to www.upay.co.uk on your internet browser.

If you have not received your registration email then you will need to use the auto registration facility
on the website. Please note that to do so you will need to have your Company ID along with your
unique User ID:

Your Company ID is: 101

Your User ID details are obtainable from: An e-mail has been sent to your Hermes A/C or prefered e-mail address

If you do not have these details please contact Andrew Finch atf21@cam.ac.uk
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Once these details are obtained, please
click on Create New Account. You will
then be prompted to enter your unique
Helen Douse User ID, your Company ID and confirm
that your name stored correctly.

Please confirm this is your name?
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Next you will be asked to enter the email

Please enter your email address address that you wish to use for this
Email Address helen douse@uniware.co.uk account. All future correspondence will be
Confirm Email Address [1elen douse@univare co uk sent to this address, unless you

subsequently change it.

Once you have completed this step you will receive an email detailing your user account details.
Please take care when entering the password as spaces count as a character. This password can be
changed once you are logged in.

To login please click the login button as shown her

[
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Sign In

Username (email address):
‘helen douse@uniware co uk_Z‘ )

Password:

[....... ]

Forgotten password?

When you log in for the first time, you
something more memorable.

You will then be presented with a secure page to enter your
unique username and password.

Please note that if you forget your password, please click
on the Forgotten Password link on this page. Once you
have entered your registered email address a new
password will be emailed to you.

will automatically be directed to amend your password to

ARTER WAY TO PAY
u.co.uk

08 September 2009

Account Activation

Please note all fields marked with * are mandatory

least 1 number.

it into the Confirm New Password text box

dousEg?
dOuse2
doUse2

Your New Password
New Password * I:l
Confirm New Password * I:l

Your Security Question

New Question * ‘ Please select v

Youranswers [ ]
Confimn Your Answer [ |

Terms and Conditions

Upay

Your account has not been activated. please enter a new password

Your new password needs to be the minimum length of 6 alpha numeric characters and contain at

Below are three example passwords, if you wish to use one of the following please click on it and type

[ Please tick this box in order to agree to Uniware's terms and conditions
[ Please tick this box if you would like to receive information about special offers and updates from

Once logged in you will be presented with
your account page, branded with your

company’s details.

Welcome back Helen Douse
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You will see your menu options on the left | Account Top Up 3

hand side of the screen.
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