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Introduction 
 

The club section of SchoolMoney allows you to set up payments for various 
out-of-school activities such as a breakfast club, after-school club, and others 
that you may run outside of school hours. You are able to record who attends 
which sessions on the register, similar to the dinner register, as well as allow 
the parents to pre-book and pay for these clubs online, using their credit/debit 
card. 

We understand that all schools are different, and we want to help find the best 
way of making our Club module work for you. 

If you do not use the Clubs module in SchoolMoney, we advise that you call us 
on 02072378456 to book in a training session, so that we can set you up and 
talk through the best way to use this section of the system for your school.  
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1. Setting up Club Payments 
 

 

During your training on the SchoolMoney system, any information regarding your school 

clubs will be set up by your trainer or a member of the SchoolMoney team. Once this has 

been set up, you will be able to start creating your club payments and registers. 

If you would like a new club set up or have not been trained on clubs, please call 

02072378456. A member of the team will then be able to book you in for a training 

session. 

 

1.1 Creating the Weekly Payment 

 

To set up your week’s payment, you will need to go to the Club Register tab in 

SchoolMoney. 

 

Once you are on the Club Register, select the Club name from the first drop-down menu. 

You will then need to change the date to the week you would like to set up by clicking on the 

Date button at the top, and selecting the week you would like to set up. We recommend 

selecting the Monday of the week you’re creating. 
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Once you have filtered correctly, you need to press the Save button in the bottom right-

hand corner. Once this has saved, press F5 on your keyboard to refresh the system and send 

you back to the main Payments page. 

 

Your payment has now been set up and is ready to use! 

 

1.2 Creating multiple weekly payments from the Payments tab 

 

If you would like to set up your Club Payments in bulk, you can do this easily within the 

Payments Tab. We recommend setting up the Club Payments a half-term at a time. 

To set up multiple weeks’ payments, you will need to go to the Payments tab in 

SchoolMoney and click on the green Add button in the bottom right corner. 

 

In the Payments Type drop-down, select the Clubs/Extended Services option, and click on 

the Create Payment button. 
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If you have more than one Club Register set up (e.g. you have a Breakfast Club and an After-

School Club) please ensure that you have chosen the correct club from the Select Club 

Register drop-down at the top. 

Then, use the two Date buttons to choose the Start Date and End Date of the period for 

which you would like to generate the club payments, and click on the Save button. You will 

see a confirmation message to show that the payments have been set up successfully. Click 

OK. 

Your new Club Payments will now have been added to your payments list. 

 

 

If you have more than one Club Register set up, please follow the steps again, remembering 

to choose the correct Club from the Select Club Register drop-down. 

 

1.3 Adjusting your Club Payment 

 

Now that you have set up your club weeks, you can go into the payment to adjust any 

information such as: 

• Setting the payment live so parents can pay or book online 

• Changing between whether they pay online via top-up or pre-book specific days 

• Adding and removing children as they leave or enter the school 

• Contacting the parents via text/email 

• Changing the cost of the durations 

 

Find your club week on the payments page. 
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Double click into the payment so that it brings up the information. 

 

To turn the payment live, you can send out a text or email using the Text/Email Parents 

button in the bottom left-hand corner, just as you would with trips (Please see the 

SchoolMoney User Guide). This will let the parents know that they can go online and pay for 

the club. 

You can also manually turn the payment live by changing the payment status to On in the 

top right-hand corner. Once you have done this, press Save and the parents will now be able 

to see the payment when they log in. 

 

You may want to add new students into your club payments if anyone joins during the 

school year. To do so, click on Manage Students in the bottom left-hand corner of your 

screen. 

 

This will then bring up a list of all students who have not been added into the payment on 

the left-hand side of the box. 
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Select the Add link next to the name of the child you would like to move over and they will 

be added to the list of children on the register. 

If you would like to remove a child from the register, click on the Remove link next to their 

name on the right-hand side of the screen. Once the correct children are on the right-hand 

side, click Save in the bottom left-hand corner; the register will have been updated. 

If any changes need to be made to the session price, this can be done in the top section of 

the screen through the Configure Durations button. 

 

 

Click on this and a popup menu will appear in the 

centre of the screen.  

You can then change the price of your club in the 

duration box or add any extra durations as you need, 

using the Durations per day drop-down menu. 

You also have the option to add any descriptions 

needed which will be seen by the parents. Press Save 

when you are ready.  

 

You can also choose whether the parents are going to pre-book their sessions online or pay 

by the top up by selecting or un-selecting the Online Session Booking tick box. This can be 

found in the settings box. 

 

If it is ticked, the parents have to 

book and the register is marked 

off automatically. If not, they pay 

via the top up and you mark off 

the register manually within the 

school. 
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2. Marking & Using the Register 
 

 

Now that you have set up the payment for clubs, you can mark off the register. 

Please Note: if the parents are pre-booking online, it will automatically mark off the 

register for you. 

To begin, go to the Register tab and filter as needed (correct club, correct date, and correct 

year/form group).  

 
 

If you have only one duration, you need to go down the list and put a mark in the box 

against each child who has attended that day.  
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If you have more than one duration, you will need to choose the correct duration from the 

drop-down menu next to each child. You can mark any day as a holiday, inset day, or school 

trip day by selecting one of the weekday boxes at the top of the register. 

Once you have finished marking the register, you will need to select the Save button in the 

bottom right-hand corner of the screen. This will save the marks and calculate the costs.  

  

The costs will appear on the right-hand side of the screen, allowing you to always see if a 

child is in debt or credit for clubs. 

If you want to see just children who have booked, tick Hide Students Without Bookings at 

the top of the screen. This will reduce the list to just the children with marks against their 

names for that week. You can then print off or export a more precise list.  

 

Copy Feature 

Once you have marked off a week in the register you can use our copy feature to migrate 

those marks onto a future week. Change the date on the register to the week you want to 

move the ticks to, save that register, and then click on the Copy Bookings button in the 

bottom right-hand corner. A box will pop up in the middle of the screen.  
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Choose the date you want to copy the bookings from in the drop-down box available. You 

also have the option to overwrite any bookings that may already be in the register. When 

you are ready, press OK and your new register will be filled out with the relevant data.  
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3. New Club Groups 
 

 

If you would like any new clubs added to the system, please call our support team on 

02072378456 and they will be able to set these up for you. 

Alternatively, you can log a request on our support page at www.eduspot.co.uk/support  

 

You will need to provide the following information: 

• The name of the club. 

• If there are any durations and what the cost for each is as well as a description for each if 

needed. 

• If you want the parents to pre-book or not. 

• When you would like to start the club. 

• If there are a limited number of places. 

• Which children are going to attend.  
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4. Contact Details 
 

 

We hope this user guide has helped you to use the SchoolMoney system. If you have any 

questions or require further assistance, please get in contact 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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