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1. Introduction to Admin

When you click on the Admin tab, it will take you to a page with a number of icons that are
available for you to choose from.

(~) schoolmoney = e Bt e ot woawmes W & B O @

Students

© 6 6

Addstionc

These icons are organised into headings for ease of use:

* School

* Students
e Staff

* Dinners
* Imports

Click on any icon to open up the section you want.
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2. School

. F_EG"UT—
2.1 User Logins —

sm_librarysupport11

Password: * CETTETY
Emoil Address: * support@schoolmaney.co.uk
If you require another username and password for R =
a member of staff, please contact us and we will set — .
it up for you. You should not set up new users T &
through this section of the system. i .
Access Cashier v

If you need to, you can restrict access to specific Access Register @
users by double-clicking onto the relevant login REEUEE i 2
and then ticking or unticking as necessary. Access Cashless Catering: 2

Access Admin v

. o

2.2 BACS Information/Local Authority

On this page, you will be able to see your bank accounts and BACS references, as well as which
payment types they have been allocated to.

If you need to add or change bank account details or BACS references, please contact the
support team on 02072378456 or at www.eduspot.uk/support

@schoolmoneg News Eaynect npomwus W @ B O e

BACS Information/Local Authority (1- 15/ 15)
Type & BACS reference 4 SortCode A AccountNumber 2 Account name 4 Deseription 4

Dinner Meoney SchoolMo 883888 83388888 Anna SchaolManey Accoun  All Payments
Dinner Money STAFF VAT 524634 888388 83888888 Anna ScholMoney Accoun  All Payments
Ciub / Extended Services  SchaollMo 882888 83888388 Anna SchaoiMoney Accoun  All Payments
School Trip Schoollo 883888 83388888 Anna SchoolMoney Accoun  All Payments
School Trip gfg565qf 888888 88888888 Anna SchoolMoney Accoun  All Payments
Milk SchoolMe 888888 568888888 Anno SchoolMoney Accoun  All Poyments
Swimming SchoolMo 882888 88838888 Anna SchoolMoney Accoun  All Payments
Shop SchoolMo 882388 8338888 Anna SchoolMoney Accoun  All Payments
Music Schoolle 883888 88838388 Anna SchoolMoney Accoun  All Payments
Uniform SchoolMo 882888 88832283 Anna SchoolMoney Accoun  All Poyments
Residential Schoolo 658388 58888888 Anna SchoolMoney Accoun  All Payments
Other Schoolldo 883888 83388388 Anna SchoolMoney Accoun  All Payments
Sehool Fund SchoolMo 888888 88898388 Anna SchoolMoney Accoun  All Payments
Donations SchoolMo 988388 83888888 Anna SchoolMoney Accoun Al Payments
School Fees SchoolMo 883888 8338888 Anna SchoolManey Accoun  All Payments

@ schoolmoney support@schoolmoney.co.uk
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2.3 Letter Templates

The Letter Templates Icon enables you to write up letters to be used in your Letter Generator

report (Please see the Reports Guide for further information).

(=) schoolmoney < v

News: Poyment Praader Che

Q00 - Th 04 30 2019
Payments || OmnerRegister || CubRegeter | Cosniess CotenngTW || Comnier || Shop || Reporss ‘m

Letter Templates (1- 4/4)

Nome 2 Created Dote & Template Contents 2

Overdue payments Th 15 Jun 2017

YOUR TEXT HERE E G- Hi Parent / Guardian of [frst_name] [lost_nome] Your child (first_name] hos
Tue 17 jul 2018

Dear Parent / Guardian of [first_name] [last_name}. To log in to SchoolMoney. just visit <big
yeor 6 leaver letter  Fn 24 Moy 2019

Help-0207 2378456 [/ (% B @ e

Hi parent of [first_name] [lost_name] you msq to porent___
Bod debt Thu 30 May 2019  Dear Parentiguardian of [first_nome] [last_nome]. Piease see below the breakdown of debts occurred ..

To create a letter template:

Select the Add button in the bottom right-hand corner

A box will pop up in the middle of the screen. This will have a blank box for typing out the
letter on the left and a list of power tags on the right.

© ) (X T T T
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* Write out your letter in the box using the power tags where you feel it is necessary. These
tags, when printed, will be automatically replaced with the relevant information to each

child.
* Once you have written up the letter, save it in the bottom right-hand corner. This will then

appear listed. You can set up as many letters as you require.

In the bottom right-hand corner, you can select the Logo Upload button and add your school
logo to be included in your letters.

You can also select the Edit Closing Text button to add a few sentences of closing text that will
always appear at the end of your letters.

Edit Closing Text

Closing Text: | Tp0n4s for using the Support Academy.

School Logo Upload

©

v

eduspot

2.4 Parent Options

Parent Options enables you to customise various aspects of the Parents Login page allowing the
parents to see their child’s account in the way you want it set up.

@ schoolmoney < News: ot P Counos Tt 10 R A of s |

Payments Dinner Register Ciuo Register Coshiess Catering Tl Cashier Shop Reports m

Parent Options

Order payments on parent screen: Most Overdue Last ¥
Minimum Online Payment Amount: £000

Select PayPoint Borcodes that ore printed: 12 Selected
Default Dinner Top Up Amount: £1000
Default Club Top Up Amount: £1000

Dinner History Information Line:

@ schoolmoney support@schoolmoney.co.uk
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Order Payments on Parents Screen: This enables
you to choose whether the parents will see the
most overdue payment first or last on the screen.

Select PayPoint Barcodes

Select barcodes to show on printed

Minimum Online Payment Amount: If you Pt ol sy

choose a minimum amount, eg. £5, then the ¢\ Dinner Money

parent will have to pay this much or more to @ Club/Extended Services
process their online payment. | School Tip

Select PayPoint Barcodes: This allows you to ¢/ Milk

choose which barcodes are printed for the (] Swimming
parents, eg. Just dinners and trips. A tick in the Shop

box means it is selected and available to print for
the parents.

.l Music
Residential
Default Dinner Top Up: This is the amount that (] Other
the parent will see in the Dinner/Club Top Up. We | School Fund
suggest that you set this to represent the weekly -
cost of dinners. Please remember that this is only
a guide; parents will be able to change the amount
in the available box.

| Donations

_| School Fees

Dinner History: This allows you to add in any
extra important information you might want to
give to the parents.

=3

2.5 School Options

School Options enables you to customise various aspects of your account, allowing you to use
SchoolMoney in a flexible way that works for you.

@ SChOOImoneg Support Academy News: LPDATES T0 SCHOOLMONEY - #1 18 0c: 2018 Hipozr 23785 W R B 0@ e
Payments Dinner Register Ciub Register Cathiess Catering Til Cashier Shop Reperts m
r— Contoct Inforr o
School Telephone Number: 08453885510 LACode: [123
School Emoil Address: support@schocimoney co.uk DIE Code: [123
e +

Mobile "From Name” (11 chars max): Support

|7 Include Archi
|| Order Students by Lost Nome ¥ Set Club reference outomatically
| Show Prices Default Due Date day for Dinner and Club payments  Thursday
¥ Show Dinner Balance
] Show FSM Status {7&":: Fee paid by: | School ¥ I
12 Display Costs for FSM/UIFSM
Charge FSMUIFSM when daily spend exceeds Po
(] Student Dinner Cap {‘s«m PayPoint Barcodes that are printed 12 Selected “ |
| Staft Dinner Cap
(7] Student tem Limit (per Register) ¥/ Show Vegetorion Meol Preference
Staff ftem Limit (per Register)
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Contact Information

This is where you can input your school’s information; you will need to add your telephone number,
main school email address, and mobile ‘from’ name (which will appear on the texts and emails to
parents). You are also able to add your school logo which will go out on emails. The LA and DfE code
will already have been filled out for you and you are unable to change this.

Cashless Catering Till Options

Include Archived Dinners: If this is ticked, you will see all dinner weeks listed in your cashless
catering. If this is unticked, you will only see the weeks that are unarchived listed.

Order Students by Last Name: This will amend the order that the children are listed in the
cashless catering between last name and first name.

Show Prices: If this is ticked, you will be able to see the price of each dinner item.

Show Dinner Balance: This will show the pupils’ dinner balance on the cashless screen when
they are selecting their meals. If you want to see the dinner balances, Show Prices must be
ticked. You will be able to see at a glance if they are in credit, debt, or balanced.

Show FSM Status: This will indicate by colour if a child is FSM or UIFSM.

Display cost for FSM/UIFSM: If this is ticked, it will display a cost for FSM and UIFSM pupils, but will not
charge them.

Charge FSM/UIFSM when daily spend exceeds: This will allow you to choose a cost limit for
your FSM pupils. If they exceed this cost when selecting Dinner items, they will be charged
extra.

Student Dinner Cap+Staff Dinner Cap: This enables you to choose a limit to the amount the
students/staff members can spend per day.

Student Item Limit and Staff Item Limit: This will restrict the number of cashless items a
person can choose per register.

Dinner and Club Payment Options

From here, you can choose if you want to set your dinner and club references automatically
when you set up your payments.

You can also set your default due date to clubs and dinners, which will mean the money in
that payment will be overdue after that day each week.

Service Fee

If you are on our Pay as You Go payment package, this allows you to choose whether the
service costs are covered by you as a school or the parents.

@ schoolmoney support@schoolmoney.co.uk
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PayPoint Barcodes

As mentioned in Parent Options, you can select which PayPoint barcodes you would like to print out or
the parents.

Dinner Options

If you do not use Cashless Catering but want the option to choose between Meat meals and
Vegetarian meals, you can tick this box. To see more information on Meat and Veg, take a look at the

Dinner Money guide.

2.6 Manage Dinner Register Groups

The Manage Dinner Register Groups section will allow you to set up and amend your Dinner
Register Groups.

This can be useful if you have different groups of users who pay different prices for their meals.
(e.g: Staff may pay a higher price for meals meaning a separate staff dinner register will be

required).

If you would like to set up a new register, or change/remove an existing register, please refer to
our separate guide Managing Dinner Register Groups.

2.7 Manage Club Register Groups

The Manage Club Register Groups section will allow you to add and amend your own Club
Register Groups on SchoolMoney - without needing to contact the SchoolMoney support
team. This can be useful if you are launching new clubs in the School and require a new
registers setting up for them.

If you would like to set up a new club register, or change/remove an existing register, please
refer to our separate guide Managing Club Register Groups.

2.8 Register Manager

The Register Manager is a feature that will assist you in adding new pupils into your dinner registers
when you need them adding to multiple weeks. It also makes sure that all pupil data, such as year

groups and form groups, can be updated when needed.

To start, click on the first drop-down menu in the top left-hand corner and select the register you want
to amend. Then, choose the academic year you want to cover using the second drop-down menu.

@ schoolmoney support@schoolmoney.co.uk
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Once you have chosen the registers to amend, you will see that the weeks will appear listed on the

screen. Untick any weeks you do not want to amend.

There are two buttons in the bottom left-hand corner for you to choose from.

@ schoolmoney s News: £ Tusa i wporzias ¥ & B @ e
o [ oo |[ oo |[ oo | e | e | e

(Rammam School Lunches v Acodemic Yeor [2018/2020 ¥ | o ’
Selected Payments (1 - 4/4) Select A None

&  Description & Reference A Students & Stort Date & End Dote &

@ School Lunches W/C 09 Sep2019 34 Mon 09 Sep 2019 Fri 13 Sep 2019

¥ School Lunche: NIC 16 Sep 2019 34 Mon 16 Sep 2019 Fri 20 Sep 2019

¥ School Lunches W/C 23 Sep 2019 34 Mon 23 Sep 2019 Fri 27 Sep 2019

W School Lunches W/C 30 Sep 2019 34 Mon 30 Sep 2019  Fri 04 Oct 2019

e ]

Update Student Details

This button will update any pupils’ information in the payments/registers chosen if they have moved

year/form groups.

Click on the button and a box will pop up. This will bring up a box of the pupils whose data has

changed since they were added to the register. Untick anyone you do not want to update and when

you are ready press Save. This will have then updated the pupils’ information.

(~) schoolmoney
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Update Student Details

(1-4/4) Select Al oo

Select A Student Name £ ExistingForm 4 CumentForm 4 Ewsting Yeor Group 4 Current Year Group 4
Brooks Dan (Hogwarts) Hogwarts Hogwarts Year 3 Year 4
Darkins Luke (Tortuga) Hogwarts Tortuga Year& Year 6
dharamshi veena (Hundred Acre Wood]  Staff Hundred Acre Wood  Staff Year 3
Potterton Steve (Hundred Acre Wood) Hogwarts Hundred Acre Wood  Yeor 4 Year 4

Register Group = Schoal Lunches, Total Payments Selected = 4

Manage Register Memberships

This button will enable you to add/remove multiple pupils into/from multiple registers without having
to go into each individual week.

Register Memberships

Regester ships.

Student: [All ¥ veor Group: Al ¥ Show Students: | All
Group:  |all v/ vl

‘Stugents to Manage (0 - 0/0)
Femovs Al A StudentNome A YearGroup 4 Form A Noof Weeks &

Bhondari Aakanksha (Tortugal

Blogas Joe (Staff)

Brooks Don [Hogwarts)

Chouhan Tejosh (Tertugo)

Darkins Andrew (Hogwarts)

Darkins Luke (Tortugal

dharamah veena (Hundred Acre Wood)

Dunn Danel (0Z)

Guest Glen (Hundred Acre Wood]

Harry Prince (Tortuga)

Holmes Leigh (Pride Rock)

Hook Lydia (Narmia)

Howard Russel (Visitor)

Jokeman Alex (Hundred Acre Wood)

Jones Saroh (Stoff)

Lodhia Horl (Narnio}

McFly Marty (02)

Miachet Richard (Nario)

Moore James (Staff)

Morris jenny (02)

Maeris Paul (Hogwarts)

Noik Anna (Pride Rock]

Patel Ra; (0Z)

e i SR  Register Group = School Lunches. Total Payments Selected = 4

Click on the Manage Register Memberships button and it will pop up with another screen. On
the left, you will see a list of all your pupils. You can use the filters at the top of the box to
find specific students or groups of students. Select Add next to the children that you want to
add/remove from the registers selected.

@ schoolmoneg support@schoolmoney.co.uk
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Register Memberships

Register Membesship:
Student: |All
Group:  |All

Students (1-35/35)

AddAll & StudentNome A Year Group & A Al A YeorGroup A Form A Noof Weeks A
Bhandari Aokanksha (Tortugal Year& - Strang Louren (Hogworts]  Yeor 3 Hogwarts 0
Blogas Joe (Staff] Staff N Mitchell Richard (Narmio) ~ Yeor 6 Noma 0O
Brooks Dan (Hogwarts) Year 4
Chouhon Tejash (Tortugal Yeor4
Darkins Andrew (Hogwarts| Year2
Dorkins Luke (Tortuga) Year 6

dharamshi veena (Hundred Acre Wood) Year 3

Dunn Daniel (0Z) Year 4

Guest Glen (Hundred Acre Wood) Year &

Homy Prince (Tortugo) Year &

Holmes Leigh (Pride Rock) Year 6

Hook Lydia (Narni) Year 4 Namia
Howord Russel (Visitor) Visitor Visitor
Jokemon Alex (Hundred Acre Wood) Year 3 Hundred Acre '}
Jones Sarch (Stat) Statt

Lodhio Hori (Narnia) Year2

McFly Marty (02) Year 4

Moore jomes (Staff) Statf

Maeris jenny (0Z} Yeor &

Meris Paul (Hogwarts) Year 4

Noik Anna (Pride Rock) Yeor 6

Patel Roj [0Z) Year 3

Pate! Sachin (Hogwarts) Yeor 2

Click on Manage Register Memberships in the bottom left-hand corner.

Manage Register Memberships

(-w“mmm B stsenctooss [ stscentvieh bockings cannet be remeved)

Studentnotin poyment [ stocent to remove

| WIC: 09 Sep 19| WIC: 16 Sep 19| WIC: 23 Sep 19| WIC: 30 Sep 19
Student Nome ‘ 4 =id ‘ =

gt
somgtomntoors [N
Taylor Sue (Hogwarts) o) ] i} =

Another box will pop up on the screen with the children’s names listed along the left-hand side and the
weeks you have selected along the top. Adjacent to each child’s name are tick boxes for each week.

* If the boxes are blank, it means the child is not added into any weeks

* If the boxes are green, it means the child is added into the weeks but no meals have been taken
* If the boxes are grey, it means the child is added into the weeks and meals have been taken

To add or remove any pupils, click on the boxes and turn them in the correct colour.

e If the boxes are orange, the child will be added to the weeks
e If the boxes are red, the child will be removed from the weeks

@ schoolmoneg support@schoolmoney.co.uk
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Manage Register Memberships

You can use the circular radio button next to the child’s name to select all of the weeks for that
student and you can use the radio button below the dates to select all children for that date. When
you are ready, press Save in the bottom left-hand corner.

2.9 Universal Infant Free School Meals

The Universal Infant Free School section allows you to specify which (if any) year groups qualify for
Universal Free meals within the school.

FSM Year Groups (1-9/9) Select A1, None
Yeor Group & Universal Infant Free School Meal Eligible & Is Final? A
Stoff N

Visitor N
Yeor 1 N

Yeor2.

a
<

Yeor3 N

El
a

(o T o]

This should be pre-set for you as part of your onboarding process, but if for any reason you need to
change the year groups that are eligible for Universal Meals, please tick or untick the boxes as
necessary and press Save.

The last year group before they start having to pay (unless otherwise entitled for Free Meals) should
be set as final. Usually this is Year 2.

Click on the year group and press the Set/Unset as final button.

@ schoolmoney support@schoolmoney.co.uk
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3. Students

3.1 Groups

In SchoolMoney, you can create groups so that adding children into payments becomes quicker
and easier.

Eg. A breakfast club has fifteen regular students in different year groups. You can create a
breakfast club group; you don’t have to go through and find each student one at a time when

creating the payment.

To create a group, select the Groups icon on the main Admin page.

(~~) schoolmoney <+ N P 8 0@

At the bottom, there are four buttons:
* Add

e Edit

* Back

* Delete

Adding a Group

To create a new group, click on the Add button in the bottom right-hand corner. This will bring
up a window with your students listed on the left-hand side of the page.

@ schoolmoney support@schoolmoney.co.uk
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* Write a description/name for your group in the top left-hand corner
* Click the All Students drop-down menu to filter for year/class groups

SchoolMoney

Add Group

Group Nome:

All Students

Groups (1-22/22)
Student &
Bhondori Ackanksha
Chouhon Tejosh
Guest Glen

Holmes Leigh

Hook Lydia
Jokeman Alex
Lodhia Hori

Mitchell Richard
Naik Anna

Patel Roj

Patel Sachin
Potterton Steve
Raven Gareth
Simpson Bort

Groups (0-0/0)

Student & Yeor &

Remove All &

* To add a student, click the Add link next to their name. They will move across to the other
side of the page

Add Group

Group Nome: Viclet's ASC

All Students

Groups (1- 16/ 16)
Student &
Bhandarn Aakonksha
Chouhon Tejosh
Guest Glen

Hook Lydio
Jokeman Alex
Lodhio Hon

Mitchell Richard
Patel Roj

Potel Sochin
Potterton Steve
Raven Gareth
Simpson Bort
Strang Ms Louren
Virdi Nina

Groups (1-6/6)

Student &
Holmes Leigh
Naik Anno
Strong Louren
Strang Nooh
Strong Zoc
Taylor Jeszca

Yeor &
Year 6
Yeor &
Yeor 3
Yeor 4
Yeor 3
Yeor 2

Remove All &

Bemove
Bemove
Bemove
Bamove
Bemove
Remove

* Toremove a student, click on the Remove link next to the child’s name and they will move
back over to the left-hand side of the page
* Press Save Group when you are ready

* The group will now be available to use in your payments

Editing a Group

* Select the group you would like to edit from your list on the main page
* Click Edit in the bottom right-hand corner

(~) schoolmoney
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* Your list of students will show on the left and your current group members on the right
* Add and remove the students as necessary
* Save the group when you are finished

Deleting a Group

* Select the group you wish to delete on the Groups main page
* Click the Delete button in the bottom left-hand corner of your screen
* A confirmation box will appear; click OK

3.2 Students

General Information

In the Students section of the Admin tab, you will find all of your on-roll student records, which
include their personal information, such as contact details, year/form groups, FSM
entitlements, etc.

If a parent ever wants to check what contact details are recorded against their child, this is the
section where you need to look.

If you use SIMS or the Wonde link, we suggest that you change any information regarding
students directly in your management system and then run the link so it updates
SchoolMoney. If you have any problems with this process, please get in touch with us.

Select the Students icon to be sent to the main Student page. A list of your current on-roll
students will appear.

(~~) schoolmoney =« . o wommess W & B O @)

Student Nome Group Al v Fom Al

Admission Status | On-Ral v Year Group | All v

Nomio
oz
Hogwarts
Hogwarts
Nomio
Tortugo
Hogwarts

Tortuga
oz 4 donvel dunn@e duspot co vk

Hundred Acre Wood  +44 2@schoolmoney.couk

MeFly Marty Yeor 4 vl
Nk Anna Year & Pride Rock a4 cart nak-ketadieGeduzpot ca uk
Yeor3 Nemio a4

Yeor 2 Hundred Acre Wood  +44

Year2 Pride Rock 44

Year3 oz a4 lauren@zchoolmeney <o uk

@ schoolmoney support@schoolmoney.co.uk
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You can filter for specific students using the drop-down menus available at the top of the

screen or by searching by name in the Student Name field.

(>) schoolmoney <

Help 0207 2378456 |V < B @ e

Payments Dinner Register Ciub Register Coshiess Cotering Tik Cashier Shop Reports m
Student
Student Nome |louren| Group All v| Form Al v
Admission Status  On-Roll v Yeor Group | All s
Students (1-1/1) Select Al Nons
4 Student A  YeorGroup & Form &  Mobile Number &4 Emoil Address 2
Strang Louren  Yeor 3 Hogwarts +44 louren strong@eduspot.co.uk

If you ever need to use the information listed on the main page, you can export the

information using the button in the bottom left-hand corner.

In the bottom right-hand corner of the screen, you can Add and Edit students, and in the

bottom left-hand drop-down menu you can Delete any students.

Please Note: You cannot delete students that have any payment history on the system. You

must Off-Roll these students to keep your audit trail clear.

Adding a Student

To add a student, click on the Add button in the bottom right-hand corner. A new screen will
open where you can input the child’s details.

(~) schoolmoney

Poyments || Dinner Rey

(—Student Detail

gister || Ciub Register

Coshless Catering Tl

Hep- 0207237 8455 |/

® e

Forename: *

Sumame. *

Gender: *

Yeor:

Form:*

Male

Please Select ¥

Please Select ¥

Admission Status:
Medical Information:

Pleose Select ¥

Parent Title

Parent Forenome: *

Parent Sumome. *

Primary

contact

Offline Contoct

)

+

School Dinner Days:

Free School Meols:

Mon Tue Wed Thu
¥ 2 ® @

Cashless Pin

Dietary information

T

The screens is broken down into three sections.

In Student Details, enter the following information:

e The child’s forename forename and surname

* The chil's gen

der

(~) schoolmoney
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* The year and form group that the child is in
* The child’s admission number
* Any medical details relevant to the child
In Parent Details, add the contact details of the primary parent:
* The parent’s title and name
* The mobile number that the parent wants to be contacted on
* The email address that the parent wants to be contacted on
* Offline Contact — if this is ticked, the parent will never be contacted by SchoolMoney
School Dinners allows you to select certain settings for the child’s meals:
* If school dinner days are ticked, it means the child will have hot meals. If it’s unticked, they

will be marked as sandwiches
* If the child is eligible for FSM, tick the box in this section and enter the FSM entitlement

dates
* Enter any dietary information related to the child.
You must fill out all fields that are starred. Once all relevant fields are completed, press Save in
the bottom right-hand corner. The child will be available to be added into payments
Please Note: Your students are not added into payments automatically. This needs to be done
manually.
Sending a Password 'm—
Reminder/Resetting Password S T

‘ ‘ i e S R
If a pa rent has mISplaced their 2‘; ‘-’-‘enamewgic::: Joney; Strang Lauren (Hogwarte) lauren strong@eduspotcouk +447500667015  Debra Str
password to log into b S
SchoolMoney, you can send them
a password reminder or a reset
password link from the Students
section.
To send a reminder of their
original password, you will need
to resend the welcome message.
Please note that this will only 5
work if they have not already .
changed their password. [ senanemingers | concel |
| N =

e Find the student/students in the list

Tick the box next to their name on the left-hand side
At the bottom, click on the drop-down menu and select Send Welcome Message

* A box will pop up allowing you to send the reminder messages to as many students you would like

* You can amend the message as you see fit in this section

* Select Send Reminders to send it to the parent(s)

(~) schoolmoney
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If you want to send the parent a reset password link, you can do this through the child’s record:

* Find and double-click on the relevant child to open up their record
e Click on the Send Password Reminder button in the bottom left-hand corner

e T T

Reset Password

Select Parent: | Steve Potterton (steve.pott ¥ |

Send Reset Link By: Text Message and Email ¥ ‘

* A box will pop up allowing you to choose to send the password via text, email, or both

* Press OK

* A confirmation box will appear. Press OK to complete the action and return to the Students
page

The parent will now have been issued with their password and will be able to log onto the
system.

PayPoint

Please Note: If you do not have access to PayPoint, you will need to contact SchoolMoney. The
PayPoint facility is an extra cost on the system.

If a parent doesn’t have access to the internet or wants an alternative way of paying for trips
and dinners, we offer the facility to use PayPoint. This allows the parent to go into any shop
that has PayPoint and pay for their child using a credit/debit card or cash. Parents can find a
shop close to them by using the store locator website and inputting their postcode
Www.paypoint.co.uk/paypointlocator

Once a payment has been set up, parents will be able to make payments via PayPoint. The
money will then be allocated to the payment that is the most overdue, or if there are no
overdue payments it will pay off the oldest date listed.

Parents will have their own unique barcode that can be scanned for each child when making
payments. You can print this off from the child’s record in SchoolMoney.
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(> schoolmoney

Lauren Strang
Support Academy
Please scan a barcode at your nearest PayPoint outlet to pay your school.

orener vorey NN NI R

o/ escenea servees NN ML IANNET 1
R LI T

S T T

M srev- ML SAMIRIIN
63 7965

3694230101035

You can also pay online at WWW.SCHOOLMONEY.CO.UK
Print Paypoint Slip

If you would like to print out multiple barcodes without going in and out of children’s record, you can do
this from the main Students page.

¢ Tick the boxes next to the children’s names on the left-hand side and click Select All to choose whose

barcodes you are printing
*  From the drop-down menu in the bottom left-hand corner, click on Print PayPoint Slips

Your slips will then print out to whichever printer is connected to your computer.

3.3 Additional Parents

If you have any instances where you need the option to add a second Parent/Guardian to a
child’s account, you can do this through Additional Parents.

Once an additional parent is added you will be able to send out messages to them and prompt
them to login to their child’s account with their own login details.

() schoolmoney = s W & B 0 @)

Adaitional Parents (1 4/4)
Offine Contoct & S
N N
st
X

ggggg
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To add an additional parent:

e Select the Add button in the bottom right-hand corner and a box will pop up

Add Parent

Student * |Please Select vl

Email Address: *

Phone Number: * I l

Title: [Mr v

First Name: * I l

Last Name: * | |

Offline Contact:  [J

* Locate the child you want to set the parent/guardian up for. If you need any additional
parents for siblings, you will need to set up a separate record for each child

* Fill out the details of the second parent. Offline Contact will mean that you will not be able
to send messages out to this parent

Add Parent ‘

Student * Mitchell Richard (Narnial)) ™

Email Address: *

abcd@schoolmoney.co.uk ‘

Phone Number: * |+4412356789 ‘
Title: [Mr v

First Name: * [Gary l
Last Name: * lMitcheIl l

Offline Contact: [

Cancel

* Save in the bottom right-hand corner

(=) schoolmoney R ——— He— - IY - )
A e A - |
[m T — B oo [ F] o [ = 0‘

Additional Parents (1-1/1)
Offiine Contoct & Student & Emoil Address & Phone Number & Ttle 4 FirstNome & LostNome 2
N Mitchell M Gory Machel
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Once the additional parent has been saved, you will then be able to see them listed. In this page, you
can delete additional parents and edit them, using the buttons along the bottom of the screen.

You can also view and edit additional parents in the Students section:

e Click on Students
* Find the child
* In the bottom left-hand corner, click on View Parents

[ s~ ]| o ]
* A box will pop up and list any additional parents for the child. As with the Additional Parents section,
you can add, edit, and delete

’ Parents -

Offline Contact A Student A Email Address A Phone Number A Title A FirstName A Last Name A
N Mitchell Richard (Narnia) abcd@schoolmoney.couk +4412356789 Mr Gary Mitchell

unccte TR EmEaE

—

When you are sending out messages to parents, you can tick the Include Additional Parents box and
you will be able to choose which parents you want to send the messages out to.

| Include Additional Parents
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4, Staff

The Staff icon sends you to a screen that is similar to the Students page, except it only shows people
who have been marked as Staff.

When you add a staff member using the Add button in the bottom right-hand corner, they will
automatically be marked as staff on the system, not students.

@ schoolmoneg el Ak Tha 04 s 2013 Hep 020727856 | R, ® e

orrmegior || g |[ e o =~ |
- B ) o [E
Admission Status  On-Rol v Year Group | All

Staff Members (1-3/3) Select AL None

A Stoff & YeorGroup £ Form 4 Mobile Number & Email Address 2
Biog: # Statt 4
Jon off Statf 4
M toff toff 4

As with the Students section, you can print out PayPoint slips and send password reminders to your
staff members using the drop-down menu in the bottom left-hand corner of your screen.
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5. Dinners

5.1 Dinner Items

Please ignore this section if you do not use the Cashless

Catering Till.

The Cashless Catering Till add on allows you to set up dinner items for the Cashless Catering Till.

Adding a Catering Item

(*) schoolmoney -

wpnmas W B @ e

Payments || DinerRegister || CuoRegirer || cosmiess Corerig T || cosmier || snop || Aeports m
[ o e : |
Tl tems (1- 28/28)
Nome 2 Price 2 Type & Avoilable Menus 2 Avoiloble Yeor Groups & Monday & Tuesdoy & Wednesdoy & Thursdoy & Fridoy & Item Order 2
Chicken Tikko & Rice €220 MEAT 1 No Year Group Set 2 4 Y N Y Y 1 =
Jocket Potato with Boked Beans £220 VEG 1 No Year Group Set Y Y N Y Y 3
Cod Fish Fingers with Saute Potatoes. €220 MEAT 1 No Year Group Set Y Y N Y Y 4
Cheese & Tomoto Quiche with Soute Potatoes £220  VEG 1 No Yeor Group Set Y % N ' { Y 5
Jocket Potato £220 1 No Year Group Set Y o N Y Y 6
Three Bean Chilk & Rice £220 234 No Yeor Group Set N N N N N 16
Chilli Con Come & Rice €220 234 No Yeor Group Set b 4 N Y Y ) ¢ 17
Jocket Potato with Sousoges & Boked Beons  £220 234 No Year Group Set N N N N N 18
Chicken Dippers with Potato Wadges £220 No Menu Set No Yeor Group Set v Y % Y Y 19
Veggie Nuggets with Potato Wedges £220 23 No Year Group Set ¥ Y Y Y Y 20
Jocket Potato with Beef Bolognaise £220 2 No Year Group Set Y Y Y ¥ Y 21
Roast Turkey & Gravy with Roast Potatoes £220 2 No Year Group Set A X Y Y Y 22
Vegetobie Strudel with Roast Potatoes £220 Yeor2 N N A N N 23
Jocket Potato with Tuna & Sweetcom Maye  £220 No Menu Set No Yeor Group Set N N Y N N 24
Sandwiches £000 1 No Yeor Group Set Y Y Y Y Y 62
chicken wrap £100 20 No Yeor Group Set \ 2 Y Y Y Y 62
Pocked Lunch £0.00 20 No Year Group Set 4 Y Y & 4 Y 63
Roast Turkey & Veg £220 No Menu Set No Year Group Set ¥ Y Y ¥ v 64
Quiche £220 119 No Yeor Group Set hg Y Y Y Y 65
BEEF £220 18 No Year Group Set Y N N N N 66
Chilli £200 7.9.10 No Year Group Set Y N N N N 68
Spog Bol £200 7.9 No Year Group Set N Y N N N 69
Fish Pie £200 7.9.10 No Year Group Set N N Y N N 70
Beef Burger £200 7.9.10 No Year Group Set N N N N b ¢ 72
Enchilodos £200 9 No Year Group Set N N N Y N 73
Het dogs £200 10 No Year Group Set N b/ N N N 74
lacket Pototn - Chesse. £20 1 Na Yaor Groun Set. Y b Y Y Y 75 g
D T T e I I
e

To add a catering item, select the Add button in the bottom right-hand corner of the

screen. A box will pop up in the centre of the screen.

Add Dinner ltem
Iteen Nome
Price
Type

Allergy Information

Doys Availabie

All v

[Staff | Students)

¢ Free Meal - Prevent purchaze by students

ftem Order

Meal Colours None J

Select on icon for your ites

2

with free meals

BoEaDopaanRnEan
BEDND«&9
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Fill out the information in the boxes so that once saved, the children/parents will be able to make their
choice.

Item name: the meal option or an option number/colour
Price: how much the meal is going to cost (especially useful if your items have different costs)

Allergy information: if there are any known allergens in this meal (eg. Shellfish), write the information
in this box

Days available: here you can set which days the item is available on

Menu number: here you can set which menu number this item is available on. Eg. If you have a three
week rotating menu, menu 1 will be week 1 etc.

Available to (year groups): this allows you to choose which year groups will see each item, which is
useful when you have restricted items for nursery or key stage

Available to (staff/students): this allows you to choose whether the option can be seen by everyone,
just the students or just the staff

Tick box one: this allows you to mark the item as a packed lunch so you can track who is bringing in
lunch from home

Tick box two: this prevents a child from choosing more than one of the same option
Tick box three: you can prevent free school meals from choosing an item if this box is ticked

Item order: you can put a number in this box so that instead of appearing alphabetically, the dinner
items appear in an order of your choosing on the till

Meal colours: here you can allocate any meal colours/descriptions you may have set up in the Meal
Colours button at the bottom of the Dinner Items page

Choose item image: you can upload your own photos of meals or choose one from our selection

Press the Save button in the bottom right-hand corner to save the item and add it to your meal list.

Editing an Item

You may need to edit an item once you have set it up because the price has changed or it is available on
a different day.

* Click on the item in the Catering section of Admin
* Select the Edit button in the bottom right-hand corner of your page or double-click on the
item

This will bring up the previous pop up and allow you to edit any information you need.
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Deleting an Item

You may need to delete an item you have previously set up because it is no longer available or you

offer different items seasonally.

e Click on the item you want to delete

e Select the Delete/Undelete button in the bottom left-hand corner of your page

To undelete an item:

* Inthe top left-hand corner of the screen, click Include Deleted

e Click on the item you want to undelete

¢ Select the Delete/Undelete button in the bottom left-hand corner of your page

Meal Colours

Clicking on the Meal Colours button will bring up a new
box that will list 10 colours with description boxes next
to them. Add descriptions next to the colours you wish
to use and press Save.

5.2 Manage Dinner Payments

(~) schoolmoney <

Payments || DinnerRegater || CubRegister || CosniessConetingTn || cashier || Shep || meports m
Manage Dinner Payments (1 - 22/22)
Description £ Dotecreoted £ Dote due & Students in payment & Amount per dinner(per chid) A Amount per week 4

5 Wed14Aug 2019 Thu030ct2019 33 £250 £000
14Aug2019 Thu26Sep2019 33 £250 £0.00
Thu19Sep 2019 31 £210 €000
Thu19Sep2019 34 £250 £0.00
Fil35ep2019 35 £250 £0.00
ThuOl Aug 2019 38 £250 €000
Thu18Jul2019 38 £250 £0.00

38 £250 £000
38 £250 £000
38 £250 £000
Thul3jun2019 38 £250 £000
Thu06Jun 2019 34 £250 £000
/2019 Thu30May 2019 32 £10 £0.00
Thu 30 May 2019 3 £300 £000
Thu30 Moy 2019 33 £250 £0.00
06Mar2019 Fri24Moy 2019 35 £250 £1250
06Mor2019 Fri17May2019 34 £500 £2500
15May 2019 Thu16Moy 2019 32 £210 £000
Thul8Apr2019 33 £250 £000
Fil2Apr2019 32 £250 £0.00
Fi05Apr2019 33 £600 £3000
Mon 04 Mor 2019 33 £350 £1750

m
Label (Optional) Colour
[
3
AT =
)
—
[
P
(S
Defauit
8 =

wpzorzzraass W R B G e

The Manage Dinner Payments option means you can amend your weekly and daily register amount if

these change.

e Select the week you would like to amend

e Click the Update Amounts button in the bottom left-hand corner

(~) schoolmoney
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’ Update Amount per Dinner !

Amount per Child }’2.60

Amount per Week i'"13.00

A A

* Change the amounts in the two fields available
* Press Save

5.3 Dinner Import

The Dinner Import icon is part of our import from SIMS Dinner Money. This is where you import
the information you have extracted from SIMS Dinners to mark off the register.

@ sch°o|moneg S i News: Bayment Provider Change  Thi 04 a4 2019 wpowrzess W B O © e
Poyens DverRegiter || CibRegieer || Costiees Cateing T || Castier oo |
[;m | Choose File | No fie chosen o ‘

If you want any further information with regards to the import from SIMS Dinners,
please see the SIMS Dinner Import guide.

5.4 Import Dinner Menu

The Import Dinner Menu section is a simple way for you to upload your dinner menus.

Please Note: You will only need to use this section if you are using our Cashless Catering
Module.
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(~~) schoolmoney = s New: LEDATES T SCHOOLMGNEY 180w 0 oz W & B O @

Step 1: Choose File to Import

Choose File | No file chosen

Step 2: Validate File

Step 3: Import File

®

First we would advise that you download our template file. You can then use this to fill the details
out as below.

File m Insert Page Layout Formulas Data Review View Help £ Search
11} [gg Cut Calibri Jioo A A = ¥+ | BWepTet General = i @ @ @ E’ @ :ll.:loSum ~
) Copy ~ il
P ey | 81 U - [~ & A = E | EMeetCoter - | B~ % 9 | 584 | Condion) Fomtas Cl | et Deete Fornet | oo
Clipboard n Font I Alignment % Number [ Styles Cells Edi
A10 » I Veggie Goujons and Chips
4 A 8 c ) el ¢ (<) (- SO 0 N Y <SS A - N o ° Q
1 |Item Name Price Type Menu  Available Year Grou Prevent FiMonday Tuesday WednesdiThursday Friday  Packed Lu Prevent Multipl Allergy Information
2 |shepherds Pie 22 1Al All N Y N Y
3 |Veggie Pie 2.2 1Al All N Y N Y
4 Chicken Wrap 2.2 1Al All N Y N Y
5 |Falafel Wrap 2.2 1Al All N Y N Y
6 |Roast Turkey 2.2 1Al All N Y N Y
7 |Quorn Roast 2.2 1Al All N Y N Y
8 selection of Pizza 2.2 1Al All N Y N Y
9 Fish and Chips 2.2 1Al All N Y N Y
10|Ve£§ie Guui‘ons and Chips I 2.2 1Al All N 44 N Y
11 Jacket Potato 22 1Al All N Y Y Y Y Y N Y
12
13

14

Item Name: this is the name of the dinner item you are adding. This needs to be under 50
characters and cannot contain any commas

Price: the cost of the item

Type: this section is for you to add any extra information about the item — only the school can
view this

Menu: in this section, add in the menu number for the item. Eg. 1=week one, 2=week two, etc.
Please remember that if you already have menu items in use, you will need to select the next
available blank menus. Eg. 4=week one, 5=week two, etc.

Available to: here you can specify if the meal is specific to Students or Staff
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Year Groups: if a meal/cost is only available to a specific student, you can specify this here. If it
is available to all year groups, type All.

Prevent FSM: if you do not want a FSM or UIFSM child to select this meal, puta Y in the
column.

Days: in the Monday-Friday column, you can select which days the meals are available on.
Simply put a Y in the relevant column.

Packed Lunch: if you want the item to have no charge and be marked as a packed lunch
from home, put a Y in this column (you will likely only need to do this once with an item
labelled Packed Lunch). Put an N against all other items.

Prevent Multiple Selections: if you put a Y in this column, it means that you can only select this
item once on the till. If you put an N you can select it as many times as you wish.

Allergy Information: if you want to add any allergy information relevant to the meal (eg.
Contains nuts) you can do so in this column.

Please Note: We would advise that you save the file somewhere on your computer you can find later
(eg. The documents folder).

Once you have filled out the spreadsheet, you can then return to the Import Dinner Menu section to
import it. First, select Choose File in the top left-hand corner and select the spreadsheet you have
created. Once you have selected Open it will fill out the first section.

Step 1: Choose File to Import
Choose File | Dinner Menu L.t Example.csv

lable To.Year Groups.Prevent FSM Monday Tuesday.Wednesday.Thursday.Friday.Pocked Lunch Prevent Multiple Selections, Allergy Information
NY.

When you are ready, select Validate.

If the data isn’t right, it will flag as an error and you will need to go back into the file to amend
the data until it is correct.

Step 2: Validate File

If the data is correct with no errors, it will state that the file has been validated successfully.

Step 2: Validate File
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Once the file has been validated, you can import. A box will pop up to say the import has been
successful and you will be able to see the meals in the Dinner Items section.

Step 3: Import File

Dinner Items Created: 10
Dinner items Updated: 0
Duplicate Rows: 0

— Dinner ltems

Show | Menu 1 v

Till Items (1 - 10/ 10) Select Al None

& Nome & Price & Type A Avoiloble Menus 4 Avoiloble To A Avcilable Year Groups & Prevent FSM A Monday & Tuesdoy & Wednesdoy & Thursday A Fridoy & Item Order A
| Shepherds Pie £220 1 Al Al N Y N N N N 77
| Veggie Pie £220 1 All Al N ¥ N N N N 78
| Chicken Wrap £220 1 All All N N Y N N N 79
| Folofel Wrap £220 1 Al All N N Y N N N 80
| Roast Turkey £220 1 Al All N N N Y N N 81
| Quorn Roast £220 1 All Al N N N Y N N 82
| Selection of Pizza £220 1 All All N N N N Y N 83
| Fish and Chips £220 1 Al Al N N N N N Y a4
-] Veggie Goujons and Chips £220 1 All All N N N N N Y 85
| Jocket Potato £220 1 Al All N Y b ¢ Y Y ¥; 86
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6. Payments

6.1 Removing Payments

If you have created payments in error, you can use the Remove Payments tool to Remove them from
your Payments Tab.

Please Note: You cannot remove payments which have money allocated to them. This means that if
parents have already paid, the system will prevent you from removing them. In this case you would
first need to credit back the amounts paid.

If money has been refunded from the payment you will not be able to remove it.

For Dinner Money and Club Extended Services payments, you will need to ensure that there are no
marks in the register before you can remove the payment.

* Click the Admin tab

* Click on Remove Payments

* On the left-hand side, you will see a list of Live Payments shown in chronological order with the most
recently created at the top

* Locate the Payment you wish to remove using the Description and Reference columns and click on it
to highlight the line

* Click the Remove Payment button

* An alert will show to confirm the payment has been removed

* Press the F5 button on your keyboard to refresh the system. You will be redirected to the Payments
tab and your payment will no longer show

Live Payments (1 - 875/875) Removed Payments (1 - 165/ 165)

Date Created A Description A Type & Amount Paid A Date Created A  Description A Type & Amount Paid A Reference A

Thu 22 Dec 2022 Preschool Meals Dinner Money £0.00 = Fri09Jun2017  Breakfast Club Club / Extended Services  £0.00 W/CO5Jun2017  ~
FriooJn 2017 AerscholCob b /Extended Serviees €000 WICOS un 2017

Wed 21 Dec 2022 Zumba club Club / Extended Services Mon 14 Aug 2017 Afterschool Club Club / Extended Services £0.00 WIC 12 Feb 2018 DEL

Wed 30 Nov 2022 chester zoo y3 dec 2023 School Trip £1500 Wed 06 Mar 2019 Afterschool Club Club / Extended Services  £0.00 WI/C 06 May 2019 DE

Wed 23 Nov 2022 School Dinners Dinner Money £0.00 Mon 18 Mar 2019 Football Club Club / Extended Services Football Trip August 1

Wed 23 Nov 2022  Afterschool Club Club / Extended Services £0.00 Tue 19 Mar 2019 Afterschool Club Club / Extended Services £0.00 WI/C 05 Aug 2019

Wed 23 Nov 2022 test other Other £001 Tue 19Mar 2019 Music Club Club / Extended Services Initial Group Set-up

‘Wed 23 Nov 2022  test trip School Trip £0.01 Tue 19 Mar 2019 Drama Club Club / Extended Services £0.00 Drama Club Aug 19

‘Wed 23 Nov 2022 School Dinners Dinner Money £0.00 Wed 20 Mar 2019  Breakfast Club Free Club / Extended Services £0.00 Breakfast Club Free

‘Wed 23 Nov 2022  School Dinners Dinner Money £0.00 Wed 20 Mar 2019  Piano Club Club / Extended Services £0.00 Piano Club Yr2

Wed 23 Nov 2022 School Dinners Dinner Money £0.00 Wed 20 Mar 2019 Piano Club Club / Extended Services £0.00 WIC 18 Mar 2019

‘Wed 23 Nov 2022  School Dinners Dinner Money £0.10 ‘Wed 20 Mar 2019  Free After School Club Club / Extended Services Free After School Clut

‘Wed 23 Nov 2022  Afterschool Club Club / Extended Services £0.00 Wed 20 Mar 2019  Ballet Class Club / Extended Services £0.00 Ballet Class

Wed 23 Nov 2022 Afterschool Club Club/ Extended Services £0.00 Wed 20 Mar 2019 Ballet Class Club / Extended Services £0.00 W/C 18 Mar 2019

‘Wed 23 Nov 2022  Afterschool Club Club / Extended Services £0.04 . b ‘Wed 20 Mar 2019 Morning Club Club / Extended Services £0.00 Morning Club

< v

‘
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Please Note: If you see an error message stating “This payment cannot be removed as it has paid
instalments. Please transfer these to credit first,” you will need to credit back the money.

For one-off payments such as Trips, Swimming, Milk, Other, etc

* Click into the Payments Tab

* Locate the payment you want to delete, and double-click to open it

* Find the student who has made payment (indicated by the green marking around the instalment)

* Double-click on the child’s name

* For each paid instalment, click on the Action/Select Menu and choose Transfer to Credit then
press Save

* Repeat as necessary until all amounts have been credited

* You will now be able to remove the payment

For Dinner Money or Club Extended Services Payments

e Click into the Dinner Register or Club Register Tab

* Set the correct Register and Date in the top left corner

* Remove any marks from the register across the entire week and click Save
* You will now be able to Remove the Payment

If you see a box entitled ‘Select payment to transfer unused credit to’ it means there are credit
amounts originally paid to this payment which are still assigned to it behind the scenes.

If this happens, you'll need to select a similar payment to transfer them to. Choose a payment from
the list and click Transfer the credit to the selected payment.

An alert will show how much credit has been transferred. Click OK and press F5 on your keyboard to
refresh SchoolMoney.

' Select payment to transfer unused credit to '

£ Payments (1 - 50 /333)
Payment Type A Description &  No of Instalments A Amount Total A Reference A
Dinner Money Staff Lunches 1 £0.00 Initial Group Set-up -
Dinner Money School Dinners 1 £11.00 W/C 12 Jun 2017
Dinner Money School Dinners 1 £11.00 W/C 19 Jun 2017
Dinner Money TestLunches 1 £0.00 W/C 12 Jun 2017
Dinner Money School Dinners 1 £0.00 W/C 26 Jun 2017
Dinner Money School Dinners 1 £0.00 W/C 22 May 2017
Dinner Money School Dinners 1 £0.00 W/C 15 May 2017
Dinner Money School Dinners 1 £0.00 W/C 05 Jun 2017
Dinner Money School Dinners 1 £0.00 W/C 29 May 2017
Dinner Money Test Lunches2 1 £0.00 Initial Group Set-up
Dinner Money School Dinners 1 £0.00 W/C 17 Apr 2017
v
A A
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Re-adding payments Removed in error

If you accidentally remove a payment which you did not mean to, you can reinstate it to show on
your payments list:

* Click the Admin Tab

* Click on Remove Payments

* On the right-hand side, you will see a list of previously Removed Payments

* Locate the Payment you wish to Re-add using the Description and Reference columns and click on
it to highlight the line

* Click the Re-add Payment button

* An Alert will show to confirm the payment has been Reinstated

* Press the F5 button on your keyboard to refresh the system. You will be redirected to the
Payments Tab and your payment will no longer show
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7. Imports

7.1 Credits and Arrears

The Credit and Arrears section enables you to import any credit and arrears that you may have when

switching over to SchoolMoney for the first time.

(~9) schoolmoney s New: Ement i Chmge o0

Paymenss Dinner Register Club Register Coshiess Catering Till Cashler Shop Reports n

—import Credits and Arrears

Help: 0207 2378456 |/ (98 5] @ e

Choose File | No file chozen

Student Name Payment Type  ADNO Payment Credit Payment Arrears.
student_1_name payment_name student_1 odno credit_omount orrears_amount

student_2_name payment_nome student_2_odno credit_omount  amrears_omount

Download the Credit Arrears Sample Import File and fill it out with the following information

e Student Name

* Payment Type (Dinners/Clubs)

e ADNO (the child’s admission number or UPN)
*  Payment Credit

¢ Payment Arrears

*  When you have filled this out, save it and select the
Choose File in the top left-hand corner

* Once you have selected it, click Validate in the bottom
right-hand corner — this will tell you if the information
is correct or not

e Click Import when ready

* A box will pop up

Import Details

Arrears

Description *

School Reference *

Due date:

BACS Account *
Credit

Payment Details *

Email Receipt:

Payment Date:

‘SM Generated for Credits/Arre‘

l 1
15 Aug 2015 | Date

‘ Select v ‘

ESM Generated for Credits/Arre,
(]

|15 Aug 2019 | Date

[fm== [ &=

(~) schoolmoney
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* Fill out the fields as needed (you are welcome to leave in the information we have provided)

Import Details

Arrears

Description * Dinner Arrears

School Reference * |Arrears previous to SchoolMor

Due date: 15 Aug 2019 l&‘

BACS Account * Other: 888888 / 8888888¢ ¥
Credit

Payment Details * |CREDIT

Email Receipt:

Payment Date: 15 Aug 2019 I%‘

* Press Proceed when ready and the information will be added to the account for you. Arrears will
show in the Payments tab under Other. Credits will show on the pupils’ accounts (you can view this
in the cashier and the credit report)

7.2 Import Logs

SchoolMoney allows you to check the recent import logs from your MIS system to ensure the data
has successfully imported into the system.

To see these logs, please click into Admin and then Import Logs.
Here, you will see all the recent import attempts You can adjust the Imports From and Imports To
date if you wish to look further back — however the logs are only held for approximately three

months.

There is also an Import Type Drop-down box if you want to look for imports.

7.2.1 Student Import: Your main pupil data import from your MIS
System

Schools Using the T2P SIMS Link or Wonde, Or who have sent us a manual CSV import file.
If your import has been successful, you will see the date and time of the import, followed by the

message ‘Import completed successfully’ and the number of telephone numbers that were
imported.

@ schoolmoney support@schoolmoney.co.uk
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Please note: the number shown does not related to the number of pupils imported but the number
of telephone numbers. This will be higher because most pupils will have more than one associated
parental account. Only the highest priority parent’s details are added to SchoolMoney.

If you see a message stating ‘Files are the same hence ending gracefully,” this indicates that no new
information has been picked up from your MIS since you last import. If you have recently updated
some data in your MIS, please run your import again.

If you are using Wonde, please note that you will need to wait 2-4 hours before doing so as the
Wonde service updates periodically throughout the day. You can double click on the line to view the
data that was imported.

If you see the message stating ‘50% of ADNOS do not match,” there may be an issue with your
import. Please contact product support. If you see no result next to the date, there may be an issue
with your import. Please contact product support.

Import Type  Student Import v Imports From 16 Aug 2021 Dote Imports To 23 Dec 2022 Dote

Import Logs (1-11/11)
mport Date Import Type Import Result File Type

Dec 6 2022 102134 783AM tudent Import  Dec 6 2022 10 22AM: Import completed successfully 1372

) S80PM tudent Import  Nov 7 2022 12:13PM Import completed successfully. 1348

Schools Using XoD (Xporter
on Demand)

The XOD Import operates in Import Type | A v ImportsFrom |16Nov 2022 | Date | ImportsTo |23 Dec 2022 | Dote
a slightly different way as it

. Import Logs (1 -19/19)
only picks up the changes S e e oo
from your MIS and imports Dec 17 2022 1:2353.400AM  Student FSM Import Imported Student FSM Count: 1 ¢sv
them slightly differently. Dec 17 2022 1:23:42773AM  Student Import Imported Student Count: 1
This means you will see Dec 14 2022 5:43.28873PM
various smaller imports in Dec 14 2022 5:43.27.343PM
the import log. Dec 7 2022 1205:13837PM  Contact Deleted  Deleted Contact

Please Note: the Import Dec 32022 6:12:18:450AM  Staff Import mported Staff Count: 1
types will vary depending Dec 12022 120:45913AM F F
on the Scopes which you Dec 12022 1:19:42037AM
have authorised in the Nov 22 2022 9.20:176¢
Xporter section under the PO &2 et SRR M
Admin tab, and which are e
supported in your MIS.
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7.2.2 Dinner and Attendance Import: For imports from SIMS Dinner
Money

If you import your meals from SIMS, you will also see the results these in your import logs. This will
show you how many dinners were imported.

Quick Filters

Import Type | Dinner Import v Imports From |16 Nov 2022 | Date l Imports To | 23 Dec 2022 | Date |

Import Logs (1 - 28/ 28)

Import Date A Import Type A Import Result A File Type A
Dec 20 2022 9:53:49:127AM  Dinner Import 513 Dinner(s) Imported Successfully. 2 Student(s) missing from your school. xml
Dec 19 2022 9:55:18:837AM  Dinner Import 532 Dinner(s) Imported Successfully. 2 Student(s) missing from your school. xml
Dec 19 2022 9:50:08:210AM  Dinner Import 532 Dinner(s) Imported Successfully. 2 Student(s) missing from your school. xml

Dec 19 2022 9:48:35:900AM  Dinner Import 532 Student(s) not in Dinner Groups for this date. 2 Student(s) missing from your school. xml

Dec 16 2022 10:41:30:550AM Dinner Import 534 Dinner(s) Imported Successfully. 1 Student(s) missing from your school. xml
Dec 152022 9:43:12:723AM  Dinner Import 552 Dinner(s) Imported Successfully. 1 Student(s) missing from your school. xml
Dec 14 2022 9:45:46:243AM Dinner Import 574 Dinner(s) Imported Successfully. 1 Student(s) missing from your school. xml
Dec 13 2022 9:44:28:360AM  Dinner Import 586 Dinner(s) Imported Successfully. xml

If you see a message stating ‘Student(s) missing from your school’ the system has been unable to
match one or more students based on their name and year group/form. This is sometimes caused by
a difference in legal name and chosen name. If you are unable to identify the issue, please contact
product support.

If you see a message stating ‘Students not in dinner group’ it either means that you have not yet set
up your weekly dinner payment for the week you are trying to import into, or that there are pupils
missing from the payment and you will need to add them using the Manage Students tool. Please see
our separate Dinners Guide for more information on how to do this. This is located in the guides
section on the top right corner of SchoolMoney.
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8. Contact Details

We hope this user guide has helped you use the SchoolMoney system. If you have
any questions or require further assistance, please get in touch with us and we will
be more than happy to help.

Telephone number: 02072378456

Online: www.eduspot.co.uk/support

We look forward to hearing any ideas or feedback you have about SchoolMoney, so
let us know what you think!
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