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GLOBALPAY PAYEE MANAGER EMAIL LINK

1. You will receive an email containing a link to the 
system to collate your bank details.

2. Click on the ENROLL TODAY link
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1. Your Payee ID (Student ID), should be 
automatically populated.

2. Enter your name in student name.

3. Complete your current city address.

4. Select your residential Country (United 
Kingdom), from the drop down box.

5. Phone number entry is optional, though 
will help the University if there are any 
queries.

6. Click NEXT
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7. Enter your first name and last name, 

all other information on this screen 

should be automatically populated.

If all information is correct click 

NEXT.
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8. As a New User with new bank details, ensure 

the New User selection is populated.

9. Enter a Username – we recommend entering 

your student ID as your Username.

10.Enter a memorable password, and then again 

in the next box to confirm.

11.Select a challenge question from the drop 

down box and populate the answer in the box 

below.

12.Click NEXT
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13.Enter your GBP 8 digit account number in Bank Account No     

field.

14.If your bank account name is any different to your registered 

name it can be modified in the Bank Account Name.

15.Clicking on the Find A Bank box will open a new window. Enter 

your 6 digit sort code in the Routing Code/SWIFT field, and click 

Search.

16.Select your branch from the list that appears.

17. Click Save.
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18.Your Bank name and address details should be populated 

on the main screen.

19. Select whether your account is a checking (current) or 

savings account.

20. Your email address will be populated to enable you to 

receive an email notification when your payment has been 

sent, and you can select the language the email is delivered 

in.

21. Click Next to continue.
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22.Please read the Terms of the agreement, and click in the box 

to accept. You can download the agreement if required.

23.Click Submit Enrollment Request to complete.
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24.All entered information will be shown on this final screen.

25. Once happy with all information, click Confirm to finally 

submit the Enrollment request.
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26. Confirmation will be shown on the pop up screen, and you 

will also receive an email confirming your enrollment.

27. We recommend saving the link to the Payee Manager log in 

for any future changes to your bank details.
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In the UK, Western Union Business Solutions is a division of The Western Union Company. Services in the UK are provided by Western Union Business Solutions (UK) Limited 

(referred to as “WUBS” or “Western Union Business Solutions”). 

Western Union Business Solutions (UK) Limited (registered in England, Company Number 02854737, Registered Office Address: 12 Appold Street, London, EC2A 2AW) is 

authorised by the Financial Conduct Authority under the Payment Services Regulations 2009 (Register Reference: 536611) for the provision of payment services and is registered as 

an MSB with HM Revenue & Customs (Registered No: 12122416). All other logos, trademarks, service marks and trade names referenced in this material are the property of their 

respective owners. Western Union Business Solutions has based the opinions expressed in this communication on information generally available to the public. 

Western Union Business Solutions makes no warranty concerning the accuracy of this information and specifically disclaims any liability whatsoever for any loss arising from trading 

decisions based on the opinions expressed and information contained in this communication. Such information and opinions are for general information purposes only and are not 

intended to present advice with respect to matters reviewed and commented upon. This communication is not directed to, or intended for distribution to or use by, any person or entity 

who is a citizen or resident of or located in any locality, state, country or other jurisdiction where such distribution, publication, availability or use would be contrary to law or regulation 

or which would subject WUBS or its affiliates to any registration or licensing requirement within such jurisdiction. 

This communication has been prepared solely for informational purposes and does not in any way create any binding obligations on either party. Relations between you and WUBS 

shall be governed by the applicable terms and conditions provided to you before you undertake any transaction with WUBS. No representations, warranties or conditions of any kind, 

express or implied, are made in this communication. 
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