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Magic Booking has already created a parent account using the 
data from our school MIS - Arbor, therefore, if you are using the 
system for the first time, you will need to request a password reset. 
 

●​ Step 1 - please follow the link to Magic Booking 
https://saltaire.magicbooking.co.uk 
You should then see a page like below. 
 

 
 

●​ Step 2 - click the blue ‘Forgot your password?’ button. You 
should then see a page like below, enter your email address to 
receive a link to reset your password. 
 

https://saltaire.magicbooking.co.uk/
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Please note this must be the same email address that we hold 
on the School system, you will not be able to use any other 
email. If this needs updating, you can do this via Arbor or by 
contacting the school office on office@saltaireps.co.uk 
 

●​ Step 3 – you will then receive a link to reset your password once 
this is complete you will have access to the system. 

 

 
 
 
 
 
 
 
 
 
 

mailto:office@saltaireps.co.uk
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Once you have created your account, you will be able to book 
activities.   
 
●​ Step 1 – Select the type of activity you would like to book from the 

square box in the top right or if you do not see it here you 
can click the ‘Book Activity’ tab along the top of the page.  This 
should be ‘Rise & Shine/Horizons Club’ 

 
●​ Step 2 – Follow the steps on screen making sure to select your child, 

Rise & Shine or Horizons (or both) and days of the week.  To add 
different days for Rise & Shine and Horizons, you will need to add 
these dates separately.  This will book repeated days throughout the 
year.  If you need to book specific days, tick Ad-Hoc Days? Which 
does charge an additional £1.00 per session. Click NEXT. 
 
NB: Please do not skip any steps and go straight to the basket as you 
may skip out an important question required to proceed successfully. 
When progressing through the steps, if you would like to set up a 
payment plan, please  

 
●​ Step 3 – Review your dates.  Weeks highlighted in RED either mean it 

is a school holiday or that there are no spaces that week. Click NEXT 
if you are happy to proceed. 
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Click Proceed to Checkout.   
To pay in monthly instalments, click  

 
To pay the whole amount via the Tax-Free Childcare Scheme, click 

 
To pay the whole amount or a partial amount via any other child 
care voucher (CCV) provider, click the following and follow  

 
 
If setting up a payment plan select the methods by which you want 
to pay - you can select all that apply.  If paying with TFC, you need 
to connect your HMRC Tax Free childcare account to use your TFC 
vouchers.  Please follow the instructions on the next page: 
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Please ensure to make the necessary payment(s) at the time of 
booking to ensure your booking does not get cancelled by the 
system.  
  
If paying by credit/debit card or bank transfer - you will need to 
make the payment within 24 hours, otherwise your booking will 
automatically be cancelled by the Magic Booking system. 

 
●​ Step 4 - Confirmation of your bookings can be accessed on the 

Magic Booking main page  
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●​ Step 1 - Click on the 'Bookings’ tab at the top of the page. 
●​ Step 2 - Find the activity you would like to cancel on the list. 
●​ Step 3 - Click on the ‘View Booking’ button in the very right hand 

column (looks like an eye). 
●​ Step 4 - Go to the 'Amend Date(s)' tab you should then see this page 

 
●​ Step 5 - Make sure 'Cancel Dates' 'Day of the Week' and 'Child(ren)' 

are ticked, you will need to select the ‘Activity’ from the drop down 
menu and you can select the date ranges if applicable. Please be 
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aware of deadlines for cancelling because if you cancel outside of 
the notice period you will still be charged. 

●​ Step 6 - Click ‘View Dates’ you should now have a page like this. 
 

 
●​ Step 7 - Confirm you are happy with the sessions that have been 

ticked on the left (these are the ones you will be cancelling) then 
click ‘Cancel All Dates’ 

●​ Step 8 - You should then see this page where you will need to give a 
brief description and tick the box. 
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●​ Step 9 - Click ‘Submit’ then a pop up will appear for you to confirm, 

once this is done the activity is cancelled. 
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●​ Step 1 - Click on the 'Bookings’ tab at the top of the page. 
●​ Step 2 - Find the activity you would like to amend on the list. 
●​ Step 3 - Click on the ‘View Booking’ button in the very right hand 

column (looks like an eye). 
●​ Step 4 - Go to the 'Amend Date(s)' tab. 
●​ Step 5 - If you wish to amend the booking you will need to tick ‘Add 

Dates’ You then just need to make sure you select the appropriate 
drop downs and ensure ‘Day of the Week’ and ‘Child(ren)’ are 
ticked for what you would like to book. Your page should look 
something like this. 
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●​ Step 6 - Click 'Check Availability' 
●​ Step 7 - You then need to click ‘Add Dates’ which will bring a pop up 

to confirm then once you confirm this is all booked. 
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There are a few different options for viewing payments so please see 
below how to get to these options and then what each 
option will show you: 

●​ Step 1 – Once you are logged in go to the ‘Bookings’ tab at the top 
of the page. 
 

 
●​ Step 2 – Scroll to the bottom, this will show you all the activities you 

have signed your child up for. The ‘balance’ column refers to any 
outstanding amount to pay so in the example below all money is 
‘cleared’ meaning there is no money left to pay. 
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●​ Step 3 – If you have any that are not ‘Cleared’ or you would just like 
to view payments of the cleared activity click on the ‘View Booking’ 
button in the very right hand column 

 
 

You should now see a page with tabs labelled: ‘Payments Made’ 
‘Expected Payments’ and ‘Invoice(s) / Credit Note(s)’. 
 

●​ ‘Payments Made’ will show you all the transactions we have 
received 

●​ ‘Expected Payments’ will show you all the transactions we are 
expecting and when, as well as the date we received the 
amount (if applicable). 

●​ ‘Invoice(s) / Credit Note(s)’ will show you all the invoices for this 
activity and also any credit notes, where applicable. 
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If you have an overdue balance on your account you will be unable to 
book any activities until this is cleared.You will therefore need to make a 
payment on your account. You will receive the below pop up if this is the 
case. You can also use this same method if you wish to pay off any activity. 
 

 
 

●​ Step 1 - Click on the ‘Bookings’ tab at the top of the page. You 
should then see a page like this (below).  
 
The highlighted sections show the amounts left to pay. If you have 
more than one item with an amount outstanding and they do not 
equal the total overdue, you can follow the steps from the previous 
‘Checking Payments’ section above to determine what activity to 
make payment for. 
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●​ Step 2 - Tick the activity you would like to make payment for. If you 

wish to make part payment on multiple activities, make sure to only 
tick one activity at a time, unless you want to pay the full amount for 
all activities. 
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●​ Step 3 - Once you have the activity ticked, the ‘Make a payment’ 

button will be enabled so this is your next step.  
●​ Step 4 - You should now be able to follow the steps online to 

complete this payment. You can use your bank card or any credit 
you may have on your account. 

 
 

 


