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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.

() schoolmoney ; wamas & 8 O @

Costthis register Costsofor |Foidsofor |Ameors |Poidin odvonce -

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.

(~) schoolmoney < ‘ ; wommse W o B O @)
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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.

@ Schoo|moneg Sopport Acadérmy News: Payment Brovider Change - Ths 04 Ju 2019 nporress W @ B @ e
DinerReguter || CubRegister | CosessCanering Tl || Cosier || Snop || Reports || Admin
e Key: DueDote Overdue
Payment Type: | Afterschool Club v|  Acodemic vear: [ 201972020 v
= [BURBEE .4y Poid (Can be orchived)

Payments List (1-1/1)
Stotus & Description &  Reference & Type & DusDote 4 Students £ Totol Dutstonding & Totol Amount 4  Lost Message Dote 2
Online  Afterschool Club  W/C 025ep 2019 Club/Extended Services Thu 055ep 2019 23 £000 £0.00 Not Contacted

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.

Choose Payment Type

Payment Type [Club/ Extended Services v]

' Create Payment '

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

Create Multiple Club Registers

Select Club Register: Breakfast Club v
Select a date range:

Start Date: [22Feb2021 [ Date
End Date: [31Mar2021 | Date |

Please note: The new register(s) will copy the
Student List and Settings from the previous, most
recent Club Register.

Save Cancel
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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.

Payments List (1 -7 /7) Select All. None

A Status A Description &  Reference A Type & Due Date & Students A Total Outstanding & Total Amount A Last Message Date A
[ Offline Breakfast Club  W/C 29 Mar 2021 Club / Extended Services Thu 01 Apr2021 11 £0.00 £0.00 Not Contacted
] Offline Breakfast Club W/C 22 Mar 2021 Club/ Extended Services Thu 25 Mar 2021 11 £0.00 £0.00 Not Contacted
(] Offline Breakfast Club  W/C 15 Mar 2021 Club / Extended Services Thu 18 Mar 2021 11 £0.00 £0.00 Not Contacted
(J Offline Breakfast Club W/C 08 Mar 2021 Club / Extended Services Thu 11 Mar 2021 11 £0.00 £0.00 Not Contacted
(] Offline Breakfast Club W/C 01 Mar 2021 Club / Extended Services Thu 04 Mar 2021 11 £0.00 £0.00 Not Contacted
[ Offline Breakfast Club W/C 22 Feb 2021 Club/ Extended Services Thu 25 Feb 2021 11 £0.00 £0.00 Not Contacted

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:

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

e Changing between whether they pay online via top-up or pre-book specific days
e Adding and removing children as they leave or enter the school

e Contacting the parents via text/email

e Changing the cost of the durations

Find your club week on the payments page.

(*) schoolmoney = P R— w1 & B © @

Key: DueDate Overdue
Payment Type: | Afterschool Club v|  Acodemic veor: [ 20192020 v
[BUBBSEE . Poid (Can be orchived)
Payments List (1-1/1)
Stotus 4 Descripion £ Reference 2 Type & Due Dote 2 Students 4 Totol Outstonding 2 Totol Amount 4  Last Message Dote 2
Afterschool Club W/C025ep 2019 Club/Extended Services Thu 055ep 2019 23 £0.00 £0.00 Not Contacted
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Double click into the payment so that it brings up the information.
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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.

Online Status @ o I

Online Status O [ Parents can see this payment when they log on. |

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.

) R T S ©

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.

Manage Studen
|>m A ¥ veorGeow: [a o] o [an “

Students notin payment (1 15/15) Students in payment (1.- 23/23)
44441 & StudentName &
Brooks Don (Hogwerts)

fornic) Yeor
Strong joke (Hundred Acre Wood)
aylor Jezsica (Nornia) e

T
Taylor Sue (Hogwarts)
WolkerJess (Hogwarts)

)
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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.

lnlcmc,enenaen Services : SchoolMo Bank - 86-38-88 / 83588888/ All v OnlineStotus O @ Porents con see this payment when they log on

Description |Afterschool Club Due Date 05 Sep 2019 | Setect | Duration 1: £200
Reference |W/C 02 Sep 2019 Club Start / End Date |02 Sep 2019 |/|06 Sep 2019 m
m::—
Durctions per day Xy . . . .
bwton Torcont oosenpton Click on this and a popup menu will appear in the
1 £200 [1hr 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
=S 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.

' Club Payment Settings

Parental Consent

If it is ticked, the parents have to

) . Offline Only B
book and the register is marked Limit Places @ 50 | Ploces Taken: See Register
off automatically. If not, they pay Enable Reservations (@
via the top up and you mark off Online Session Booking (¥

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).

(*) schoolmoney

Payments

v g | [ <o

Help: 0207 237 8456

ko B 0@

Cosnier || shop || Repors || Aamn . s
Club Reg

’7 Afterschool Club ¥ | 025ep 2019 | Date | Fitters Al v | Show Bookings Only. ’
Student Name. Yeor Group | Form [ [ ~Jhfw vJ{[T ~|[[F v]]|costthisreguter |costsotor |Poidsotor |Ameors |Poidinadvance

Bhandari Ackanksha Yeor 6 Tortuga £000 £1000 £000  -£1000

Bioggs Joe Staff Stof £000 €600  £2000 £1400

Darking Andrew Yeor2 Hegwarts £000 €875  £3175 €300

dharomshi veena Yeor3 Hundred Acre Wood £000 £000 £000 £000

Guest Glen Year 6 Hundred Acre Wood £000 £1200 £000  -£120

Horry Prince Yeor6 Tortuga £000 £200 £000 £2

Holmes Laigh Year§ Prde Rock £000 £1400 £000  -£140

Howard Russel Visitor Visitor £000 £1150  £2150 E100¢

Jones Saroh Stoff Stoff £000 £400 £000 £40

Lodnia Hori Yeor2 Nomia £000 £1000  £2000 £10.00

Moore Jomes. Stoff Stoff £000 £000 £800 £800

Morriz jenny Year§ oz £000 €000 €000 £000

Marris Poul Yeor & Hogworts £000 £000 £000 £000

Noik Anna Yeor§ Pride Rock £000 £000 £000 £000 Ui
All Sessions Booke Thu O Frc 0 Totok O

d Mon:0 Tue O Wed:0
Total Sessions Booked: Mon: 0 Tue: 0 Wed: 0 Thu:

0 Fri: 0 Totok 0

T T T T

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.

(*) schoolmoney

nep2o72ass W O Q E @ e

Payments Dinner Register Cashiess Catering T Cosher Shop Reports Admin xey: MSession Taken
Club Register
’7 Afterschool Club v | 025¢p 2019 | Date | Fitter: [Al v|  Show Bookings Only. [ ’
Student Name Yeor Grovp | Form \ M v LT v | Tw o [7 TL[F ] |costuhis register Costsofor |Poidsofor [Ameors  |Paidin odvance| ~
Bhondari Ackanksha Year& Tortuga =i £000 £1000 €000  -£1000
Bloggs Joe Stoff Stoff £000 £600  £2000 £1400
Daorkins Andrew Year 2 Hogwarts =y £0.00 £2875  £3175 £300
dhoramshi veena Year 3 Hundred Acre Wood £000 £0.00 £000 £000
Guest Glen Year& Hundred Acre Wood €000 £1200 £000  -£1200
Horry Prince Year 6 Tortuga D D :] D B £000 £200 £000
Holmes Leigh Year6 Pride Rock £000 £1400 £000  -£1400
Howard Russel Visitor Visitor = £000 £1150  £2150 £1000
Jones Sarah Stotf Statt £000 £400 £000  -£400
Lodnia Har Vear2 Nomia 1] £000 £1000  £2000 £1000
Moore jomes Stoff Staff £000 £000 £200 £8.00
Morris jenny Yeor 6 oz =i £000 £000  £000 £000
Morris Paut Yeard Hogwarts £000 £0.00 £000 £0.00
Naik Anna Year6 Pride Rock £000 £000 £000 £000

Mon. 6 Tue. 0
jons Booked: Mon: 6 Tue: 0

(~) schoolmoney

Wed: 0 Thu: 0 Fri 0

0 Totol 6
Total: 6

o T T T
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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.

@ schoolmoney s o News: Boyment Povider Changs T oM 010 npommeas W @ B © e
Payments Dinner Register Coshless Cozering Till Castier shop Reports Agmin Key.. I Session Taken
b Register

[ BreokfostClub_ ¥ [025ep 2019 | Dote |  Firer: |41 v|  Show Bookings Only: ’

Student Nome | Yeor Grovp | Form | [m v T ]lw B T v £ v| |Costthisregister| |Costsofor |Poidsofor |Amears  Poidinodve

Bhondari Ackanksho Yeor6 Tortugo 1E300-8Y H — 0 v| [o v £000 £1900 £000  -£1900

Brooks Dan Year3 Hogwarts - H _ _ £000 £300 £000 €900

Chouhan Tejosh Yeord Tortuga _ H 0 v| [o vl o v £000 £1200  £1500 £300

Dorkins Andrew Year 2 Hogwarts. _ H - _ £000 £21.00 £2400 £300

Dorkins Luks Year 6 Hogwarts 3iELs0-Ev H o v| |o v| [o v £000 £800  £1500  -£1300

Dunn Daniel Yeor 4 0z o v H _ _ 0] v £0.00 £600 £000 £600

Guest Glen Year 6 Hundred Acre Wood | 0 v H 0 v [o v| [o v £000 £600  £000  -£600

Horry Prince Yeor Tortuga 0 v H 0 v — £000 £600 £000 £600

Holmes Leigh Yeor 6 Pnde Rock o v H 4] v _ £0.00 £0.00 £000 £000

Hook Lydia Yeor 4 Normia ) v H o v |o v o v £000 £000  £1500 £1500

Jokeman Alex Year 3 Hundred Acre Wood 0o . “ : _ : £000 £500 £500

Lodhia Hori Yeor2 Naeria ) v H [ v [o v| [o v £000 £000  £1000 £1000

McFly Marty Yeor 4 oz [} v H o v 0 v 0 v £000 £000 £000 -

4 v

o seors Sk Rk o B Mo 3 T # Wet 5. T 5 P 3 Tk 0 ==

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.

@ SChOOlmoneg support@schoolmoney.co.uk
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' Copy Bookings

Select Source Register: | Wk: Mon 26 Feb 2018 Afterschool Club v
Overwrite Bookings:

Source Register Current Register
Number of sessions 1 1
Number of students 14 14
Number of bookings 0 0

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.

Confirm

WARNING: You are about to copy the bookings to this register from a previous week. Are
you sure that you wish to continue?

o e
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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.

e |If there are any durations and what the cost for each is as well as a description for each if
needed.

e If you want the parents to pre-book or not.
e When you would like to start the club.
e If there are a limited number of places.

e Which children are going to attend.

@ SChOOlmoneg support@schoolmoney.co.uk
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4. Contact Details

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