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1 Logging into the OPP 

 

To log into the Open Payment Pathway, you will need a username and password. This can be 

requested from the Finance Systems Team.  

By logging in, the WPM Extranet will record when you have accessed the system and taken 

payments.  

All transaction details are stored in the Extranet.  
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2 Accessing the payment screen 
 

Once you have logged in, you will be able to see the Dashboard.  

Choose the Pathway called ‘Open’ (on the left hand side under the heading ‘Your Pathways’).  

 

You will then see the first of the payment screens. Note on the top right hand side you can see that 

you are logged in. 

 

Important, please read before proceeding 

 Note: If you do not see the text Staff Area and your log in details, you must log in again via 

the Extranet.   
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3.1 Taking a payment 
 

Screen One – Customer details 

 

About this screen 

Screen One requires details about the student or commercial customer which a payment is being 

made for.  

If a payment is being made by the parent of a student for example, you would record the student’s 

details here.  

Fields to be entered – Please note you can copy most of the information from the customer 

OF account; this will cut down the level of any errors which may occur. 

a) University ID Number/Customer Number – Enter the student’s 7 digit ID number or 

commercial customer’s account number e.g. 1234567 

b) Customer Name – Enter the student or commercial customer’s name. E.g. John Smith 

c) Contact Number – Enter a contact number for the student or commercial customer without 

spaces. E.g. 01613066000 

d) Email address – Enter an email address for the student or commercial customer. The email 

address entered here is recorded for query purposes only and will not be the email address to 

which a receipt will be sent. This is entered later in the process. test@test.co.uk 

e) Academic year – If relevant, please select an academic year (List of Values) 

f) Invoice number – Enter the 8 digit invoice number here. E.g. 12345678 
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 Note:  If the customer is paying several invoices of the same type (e.g. all tuition fees), 

enter all the invoice numbers in a continuous string. These will show with a space between each in 

the Oracle receipt (see below).  

 

Terms and Conditions 

The University’s Terms and Conditions are linked from this screen. In order to progress to the next 

screen, you will need to tick the box.  
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Screen Two – Payment details 

 

About this screen - Please note you may be able to copy most of the information from the 

customer OF account; this will cut down the level of any errors which may occur. 

The second screen confirms the details you entered on screen one and then allows you to choose 

which type of payment the customer would like to make.  

Choose which payment type you would like to make by selecting the appropriate button on the right 

hand side ‘One off Card Payment’.  Then enter the amount the customer would like to pay with a 

decimal point e.g. 60.00.  

 Note:  If a student wishes to pay for a combination of fees, tuition and a late payment fee 

for example, you can choose the ‘Other’ option and enter the total amount in the value ‘Other’ 

amount box.  

The ‘Other’ option can also be used to pay for late payment invoices for students or commercial 

customer invoices for example.  
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Screen Three – Summary page 

 

 

 

About this screen 

 

Screen three is a confirmation screen showing you the details you have entered and the type and 

amount of your payment.  

If any details are incorrect, you can select the ‘back’ button to amend them.  
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Screen Four – Payee details 

About this screen 

 

The top part of screen four requires entering card details.  

 

The bottom part of screen four requires entering additional information about the payee. The 

system has a built in facility to find an address from a postcode, however you can also enter an 

address manually if required.  

Country – Defaults to United Kingdom 

Post Code – Enter the payee’s postcode e.g. M13 9PL 

House / Flat No – Enter the payee’s house or flat number e.g. 90 

 

Then select ‘Find Address’.  
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Once you have entered the payee’s address, you are prompted to enter some more details about 

the payee: 

Contact number - For the payee (not mandatory) – e.g. 01613066000 

Email address - For the payee. This field is mandatory as this is the address the payment receipt will 

be sent to e.g. payee@test.co.uk 
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Screen Five – Summary of Payment 

About this screen 

 

This screen confirms the payee details you entered on screen four. If the details are correct, you can 

then choose ‘Confirm Your Payment’. Alternatively, if you need to amend the card details, choose 

‘Edit Details’.  
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Screen Six – Receipt page 

 

About this screen 

 

If the payment is successful you will see the screen below. The screen confirms that an email receipt 

has been issued.  

It also displays a unique reference number which will always start with the characters CPGOPG. This 

is included in the receipt the customer receives.  

 You should then choose ‘Make Another Payment’ which will take you back to the start of the 

process.   
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If the payment has been unsuccessful, a “payment failed” message will appear.  

 

If you wish to re-enter the card details or try an alternative card, you can scroll down and process 

the payment again.  
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Email receipts 
An example of the receipt the customer receives is below. It confirms the details you entered in the 

screens, their unique reference and contact details for queries.  
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Finding a receipt in Oracle 
 

The customer’s receipt will show in Oracle the following working day. The process to create receipts 

is completed by the Income Office.  

An example of an OPP receipt is shown below. The ORDERID field is populated with the unique 

reference you saw on the payment confirmation screen and in the customer’s email.  

The invoice number entered is shown in the ECI field.  

 

If a customer paid for multiple invoices, these are shown as below.  

 


