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1. Introduction to Reports

When you click on the reports tab it will take you to a page with a number of folders that are
available.

@ schoolmoneg Support Academy News: Payment Provider Change - Thu 04 Jul 2018 w207 237846 [ Ry B © e

Payments Dinner Register Club Register Cashless Catering Till Cashier Shop Admin

Payments Made

\ PayPoint @ \ShopFulchuses l@

Payments Overdue

|
Money Overdue Trip _‘.’_
Outstanding /9P~
Payments

Payment Adjustments

Refunds Made @ tal Bounced Write Off B
. Cheques Report

\Money i) a

These folders are organised into a number of headings for ease of use:

e Payments Made

e Payments Overdue

e Payment Adjustments

e Dinner & Catering

e Club & Extended Services
e Analysis

e Receipts & History

* App

Click on any folder to open a report.
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2. Payments Made

2.1 Money Received

The Money Received report shows you everything that has been paid by the parents to the
school during the last seven days. This report is a real-time update of what the parents have
paid, whether that be by cash/cheque in school or online via debit/credit card.

@ schoolmoneg Support Academy News: Payment Provider Change - Thu 0 ul 2018 Hep20723784s6 [, B 0@ e
Payments Dinner Register Club Regizter Coshless Catsring Till Cashier Shop. Admin Total Received £47.98
Money Received

Dinner  £000  Snopitems £1595  Extended £000 Tips  £1200 Unform  £000
Residentiol £000  Swimming £0.00 Music  £0.00 Donations £000  School Fees £20.00

School Fund £0.00 Milk. £0.00 Other £0.00

Received Payments (1-4/4)

Student & YearGroup A Form &4  PaymentMethod A Amount A ParentPaidOn A PaidBy A Payment Details A Running Total 4
Strang Lauren (Hogwarts)  Year 3 Hogwarts Cash £1200  Mon 12 Aug 2019 Steve Potterton [steve.potterton@eduspot.co.uk) £47.98

Strang Lauren (Hogwarts)  Year 3 Hegwarts  Voucher £1000  Mon 12 Aug 2019 Debra Strang llauren.strang@eduspot.co.uk) £3598

Strang Lauren (Hogwarts)  Year 3 Hogwarts Cash £1000  Mon 12Aug 2019 Debra Strang (lauren.strang @eduspot.co.uk) £2598

Strang Lauren (Hogwarts]  Year 3 Hogwarts Cash £1598 Mon 12 Aug 2019 Debra Strang {lauren strang@eduspot.co.uk)

£1598

[ Show transaction breakdown  Paid on = Last 7 Days, Generated on Monday the 12th of August 2019 at 12:57

R

You will see listed information such as:

e Child’s name

e Payment method
e Amount

e Parent paid on

In this report you will be able to see:

e A breakdown of all money that has been received by payment type
e The total amount received during the chosen date range

A filters button that allows you to change the report to reflect any information you
may need to generate

e Print and export buttons

@ SChOOlmoneg support@schoolmoney.co.uk
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If you would like to see a breakdown of where the money is allocated, select the amount in
blue.

Transaction Breakdown

Transactions (1-8/8)

Student A Payment Type A Description £ Amount A Method
Mitchell Richard (Pride Rock)  School Trip Trip to the Lake £1200 Cheque
Mitchell Richard (Pride Rock)  Residential residential trip £5000 Cheque
Mitchell Richard (Pride Rock)  Residential residential trip £25.00 Cheque
Mitchell Richard (Pride Rock)  Residential residential trip £25.00 Cheque
Mitchell Richard (Pride Rock)  Residential residential trip £2500 Cheque

Mitchell Richard (Pride Reck)  Club / Extended Services  Lunch Time Club £2500 Cheque
Mitchell Richard (Pride Rockl - School Trip Alton towers trip with coach payment  £9.45 Cheque
Mitchell Richard (Pride Rockl  Club / Extended Services  Lunch Time Club. £4000  Cheque

A popup box will appear showing you exactly where the money has been attached. Once
you are finished, select Close and the box will disappear.

Pay Detai

Payment

Deseription Method

Al

Payment Type [All Account

Parentpa0n [ EEEEIS]

Reference Al Due Date

Amount D

L ——
EREER

Click on the filters button and it will open up a new box in the centre of the screen. This
allows you to filter for things such as:

e Payment method (debit card, credit card, cash, cheque)
e Parent paid on (the date range of the report)
e Name (the child’s name)
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Eg. If you want to see how much money was paid for the whole of January:

e Click on filters

e Select Parent Paid On
e Choose the option of Date Range
e Input the date range for January

e Select OK

e The report will now have been generated.

If you would like your report to be more detailed, you can click the Show transaction
breakdown in the bottom left-hand corner of your screen.

(~) schoolmoney s

er Change -

Thu 04 Jul 2019

| <

Help: 0207 237 8456 u % E @ e

Payments Dinner Register Club Register Coshless Catering Till Cashier Shop. Admin Total Received £259.43
Money Received Breal

Dinner £0.00  Shopitems £1598  Extended £6500 Trips £3345  Unform  £000

Residentiol £12500  Swimming £0.00  Music £0.00 Donations £000  School Fees £20.00

School Fund £0.00 Milkc £0.00 Other £0.00
Received Payments (1- 15/ 15)
Student A YearGroup & Form & Type & Description 2 Reference 4 Instalment A PaymentMethod & Amount £ ParentPaid On A PaidBy &
Mitchell Richard (Pride Rock)  Year & Pride Rock Club / Extended Services Lunch Time Club W/C 05 Aug 2019 1 Cheque £2500 Mon 12 Aug 2019 Primary Contact
Mitchell Richard (Pride Rock]  Year 6 Pride Rock  Club/ Extended Services  Lunch Time Club WIC 06 May 2019 1 Cheque £4000  Mon 12Aug2019 Primary Contoct
Mitchell Richard (Pride Rock]  Year 6 Pride Rock  Schoel Trip Alton towers trip with coach payment  Alton towers trip with coach payment 1 Cheque £945 Mon 12 Aug 2019 Primary Contact
Mitchell Richard (Pride Rock]  Year & Pride Rock  Residential residential trip Year 2 residential trip 40of5 Cheque £2500  Mon 12Aug2019 Prmary Contoct
Mitchell Richard (Pride Rock)  Year & Pride Rock  Residential residential trip Yeor 2 residential trip 3of5 Cheque £2500 Mon 12 Aug 2019 Primary Contact
Mitchell Richard (Pride Rock]  Year 6 Pride Rock  Residential residential trip Yeor 2 residential trip 20f5 Cheque £2500  Mon 12Aug2019 Primary Contoct
Mitchell Richard (Pride Rock]  Year 6 Pride Rock  Residential residential trip Yeor 2 residential trip 1of5 Cheque £5000  Mon 12Aug 2019 Primary Contoct
Mitchell Richard (Pride Rock]  Year & Pride Rock  Schosl Trip Trip to the Lake 1 Cheque £1200  Mon 12Aug2019 Prmary Contoct
Strong Louren (Hogwarts)  Yeor 3 Hogwarts  School Trip Trip to the Lake 1 Cash £1200 Mon 12 Aug 2019 Steve Patterton
Strang Louren (Hogwarts)  Year 3 Hogwarts  School Fees Theatre Trip Summer 2019 Lof2 Voucher £1000  Mon 12Aug 2019 Debra Strang fia
Strang Louren (Hogwarts)  Year 3 Hogwarts  School Fees Eden project trip Summer 2019 20f3 Cash £1000  Mon 12 Aug 2019 Debra Strang fla
Strang Louren (Hogwarts)  Year 3 Hogwarts  Shop ltem Ruler Cash £0.49 Mon 12 Aug 2019 Debra Strang (i
Strong Louren (Hogwarts)  Yeor 3 Hogwarts ~ Shop ftem Pencil Case Cash £250 Mon 12 Aug 2019 Debra Strang flet
Strang Louren (Hogwarts)  Year 3 Hogwarts  Shop ltem Drinks Bottle Cash £299 Mon 12 Aug 2019 Debra Strang (ia
Strang Louren (Hogwarts)  Year 3 Hogwarts  Shop ltem Book Bag Cash £1000  Mon 12 Aug 2019 Debra Strang fla

[ Show transaction breakdown  Paid on = Last 7 Days, Generated on Monday the 12th of August 2019 at 13:01

N =T T
This will then show and allow you to filter for more information such as:

e Payment type
e Description
e Reference

support@schoolmoney.co.uk
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2.2 PayPoint

The PayPoint report shows you a list of all PayPoint transactions that have been processed
on the SchoolMoney System.

@ 5choo|moneg Support Academy News: Payment Provider Change - 04 o 2015 hepmorarass | Qe B @ e

oy,

Repor
(mm [Al Stoderts 9 vear Form ‘

PayPoint Payments Received (0 - 0/0)

Student £ YearGroup A Form A Amount A Date Received A

(] ]

In the top left-hand corner, you can filter for specific children if you need to see a list of their
transactions. In the bottom left-hand corner, you can also print or export the report.

2.3 Shop Purchases Report

The Shop Purchases Report shows all of the items purchased by parents whether they have
been paid for online or within the school. It will outline the details of the item, as well as if it
has been collected or if it is still waiting to be picked up.

(~~) schoolmoney - e e Chas otz s & B O @)

Poyments || DianerRegister || CubRegister || Cosbless Cotering T8 || Cashier || Shee Adimin Total Amount £15.98

( A P — |

Shop Purchases (1- 4/ 4) Select 4] None

YeorGroup 4 IemMome & Amount & PaymentMethod A Quantity 4 Purchase

£ Collected On A Collection Note | Last Contoct Date £

BookBog  £1000  Cosh 1 Mon 12 4ug 2019 Mon 12 Aug 2019 Dad coected
Drinks Bottle  £299 Cash 1 Mon 12 Aug 2019 Mon 12 Aug 2019 Dod collected

Strong Levren (Hagwarts]  Hogworts 1 Percil Cose  £250 Cosh 1 9 Mon 12 Aug 2019

Strang Louren (Hagwarts) Hogwarts Year 3 Ruler €049 Cath 1 Mon 12 Aug 2019 Mon 12 Aug 2019 Dad collected

on Monday the 12th of August 2013 at 1429

@ SChOOlmoneg support@schoolmoney.co.uk
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From the report, you can filter for specific items using the drop-down box in the top left-
hand corner. You can also filter on specific date ranges and children.

At the top of the report, there is a tick box that enables you to see uncollected items only.
You can then use the button in the bottom left-hand corner to send collection reminders.

Send Collection Reminder Message

Request By | Text Message ond Email ¥ [ Include Additional Parents

Send parents the collection reminder message for shop
items. You will send 1 email reminder(s] and 1 message reminder(s]

Text Message (B6/160) A Student & Email Address & Phone Number 4 | Parent A

Hello, Your purchase of #ITEM (#QUANTITY units), on Strang Louren (Hogwarts) lauren strang@eduspotcouk +447500667015 Debra Str
#DATE is now ready for collection.

Hello, Your purchase of #ITEM (#QUANTITY units). on
#DATE is now ready for collection.

« ,
Key- | Warning - Missing Phane Number or Email Address

[ Error - No Centact Information

You will only be able to do this for items that haven’t been collected.

When you select the button, it will pop up with a box in which you can choose your method
of communication and add any extra details. When you are ready, select Send Messages.

@ schoolmoneg support@schoolmoney.co.uk
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3. Payment Overdue

3.1 Money Overdue

The Money Overdue report will detail any children who may have arrears on SchoolMoney.
They will show up in the report once a payment has passed its due date and the parent has
not cleared the outstanding balance.

The report outlines:

e The total overdue

e When it should have been paid
e The child’s name

e The child’s year group

e The payment type

e The description

e The reference

e When they were last contacted

@ schoolmoneg Support Academy Ths 0 i 2019 Hepozor237aase Y QR B 0@ e

Payments Dinner Register Club Register Cashless Catering Till Cashier Shop Admin Tetal Overdue £3718.00
Money Overdue (1 - 261/ 261) Select All None
Chase A Total Overdue A Running Total A Due Date A Student Nome A Form A Year Group A Payment Type A Description £ Reference
£ £1200 £1200 Wed 23 Jan 2019 Naik Anna (Pride Rock) Pride Rock Year 6 School Trip Trip to the Lake -
] £1200 £24.00 Wed 23 Jon 2019 Taylor Jessica (Narnia) Namia Yeor 2 School Trip Trip to the Lake
£ £1200 £36.00 Wed 23 Jan 2019 Banister Billy (Pride Rock) Pride Rock Year 6 School Trip Trip to the Lake
] £1200 £48.00 Wed 23 Jun 2019 Strang Zac (0Z) oz Yeor3 School Trip Trip to the Lake
£ £1200 £60.00 Wed 23 Jon 2019 Potterton Steve (Hogwarts) Hogwarts Yeor 4 School Trip Trip to the Lake
] £1200 £7200 Wed 23 Jon 2019 Chouhan Tejash (Tortuga) Tortuga Yeor 4 School Trip Trip to the Lake
£ £1200 £84.00 Wed 23 Jan 2019 Patel Raj (0Z) oz Year 3 School Trip Trip to the Lake
] £1200 £96.00 Wed 23 Jan 2019 Patel Sachin (Hogwarts) Hogwarts Year2 School Trip Trip to the Lake
£ £1200 £108.00 Wed 23 Jan 2019  Bhandari Aakenksha (Tortuge) Tortuga Year 6 School Trip Trip to the Lake
4 £1200 £12000 Wed 23 Jan 2019 Simpson Bart (Narnia) Narnia Year3 School Trip Trip to the Lake
£ £1200 £132.00 Wed 23 Jan 2019 McFly Marty (0Z) oz Year 4 Scheol Trip Trip to the Lake
cd £1200 £14400 Wed 23 Jan 2019 Moore James (Staff) Staff Staff School Trip Trip to the Lake
£ £1200 £156.00 Wed 23 Jan 2019 Walker Jess (Hogwarts) Hogwarts Year 2 Scheol Trip Trip to the Lake
cd £1200 £168.00 Wed 23 Jan 2019 Darkins Andrew (Hogwarts) Hogwarts Year 2 School Trip Trip to the Lake
£ £1200 £180.00 Wed 23 Jan 2019 Darkins Luke (Hogwarts) Hogwarts Year 6 Scheol Trip Trip to the Lake
cd) £200 £18200 Wed 23 Jan 2019 Wowzers James (Hogwarts) Hogwarts Year & School Trip Trip to the Lake
4 £1200 £194.00 Wed 23 Jan 2019  Bloggs Joe (Staff) Staff Staff Scheol Trip Trip to the Lake
cd) £1200 £206.00 Wed 23 Jan 2019  Brooks Dan (Hogwarts) Hogwarts Year3 School Trip Trip to the Lake
4 £1200 £218.00 Wed 23 Jan 2019 Strang Noah (Pride Rock] Pride Rock Year 2 Scheol Trip Trip to the Lake
[t £350 £22150 Mon 04 Mar 2019 Bloggs Joe (Staff) Staff Staff Dinner Money School Lunches W/C 22 Apr 2019
] £1.20 £22270 Mon 04 Mar 2019 Brooks Dan (Hogwarts) Hogwarts Yeor3 Dinner Money School Lunches W/C 22 Apr 2019
£ £250 £22520 Mon 04 Mar 2019 Brooks Dan (Hogwarts) Hogwarts Year 3 Club / Extended Services Afterschool Club W/C 22 Apr2019
] £5.00 £230.20 Mon 11 Mar 2019 Guest Glen (Hundred Acre Wood) Hundred Acre Wood  Year 6 Other Football Training Football Training Yr 4-6
£ £0.90 £23110 Sat 16 Mar 2019 Howard Russel (Visitor) Visitor Visitor Dinner Money School Lunches W/C 11 Mar 2019
] £2000 £251.10 Fri22Mar2019  Strang Zac (0Z) oz Yeor 3 Swimming swimming club swimming club 19 -

p
[ Group by student Due date = Academic Year 2018 / 2019, Generated on Monday the 12th of August 2019 at 14:39 om“

The Chase Overdue button allows you to send texts/emails to parents to notify them of the
amount they owe the school.
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e C(lick on the Chase Overdue button so that the message window appears

Chase Overdue Message Options

Request By [/ Include Additional Parents

Only parents with overdue payments will be sent a

message. You will send 26 emails and 29 messages.

Text (129/160) ¥ A | Student A Email Address 4 Phane Num
Hello, You have an overdue payment of #AMOUNT Bhandari Aakanksha (Tortuga) 1@schoolmoney.co.uk +44700( ~
due for SDESCRIPTION. Bloggs Joe (Staff) o
Brooks Dan (Hogwarts) SUPPORT@schoolm.co.uk +44700¢
Chouhan Tejash (Tortuga) suppert@shoolmoney.couk ~44
Darkins Andrew (Hogwarts) derkins@icloud.com +44737¢
Darkins Luke {Hogwarts) 44

Dunn Daniel (0Z) daniel dunn@eduspot co.uk +44756¢
Guest Glen (Hundred Acre Wood) 2@schoolmoney.co.uk ~44

Harry Prince (Tortuga) 44

Hook Lydia (Narnia) 3@schoolmoney.couk

Howard Russel [Visitor) russel43@blahblah.com +44
Jakeman Alex (Hundred Acre Wood)  4@schoolmoney.co.uk +44

Jones Sarah (Staff) 44
Lodhier Hari (Narnia) 1@schoolmoney.co.uk +44700C
McFly Marty (0Z) bttf55@hillvalley.com 44
Mitchell Richard (Pride Rock) richordmitchell@eduspotco.uk  +44783¢

To pay please go to edsp.calsm-login with the
password #PASSWORD

Email

Hello, You have an overdue payment of ZAMOUNT
due for ZDESCRIPTION. To pay please go to
edsp.co/sm-login with the password SPASSWORD

VR RERAERRRMNERARRERE

[WOST——— ) an
»

Key: | Warning - Missing Phone Number or Email Address

[ Errer - Mo Centact Information

e Choose whether to send the message by text, email, or both

Please Note: you can change the wording of the message if you wish but the #AMOUNT,
#DESCRIPTION, and #PASSWORD will all be automatically filled out for you.

e C(lick Send Reminders and the messages will be sent out to the parents.

3.2 Trip Outstanding Payments

This report is a very brief overview of all the money that is still outstanding for any trip
payments. In the top left-hand corner click on the drop-down menu and select the trip you
would like more information about. The details will appear below and include:

e Alist of children’s names

e Their year and form groups

e How much they have paid to date

e How much they still owe

e If the parent has given their consent or not

@ SChOO'fﬂOﬂGg support@schoolmoney.co.uk
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News: Payment Provider Change - Thu 04 ju 2019 vepoarsraass | Qe B @ e
Payments Dinner Register Club Register Cashless Catering Till Cashier Shop Rep ris Admin
Trip O Payments
Tip [ow ¥ Growp [AN v|  Show Al Students [ Amount Per Student: £100.00  Total Paid: £0.00
Year |All v| Fom [Al i

Total Written Off: £0.00  Total Qutstanding: £1600.00

Trip Outstanding Payments (1 - 16 / 16)

Student A

Veor Group A Form A

Gender A Medical Information A Paid To Date A Amount Outstanding A

Bhandari Ackanksha (Tortuga) Year 6 Tortuga Female £0.00 £10000
Chouhan Tejash (Tortuga) ear 4 Tortugar Maile £0.00 £100.00
Darkins Luke (Hogwarts) Year 6 Hogwarts Male £0.00 £100.00
Dunn Daniel (OZ) Year 4 oz Male £0.00 £100.00
Guest Glen (Hundred Acre Wood) Year 6 Hundred Acre Wood Male £0.00 £10000
Harry Prince (Tortuga) Year 6 Tortuga Male £0.00 £10000
Holmes Leigh (Pride Rock) Year& Pride Rock Male £0.00 £100.00
Hook Lydia (Narnia) Year 4 Narmia Female £0.00 £100.00
McFly Marty (OZ) ‘Year 4 [o4 Male £0.00 £10000
Mitchell Richard (Pride Rock] Year 6 Pride Rock Male Asthma, Hayfever £0.00 £10000
Morris jenny (OZ) Year & oz Female £0.00 £100.00
Morris Paul (Hogwarts) Year 4 Hogwarts Male £0.00 £100.00
Naoik Anna (Pride Rock) Year 6 Pride Rock Female £0.00 £10000
Potterton Steve (Hogwarts) Year 4 Hogwarts Male £0.00 £10000
Virdi Nina (Tortuga) Year 4 Tortuga Female £0.00 £100.00
Wowzers James (Hogwarts) ‘Year & Hogwarts Male Asthma £0.00 £100.00

m Trip = I0W, Shown Students = Outstanding Payments, Generated on Monday the 12th of August 2019 at 14:49

In the top right-hand corner of the screen you will be able to see:

e The amount per student

e The total amount paid

e The total that has been written off for the trip
e The total outstanding amount

support@schoolmoney.co.uk
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4. Payment Adjustments

4.1 Refunds Made

If you process any refunds on the SchoolMoney system, whether by cash, cheque, or
straight onto the parent’s card, then this will appear in the 'Refunds Made' report.

(~~) schoolmoney - —_ R womws X & B O @

Poyments || Dinner Reg gister || Clup Register

Refunded Payments (1 - 27 /27)
Payment Method

heque.
o
o

Year
Yeor c
Yeor 2

c
Yeor Cosh
Yo [¢
Ye [

osh
o

This report gives you details of any payment that has been refunded back to the parents, the
date of the refund, how much was refunded, and the details as to why the refund was made.

4.2 Bounced Cheques

If a parent has paid by cheque but the bank has told you that this has bounced back, then
you can mark that onto the SchoolMoney system.

The bounced cheque report will show you a list of all cheques that have previously bounced,
including any details you have marked; the school can then keep track of any transactions on
the system that might not have gone through correctly.

In the top right-hand corner of the screen, there is a total ‘Bounced Amount’ during the date
range chosen and you can filter, print and export this information as with the rest of the
reports.

@ SChOOlmoneg support@schoolmoney.co.uk
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poras W & B O e

Payments || Dinves Register || Club Register camniee || shon m adnin Toted Bourced £30.00
Bounced Cheques (1- 474)

YeorGroup A Fom A Type A Descrption & Relerence & Instolment A | Amount A Pavent Poid On 4 | PoidBy & Received in School Bank On A | Runsing Toml A | Deads &

Sttt Stot £1200 Prenory Contoct + kpr 2019 £1200

Statt Stott 00 Primory Contoet £1500

Sttt Statt £1200 Fiimary Contoct Wed 2¢ Apr 201 2700

Stoff Stof £3.00 19 Prienary Contoct d 24 Apr 2019 £3

4.3 Write off Report

This report details any write offs that have been completed on SchoolMoney. You will be

able to see the specific payment, the write off date and any extra details you may have
added yourself.

(=) schoolmoney «-x-

Payments

Dinner Register

News:

£ - Thu 02 Jul 2019

Help: 0207 237 8456

¥ - B 0@

Wite Off

Dinner  £000  Tips  £1445 Exended £0.00  Other  £000  SchoolFund £0.00 Residentiol £0.00

Swimming £1600  Uniform £0.00  School Fees £10.00  Donations £0.00  Music £000 Mk £0.00
Write Off (L-8/8)
Student 4 YearGroup A Form A Type A | Description A Reference & Instalment A  Amount A Witten Off On A | Running Total A Reason A
Strang Lauren (Hogwarts) Year 3 Hogwarts School Fees  Eden project trip Summer 2019 ECE] £1000  Mon12Aug2019 £10.00
Strang Louren (Hogwarts) Year 3 Hogwarts School Trip  Alton towers trip with coach payment Alton towers trip with coach payment 1 £945 Mon 12 Aug 2019 £19.45
Strang Lauren (Hogwarts) Veor 3 Hogwarts School Trip  Alton towers trip - own travel arrangements  Alton towers trip - own trovel arrangement 1 £500 Mon 12 Aug 2019 £24.45
Strang Lauren (Hogwarts) Year 3 Hogwarts  Swimming  swimming club swimming club 19 1065 £400 Mon 12 Aug 2019 £28.45
Strang Louren (Hogwarts) Year 3 Hogwarts Swimming  swimming club swimming club 19 20f5 £400 Mon 12 Aug 2019 £3245
Strang Louren (Hogwarts) Year 3 Hogwarts  Swimming  swimming club swimming club 19 305 £400 Mon 12 Aug 2019 £36.45
Strang Louren (Hogwarts) Veor 3 Hogwarts Swimming  swimming club swimming club 19 4of5 £400 Mon 12 Aug 2019 £40.45
Strang Lauren (Hogwarts) Year 3 Hogwarts Swimming  swimming club swimming club 19 40f5 £000 Mon 12 Aug 2019 £40.45

T — m Generated on Monday the 12th of August 2019 at 1458

E.g. If you have a pupil premium child and the school is covering the cost of a trip, you can
write off this amount. It will then show as balanced on the child’s account so that the parent
doesn’t pay but you have a record on the system of how the trip was covered.

(~~) schoolmoney
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5. Dinner and Catering

5.1 Dinner Arrears

Dinner Arrears will show you the amalgamated arrears that a child has accumulated on the
Dinner Register.

nge - Th 04 Jul 2019 Hepozor27aase |V Qe B 0@ e

@ schoolmoney s

Payments || DinnerRegister || Club Register || Cashless Catering Till Cashier || Shop Admin Total Overdue £157 .40
Dinner Arrear Report
’7Dinner ‘Week: | Please Select v ‘
Dinner Arrears (1 - 35/ 35) Select All, None
Chase A Total Arrears A Student A Year Group & | Form A Description 4
] £1010 Bloggs Joe (Stoff) Steff Stoff School Lunches B
@ £6.90 Brooks Dan (Hogwarts) Yeor 3 Hogwarts School Lunches
2] £810 Howard Russel (Visitor] Visitor Visitor School Lunches
@ £7.00 Potterton Steve (Hogwarts) Yeor 4 Hogwarts School Lunches
2] £720 Bhandari Ackanksha (Tortugal Year 6 Tortuga School Lunches
@ £5.00 Cheuhan Tejosh (Tortugal Yeor 4 Tortuga School Lunches
2] £1270 Darkins Luke (Hogwarts) Yeor 6 Hogwarts School Lunches
@ £1660 Dunn Daniel (CZ) Yeor 4 oz School Lunches
] £760 Strang Zac (0Z) Yeor 3 oz School Lunches
@ £060 Guest Glen (Hundred Acre Wood)  Year 6 Hundred Acre Wood ~ School Lunches
] £470 Morris jenny (0Z) Yeor 6 oz School Lunches
2 £5.00 Morris Paul (Hogwarts) Yeor 4 Hogwarts School Lunches
2 £470 Patel Raj (0Z) Yeor 3 oz School Lunches
@ £210 Banister Billy (Pride Rock) Yeor Pride Rock GF Lunches
2] £040 Bracks Dan (Hogwarts) Yeor 3 Hogwarts GF Lunches
@ £420 Cheuhan Tejosh (Tertuga) Yeor 4 Tortuga GF Lunches
@ £0.60 Darkins Andrew [Hogwarts) Yeor2 Hogwarts GF Lunches
@ £0.40 Darkins Luke (Hogwarts) Yeor 6 Hogwarts GF Lunches
@ £420 Dunn Daniel (CZ) Yeor 4 oz GF Lunches
@ £420 Guest Glen [Hundred Acre Wood)  Year 6 Hundred Acre Wood  GF Lunches
@ £420 Harry Prince (Tortuga) Yeor 6 Tortuga GF Lunches
] £270 Hook Lydia (Namic) Yeor 4 Narmia GF Lunches .

m Due date = Academic Year 2018 / 2019, Generated on Monday the 12th of August 2019 at 15.01

This report runs in a very similar way to the Money Overdue report. The Money Overdue
shows you the separate amounts owed for all payment types whereas the Dinner Arrears
report will show an overall total of what a child owes.

Instead of sending out multiple texts asking for various weeks, the school will be able to
send one text per child indicating the lump sum of what they owe.

5.2 Catering Report

The Catering Report is only used if you have the Cashless Catering module on the
SchoolMoney system. This report gives you a breakdown of what the children in the school
have eaten between any two dates of your choosing.
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@ schoolmoney s

Hep0z207 2378456 Ll [ @ @ e

Oimerfegater | CibRegster | CoshlessCoteringTil || Coshier || Shop hdmin || Tst | SetupUser
Al v|  Year Al ~)  Fom Al ~)  Staen (A1 -
Dinnes Group [ Al v| DinersFom [23Feb2022 | Dote]|  DisearsTo [28Fsb 2022 | Dote
PoidFor & FreeMesls & Univarsal Infant Free Meals & Pocked Lunch & Packed Lunch IFSM) & Pocked Lunch (UIFSM) &  Totel Meals & Total Cost &

Chicken Wrap o 1 1 0 0 o 2 £000
Creamy Bacon Posta 1 1 [} 0 0 o £300
CreamyVeg Pasta 0 1 [} 0 0 0 1 £000
Meat Pizza ond Chips 0 1 [} 0 0 o 1 £000
SelectionofPizza 0 1 1 0 0 o 2 £000
Veg Pizzo end chips 0 0 1 0 0 0 1 £000
TOTAL: 1 o 0 o 9 £300

m Swowr Breldes by StUseR Dinners from Wednesday the 237d of February 2022 fa Monday the 28th o February 2022 m

You can change the date range of the report using the ‘Dinners From’ and ‘Dinners To’ filters
on the top left-hand side of the screen. You can also filter for group, year, and form.

The system will automatically create a report showing:

e How many of each individual meal option have been taken

e How many of those meal options are free, paid, or universal infant free
* The total cost

(~) schoolmoney v o
ClubRegiser || Cashless Cotering Tl || Coshier || Shop ndmin || Trmt | SetupUser

v|  Year Al v fom »'4 v Stugent [ A v

v | Dinners From [23Fe5 2022 | Date Dinners To (28 Fab 2022 | Date |

wporzrase W K@ @ e

YearGroup & Form & Dinner Date & tem Deseription 2 PaidFor & items Bought 2 Total Cost &
Yeor 4 Hogworts  Wed 23Feb 2022 Chicken Wrap Universal Infant Frae Meal 1 £000
Year 4 Hogwarts Thu 24 Feb 2022 Selex of Pizza infant Free Meal 1 £0.00
vear & Hogwors  FrilSFeb2022  VegPizzoondchips  Universal infont Free Meal 1 £000
Year 3 Pride Rock Wed 23 Feb 2022 Chicken Wrap Free Meal 1 £0.00
PrideRock  Thu24Fen 2022 SelectionofPizza  Free Meal 1 £000
Dhoramshi Veena (Pride Rockl  Year 3 PrideRock  Fri25Feb 2022  MeotPizzaond Chips  Free Meal i £0.00
Dharamsti Veena Pride Rockl  Year 3 Pride Rock  Mon 28Feb 2022 Creamy Bacon Posto  Free Meal 1 000
Michell Richard (Bustan Moon) Year & Bumon Moon  Mon 28Feb 2022 CreamyVeg Posta  Fres Meal 1 £0.00
Taylor Sue (Pride Rock] Year 3 Pride Rock  Mon 28 Feb 2022 Creamy Bacon Posto  Paid for 1 £300
TOTAL 9 £300

In the bottom left-hand corner, there is a tick box next to 'Show Breakdown By Student.' If
you select this, it will show a breakdown of all of the different meals each student has taken
during this period of time. This can be useful if you ever need to know which student is
having what meal.
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You have the option to show dietary requirements by ticking the box in the bottom left-hand
corner if the kitchen needs to know anything about specific students (such as nut allergies).
When ticked, this will appear as an extra column.

5.3 Dinner Money Weekly Report and Dinner Money Council
Banking Report

These reports both show:

* The number of meals for that date range

e |If they are paid, free or universal infant free
e The total cost

With the Dinner Money Weekly report, the ‘Amount Received’ represents all of the money
that has been assigned to that week. E.g. If a parent has paid in advance for dinners that are
taken in June, then the money will appear against this report in June.

This report will only allow you to filter from a Monday to Friday date range.

(~~) schoolmoney - - i 3| (s )

m Exclude Stoff Exclude Offroled Students Exclude Tuck Shop Items. m

With the Dinner Money Council Banking report, the ‘Amount Received’ is all of the money
that has come in during that week regardless of what week it is meant for. E.g. If you paid in
June it would appear against June, even if it is meant for July or to pay off past arrears.

The report automatically defaults to the last seven days, however, it allows you to change
specific dates rather than weeks. If you select either of the ‘Date’ buttons it will pop up with
a calendar, meaning that you can search for the number of dinners taken for one day or for
one month.
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schoolmoneg Support Academy News: Payment Provider Change - Thué u 2019 hepowr2zrsess [ Qe B Q@
S (s

All v Fom All

e v
v] OmnersFrom (150l 2015 DinersTo 12012010

Dinners. w-1/1

Cost A Paid Meals A Amount Received A | FresMeals A Universal Infant Free Meals A Packed Lunches A Balance A
£2200 9 £0.00 3 2 0 -£2200

m [ Exclude Staff [ Exclude Tuck Shap ltems  Breakdown by:[None ¥ Dinners from Monday the 15th of July 2019 to Friday the 19th of July 2019

Both of these reports have the standard print and export functions in the bottom right-hand
corner and a filter button along the top of the page. This allows you to filter for specific year
groups or classes, depending on the information that you need.

The reports also allow you to exclude staff. If you have any staff on the system that take
meals, but you do not want to include them in the report, you can tick 'Exclude Staff’ in the
bottom left-hand corner of the report.

5.4 Free School Meals Report

The Free School Meal report will give you a list of all of the children that are marked as pupil
premium on SchoolMoney.

You will be able to see:
e The child’s name

e Year group

e Form group

e Entitlement dates

You can filter at the top for students, year groups, and form groups.
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() schoolmoney - S ez X B O @)

Student & YeorGroup £ Form & Free School Meols Stort Date 4 Free School Meals End Date &
. Tortuga Sun 10 Mer 2013 Fri 15 Mor

Hegwart Wed 17 Apr 2019

Huncred Acre Weod Thu 31 Aug 2017

Pride Rack Thu 24 Aug 2017

Pride Rack Fri 09 Mar 2018

oz Mon 20 May 2019 Mon 20 May 2019

oz Mon 06 May 2019 Men 20 May 2019

Namia Sun 28 Aug 2016 Wed 28 Feb 2018

[E==T =

5.5 Medical and Dietary Details

This report gives a brief list of all medical and dietary details that have been marked onto
SchoolMoney in the Admin/Students section.

You can filter at the top for students (including those who have already been off-rolled),
year groups, and form groups.

@ schoolmoneg Support Academy News: Payment Provider Change - a0t ju 2019 hepozrozrass W Qe B @ e

saent Name ow (Al v Rom Al
Include O Rolld Stucents ] Year Group

3

Asthma, Hayfever

Asthma
Asthma

SEFFAFAFLAR =
BV =SS

Wowzers James (Hogwarts)

Asthma

[t ] o]

5.6 Dinner Weekly Summary

The Dinner Weekly Summary report gives a simplified breakdown of the number of meals
taken on a daily basis and the costs that these have accumulated by form/year group.
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The report splits the meals into daily paid and free meals. It allows you to filter to specific
dinner groups as well as switch between the different weeks you have set up.

(*) schoolmoney = N—

hpmns W & B Q@ e
Poyments || DinnerRegister || CuoRegister || Cosmess Corerng T || Cashier || Snop agmin
|7D\Mﬂ Group ANl ¥ Dener Week | Wi Mon 15 Jul 2019 School L ¥ | Show Archived Weeks Display By | Form |
Dinner Weekly Summary (1- & /6]
Form & Mon Poid & MonFree & TuePoid A TusFree & WedPoid &4 WedFree & ThuPoid &4 ThuFree & FriPoid & FriFree Totol Poid &4 Totol Free 4 Waekly Cost &4 Amount Poid 4 Amount Written OFf 4
Hogwerts 1 2 o o o ] o o ) (] 1 2 £260 £020 000
- ° o o o o ° ° o o s ° 1100 P 00
Pride R 1 o [ o o [ o o o 1 o £4.40 £000 £000
Staff o o 1 o o 0 o o o [ 1 o £220 £000 £0.00
Tortuga o o o [ 1] o o 1] [ 1 o £220 £000 £0.00
Totals. 7 2 o [ [} o o [ 9 2 £2240 £200 £0.00

5.7 Dinner Balance

The dinner balance report will clearly state the dinner balances for each child.

You can filter at the top for students, year groups, and form groups. You can also show
balances more than or balances less than by typing in an amount and excluding
FSM/UIFSM/Pack lunch students. You can also send messages from the report in the bottom
left corner. If you send a message to parents with a negative balance, they will receive the
arrears message, and if the balance is £0 or positive they will receive an encouraging top-up

message.

Mon 16 May 2022

@ schoolmoney seescen e

Payments Dinner Register

ClubRegister  Coshless Cotering Tl Cashier Shop m admin | Tust
Dinner Balance Report
Student | Al v vear [an v|  Fom A -
Show | Balance More Than w ﬁ“ (] Exclude FSMUIFSMPacked Lunch

Help: 0207 237 8456 [shil [ @ ® e

Dinner Balance {1 - 34 / 34) Select All Nane

A Student A Form A Year Group A Balonce A Balance Updated A

O Bains David Staft Staf -£1370 20 Jun 2022 1216 PM
[J  Banister Billy Pride Rock Yeor & £0.00 20 Jun 2022 12:16 PM
O Barr Crrissy Hundred Acre Wood Year 1 £6.10 20 jun 2022 12:16 PM
[ BarrChristopher  Staff Staff £000 20 Jun 2022 1216 PM
O Bloggs Joe Button Moan Year & £4360  20Jun 20221216 PM
[ Bloggs Josephine  Visitor Visitor -£240 20 Jun 2022 1216 PM
[0 Daniels Shane Middie Earth Year 6 -£6.40 20 Jun 2022 12:16 PM
[ Dorkins Andrew  Middle Earth Year 1 -£120 20 Jun 2022 1216 PM
O Darkins Luke oz Year 3 -£1020  20Jun 2022 1216 PM
O DhoramshiSiya  Hogwarts Year 4 -£320 20 Jun 2022 1216 PM
[J Dharamshi Veena Pride Rock Year 3 £0.00 20 Jun 2022 12:16 PM
O Dunn Daniel oz Yeor 4 £000 20 Jun 2022 1216 PM
O GuestGlen Hundred Acre Wood  Yeor 1 £330 20 Jun 2022 1216 PM
O Harry Prince Pride Rock Year 3 -£1020 20 Jun 2022 12:16 PM

(e ] oo ]

(~~) schoolmoney
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6. Clubs/Extended Services

6.1 Club Arrears

Club Arrears will show you the amalgamated arrears that a child has accumulated on the
club register.

(=) schoolmoney - - S o L & B O @
Dinesregiter || cu reguter || cosiss Coteng || comier || svor | [ ERRR 24 Totol Overdue £146.50

Club Amears (1- 17/ 17) Select AL Nans

Chase & Total Arrears £ Stu

- £250
£600

This report runs in a very similar way to the Money Overdue report. The Money Overdue
shows you the separate amounts owed for all payment types, whereas the Club Arrears
report will show an overall total of what a child owes. Instead of sending out multiple texts
asking for various weeks, the school will be able to send one text per child indicating the
lump sum of what they owe.

If you need to see a breakdown of these arrears by Club, you can use the filter in the top
left-hand corner to switch between each one you have set up.

6.2 Club Weekly Report

The Club Weekly report shows all sessions taken for the weeks chosen in the drop-down box
available. These are broken down into daily figures and indicate how many children took
each session available on that day.
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As with other reports you can filter by year/form/group and specific club types if needed.
Tick the weeks you want to see the information for in the drop-down box on the left-hand
side of the page. You can include more than one type of club at a time if you wish.

@ schoolmoney s s News: Bayment Provider Change - w041 2018 waporzrass ¥ R B @ e
u Weekly Reg

YearGrowp (Al v] Form [ All v|  Grouw [Al

Clubs [Wk Mon 05 Aug 2019 Lunch Time Club v| Doy [an v

Clubs (1-7/7)

Club Date & Session1 A Session2 A Session3 A Session4 A Session5 A Session A Session7 A Session& A Session9 A Session 10 A  Total Sessions Per Day £

Mon 05 Aug 2010 NN - 1

Tue 0 Aug2019 [N - | ] - - - - - - 2

Fi00Aug2010 - 2 - - - - - - - 2

Cost £7000

Amount Received  £70.00

Balance £0.00

m T Show breakdown by student Generated On Monday the 12th of August 2019, Clubs = Wk: Mon 05 Aug 2018 Lunch Time Club

6.3 Club Weekly Summary

The Club Weekly Summary report gives a simplified breakdown of the number of sessions
taken on a daily basis and the costs that these have accumulated by form/year group.

@ schoolmoneg Support Academy News: Payment Provider Change - Thu 04 Jul 2019 nporzzrasss [V & B O© e

Payments Dinner Register Club Register Cashless Catering Till Cashier Shop. Admin

"( lub Weekly Summary

Club Group | All v | ClubWeek | Wk Mon 05 Aug 2012 Lunch™ ¥ | Show Archived Weeks [ | Display By ‘

Club Weekly Summary (1-3/3)

Form A Monday A Tuesday A Wednesday A Thursday A | Friday A Total A Weekly Cost A AmountPaid A AmountWritten OFf A

Pride Rock 1 1 [+] 0 1 3 £3500 £35.00 £0.00
Tortugn O 1 0 0 1 2 £35.00 £3500 £0.00
Totals 1 2 o] 0 2 5 £70.00 £70.00 £0.00

EREEs

The report allows you to filter to a specific Club you have set as well as switch between
different weeks.
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7. Analysis

7.1 Static Banking Report and Banking Reconciliation Report

We suggest that you use Static Banking Reconciliation to reconcile your money. The Banking
Reconciliation will show any credit movements that have been made on the system,
whereas Static Banking Reconciliation will show the exact amount of money that was paid to
the school on that date.

The Static Banking Reconciliation report helps you to reconcile with the lump sum that
appears on your bank statement under the heading 'Smart Payments.'

(=) schoolmoney : . sz rene Lo (s

B - I Toros Baceied £0.00

Feb2ois v]  Poymentyse (A1 . ‘

At SchoolMoney, our weeks work from Monday to Sunday. Anything that is paid by the
parents during that time will be deposited into your bank account the following Friday in
one lump sum.

Once you know how much that lump sum is, you will need to come into the Static Banking
Reconciliation report to see this breakdown. E.g. If you receive £100 into your bank you will
be able to see that £20 was for a school trip, £10 was from a student for dinners, £5 was
from another student for dinners, and so on.

You can use the filter along the top of the screen for:

e Bank accounts (if you have more than one on the system)
» Reference

e Payment type

¢ Date

@ SChOOlmoneg support@schoolmoney.co.uk



mailto:support@schoolmoney.co.uk

Reports User Guide | SchoolMoney 24

e Student

You also have the option to print this report or export it to excel. Many schools will print the
report off and attach it to their bank statement.

7.2 Forecast

This report is used for monitoring how much cash flow is likely to come into the school at
any given time based on the due date of the payment.

(-) schoolmoney - » o & B © @)

Oinoec Register | Chuo Registe Cosniess Cotering T || Comner || sne i Forecost Toret £1548.40
Poyments Forecost (1- 23/23)

Yeor Growp
Sttt

Yeor &
-----

T S0 EEE

If you want to see a different date range or how much you are expecting in for a specific trip,
then you can use the filter in the bottom left-hand corner.

7.3 Shop Stock report

This report gives you a brief overview of the stock levels that you have in your shop.

(=) schoolmoney -« S— s 4 & B © @)
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It shows:
e [tem name
e Quantity (which automatically reduces as the parents purchase items)

e Stock alert level (when your quantity reaches this number the system will email you to let
you know you need more stock)

® Price

7.4 Missing Details Report

The Missing Details Report will show you a list of children who are missing their mobile
numbers, email addresses or both.

(~) schoolmoney

Y-

[=pvn | oso | e |

7.5 Credit Report

The credit report will show you a breakdown of any credit that a child may have on the
system, be that for dinners, clubs or any other payment type.

The report will show:

e Child's name

e Year/form group

e What specific payment types they have credit for

In the bottom left-hand corner, you can tick the box 'Include off roll students.' This will then
show you a list of all students, including past pupils, who have credit on the system. This is
quite useful for leavers you may need to refund money to.
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(~~) schoolmoney - SN oY s )
,,,,,, F—— v — A —

i —_— S S :

o [Brgia G [1A 250

Stident Credit (1- 24/ 24)
hool Trp £ Dinner Money & Swimming &

£280

£280
£65.00
£020
£980
£960
£60.00

£240
£220

£500
£4.00
£380

7.6 Static Banking Summary

The Static Banking Summary shows online payments that you have received into your bank
account broken down by week. Now instead of looking through each week in the Static
Banking Reconciliation, you have all of this information in one report.

(~) schoolmoney . r . B wasus X & B O @

Boyments || DinoerRegatee || ouo Regiser || comens coremna T || comiee || smop m i ot Receed £0.00

¥] swtoe [T [Due]  Ewoss 1342010 |Da
¥ oyment s [0 v

Static Banking Summary (0 - 0/0)
ReceivedinBonk & Amaunt £ Running Total &

Breakdoun by Account Breakdown By Reference  Poyments made between Sun 07 Jul 2019 ond Tue 13 Aug 2018

You can filter the report for specific bank accounts and date ranges, as well as using the tick
boxes at the bottom of the page to show breakdowns; this will include your bank account
and references in the information.
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8. Receipts and History

8.1 Receipts

Any receipts that are sent out from the SchoolMoney System (whether they pay online or in
school) will appear in the Receipts report so that you always have access to them, in case a
parent should ever ask or you need proof of payment.

The report will show you important details such as:

Receipt reference

Date of payment

Child's name

Payment method

@ schoolmoney s - wmozus 1 & B O @)

Payments Dinner Register Club Register Cashless Catering Till Cashier Shop Admin
Receipts Report
’7me Ref. To Ref. ‘
Payments (1 - 25/ 25) Select All None
A Date & Receipt Number & Instalment & Student Name 4 YearGroup & Form & | PaymentType & Description A Payment Reference & Poyment Method & Am
[ Mon12Aug2019 11378020 Strang Lauren (Hogwarts)  Yeor 3 Hegwarts  Shop ltem Book Bag Cash -
) Mon 12 Aug 2019 11377839 1ofl Mitchell Richard (Pride Rock) Yeor 6 Pride Rock  School Trip Trip to the Lake Cheque
[ Mon 12 Aug 2019 1of5 Mitchell Richard (Pride Rock) Year 6 Pride Rock  Residential residential trip Year 2 residential trip Cheque
) Mon 12 Aug 2019 20of5 Mitchell Richard (Pride Rock) Yeor 6 Pride Rock Residential residential trip ‘Year 2 residential trip Cheque
[ Mon 12 Aug 2019 30f5 Mitchell Richard (Pride Rock) Year 6 Pride Rock  Residential residential trip Year 2 residential trip Cheque
I Mon 12 Aug 2019 4of5 Mitchell Richard (Pride Rock) Yeor 6 Pride Rock  Residential residential trip Year 2 residential trip Cheque
[ Mon 12 Aug 2019 Tof1 Mitchell Richard (Pride Rock) Year 6 Pride Rock  School Trip Alton towers trip with coach payment  Alton towers trip with conch payment - Cheque
I Mon 12 Aug 2019 1ofl Mitchell Richard (Pride Rock) Yeor 6 Pride Rock  Club / Extended Services  Lunch Time Club W/C 06 May 2019 Cheque
[ Mon 12 Aug 2019 Tof1 Mitchell Richard (Pride Rock) Year 6 Pride Rock  Club / Extended Services  Lunch Time Club WIC 05 Aug 2019 Cheque
[ Mon 12 Aug2019 11377777 1ofl Strang Lauren (Hogwarts)  Year 3 Hogwarts  School Trip Trip to the Lake Cash
[ Mon12Aug2019 11377767 1of2 Strang Lauren (Hogwarts)  Yeor 3 Hegwarts  School Fees Theatre Trip Summer 2019 Voucher
[ Mon12Aug2019 11377764 20f3 Strang Lauren (Hogwarts)  Year 3 Hogwarts  School Fees Eden project trip Summer 2019 Cash
[0 Mon12Aug2019 11377757 Strang Lauren (Hogwarts)  Year 3 Hogwarts  Shop ltem Book Bag Cash
[ Mon 12 Aug 2019 Strang Lauren (Hogwarts)  Year 3 Hogwarts  Shop ltem Drinks Bottle Cosh
O Mon 12 Aug 2019 Strang Lauren (Hogwarts)  Year 3 Hogwarts  Shop ltem Pencil Case Cash
[ Mon 12 Aug 2019 Strang Lauren (Hogwarts)  Year 3 Hogwarts  Shop ltem Ruler Cosh
[ Mon12Aug2019 10786704 Tofl Strang Lauren (Hogwarts)  Year 3 Hogwarts  Club / Extended Services  Afterschool Club WIC 20 Nov 2017 Cheque
[ Mon 12 Aug 2019 20f2 Strang Lauren (Hogwarts)  Year 3 Hogwarts  School Fees Theatre Trip Summer 2019 Cheque
[ Mon12Aug2019 10786700 1of3 Strang Lauren (Hogwarts)  Year 3 Hogwarts  School Fees Eden project trip Summer 2019 Cheque
[ Mon 12 Aug 2019 20f2 Strang Lauren (Hogwarts)  Year 3 Hogwarts  School Fees Theatre Trip Summer 2019 Cheque
O Mon 12 Aug 2019 lof2 Strang Lauren (Hogwarts)  Year 3 Hogwarts  School Trip Zoo Trip - 16th May Year 3 - Summer 19 Cheque
‘n | Man 17 Aun 2010 SARARAQ 7 AFT Ctrna | miran (HAamwartel Vanr 2 Hrmwarte  Crhanl Trin Fan Trin - 16¢h Mau Varr 2 - Cummer 10 Chemie R -

m Paid on = Last 7 Days, Generated on Tuesday the 13th of August 2019 at 10:53 Back

There is a tick box at the start of the information. This allows you to select specific receipts
and print them off using the button in the bottom right-hand corner.

You can email a copy of the receipt if the parent requests it. Once you have selected the
receipt you want to send, click 'Send Receipt.' An email will be sent to the parent and a
popup box will appear to confirm delivery.
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8.2 Student Statements

The Student Statements report allows you to filter by student and see that specific student’s
history in the SchoolMoney system.

To view a statement:

e Click on the ‘Student Statements’ folder and you will be sent to a screen with a list of
student’s names

e Type the child’s name you need in the ‘Student Name’ filter in the top left-hand corner of
your screen. This will bring up the child

® Double click on the child and it will open up their record

() schoolmoney < B s @ B 0@
Payments | Dinerfegmer | CuoRegeer | CosessComnoTH | Comer || Shop m aamin

Include OFf Rolled Students Vear Group | All .

|Student Detoils (1 - 37 / 37)
Select A1 Hons of the 37 rows

4 |Student & Year Group ] Form &
Bhandari Ackanksho Yeor & Tertuga
Bloggs Joe Stoff Staf
Brooks Dan Year3 Hogwarts
Chouhan Tejash vear d Tertuga
Dariing Andrew Year2 Hogwarts
Dorking Luks Year & Hogwarts
dharamshivesna  Year3 Hundred Acre Wood
Dunn Danie veard oz
Guest Glen Yaar & Hundred Acra Wood
Harry Prince Year Tertuga
Holmes Leigh Year Pride Reck
Hook Lydia Year 4 Narmia
Howard Russel Visitar Visitor
Jakeman Alex vear 3 Hundred Acre Wood
Jones Sorah Staff Stoff
Lodhio Hari Year2 Namia
MeFly Marty veard oz
Mitchell Richard ear Pride Rock
Moore jomes Stoff Stafi
Marris jenny Year® oz
Merris Paul vear d Hogwarts
Haik &nno Yaar & Pride Rock
Bl Fii Yered nz -

[ o]

Once you have selected the child's name, you will be able to see ’All Payments’ relating to
this child.

ayment Provider Change - Thu 02 Ju1 2019 Hepo207237aase |V Qe B 0 @ e

(=) schoolmoney s

forStrang Laure

ew Satement. A Peyments v ]

All Payments (1 - 310/310)

Type A Deseription A Refersnce A Instalments A Total Paid A Total Outstanding A Total Amount A Due Date A Paiel? A Date Paid A
Club / Extended Services  volleyball class Volleyball Class Staff 1 £000 £0.00 Tue 19Nov 2019 Paid .
Dinner Money School Lunches WIC 09 Sep 2019 1 £4.40 £0.00 Fri13Sep2019  Paid

Club/ Extended Services  Cookery Club WIC 02 Sep 2019 1 £0.00 £000 £0.00 Thu 055ep 2019 Paid

Club / Extended Services Breakfast Club WIC 02 Sep 2019 1 £0.00 £0.00 £0.00 Thu 055ep 2019 Paid

Club/ Extended Services  Lunch Time Club WIC 05 Aug 2019 1 £0.00 £000 £0.00 Fri09Aug2018  Paid

Dinner Money School Lunches WIC 29 Jul 2019 1 £0.00 £000 £0.00 ThuOL Aug 2019 Paid

Dinner Money School Lunches WIC 15 Jul 2019 1 £0.00 £2040 £0.00 Thu18JuI2019  Paid

Club / Extended Services Breakfast Club WIC 08 Jul 2019 1 £0.00 £1150 £0.00 Thu11)ul2019  Paid

Club/ Extended Services  Breakfast Club WIC 01 Jul 2019 1 £0.00 £1150 £0.00 Thu04)ul 2019 Paid

Dinner Money School Lunches WIC 01 Jul 2019 1 £0.00 £0.00 £0.00 Thu041ul2019  Paid

Dinner Money School Lunches. WIC 24 Jun 2019 1 £0.00 £000 £0.00 Thu27Jun2019  Paid

School Trip. Zoo Trip - 16th May Yeor 3 - Summer 19 2 £2000 £47.00 £2000 Mon24jun 2019 Paid  Mon 12 Aug 2019
Dinner Money School Lunches WIC 17 Jun 2019 1 £0.00 £0.00 £0.00 Thu20Jun2019  Paid

Club/ Extended Services  Breakfast Club WIC 17 Jun 2019 1 £0.00 £000 £0.00 Thu20Jun2019  Paid

School Trip Robinwood RW 18/19 1 £13000 £000 £13000 Fil4Jun2019  Paid  Tue05Mar 2019
Club / Extended Services Breakfast Club WIC 10 Jun 2019 1 £0.00 £0.00 £0.00 Thu13Jun2019  Paid

Club / Extended Services  Netball Club WIC 10 Jun 2019 1 £0.00 £000 £0.00 Thu13Jun2019  Paid

Dinner Money School Lunches WIC 10 Jun 2019 1 £0.00 £460 £0.00 Thu13Jun2019  Paid

Club / Extended Services  Morning Club WIC 10 Jun 2019 1 £0.00 £0.00 £0.00 Thu13Jun2019  Paid

Dinner Money School Lunches WIC 03 Jun 2019 1 £0.00 £000 £0.00 Thu06Jun2019  Paid

Club / Extended Senvices  Cookery Club WIC 03 Jun 2019 1 £000 £0.00 Thu 06 Jun 2019 Paid

Dinner Money School Lunches WIC 27 May 2019 1 £0.00 £6.00 £0.00 Thu30May 2019 Paid  Fri24 May 2019
Dinner Money GF Lunches WIC 27 May 2019 1 £0.00 £000 £0.00 Thu 30 Moy 2019 Paid

Sehool Fees Eden project trip Summer 2019 3 £30.00 £45000 £3000 Mon 27 Moy 2019 Paid  Mon 12 Aug 2019
Dinner Money School Lunches WIC 20 May 2019 1 £220 £13.40 £220 Fri24Moy2019  Paid  Fri 3L May 2019
Club/ Extended Services  Breakfast Club WIC 20 May 2019 1 .

£0.00 £3.00 £0.00 Thu 23 Moy 2019 Paid

] (e ) 6= )
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It will show:

e If the child has paid (the date they paid, what for and how much money it was)
e |If there are any payments outstanding

e |If there are any payments overdue

e If there are any partial payments

In the bottom left-hand corner, you can print off the statement, email it to the parent, or
export the report to excel. In the top left-hand corner of the screen, there is a drop-down
box which allows you to filter on specific sections of the statement.

Pending Payments: this will show you all of the payments on the system that are currently
unpaid for the child. It does not take the due date into account. E.g. a payment that is two
weeks overdue will show as unpaid, as will a payment that is not due for three weeks.

Overdue Payments: this does take into account the due date and will show you everything
that the child owes that should have already been paid.

Payments Paid Late: this statement lists the payments that the parent has made for the
child after the due date.

Payments Made: it gives you an overview of all the payments made for that child on the
system. You will be able to see what the payment is for and the date it was paid to the
school.

Dinner and Club History: These reports will show you the different dinners/sessions that the
child has attended over the weeks that they have been in the school. It is useful if a parent
ever wants to see an overview of what dinners/sessions their child has had.

@schoolmoneg News: Eorme T A N = <';e
o Register || Cosness Cotering T || Cosnier shap m Admin

Key: [l Poid Dinner [l No Dinner [l Free Meal [ll Sandwiches [l Schooi Holidoy [ll Universal Infont Free Q

IENEEEEEEEEEEEEEEEEEN’
3
2

& Weekly Total & AmountPoid £ Amount Due &
£0.00 £0.00
£220 €220
£220 £220
£220 £220

o Fri 15 Mar 2019
fon 04 Mar 2019 Fri 08 Mar 2019
ez Mon 04 Feb 2019 Fii 08 Fab 2019
Mon 28 Jan 2019 Fri 01 Feb 2019
es Men 26 Now 2018 Fri 30 Now 2018
s Mon0SNov20I8 Fri

4
IENEEEEEEEEEEEEEEEEEE:

IENENEENEEENENEEENEEN:

=
IENEEEEEEEEEEEEEEEEEE S
IENEENEEEEEEEEEEEEEEN;
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8.3 Sent Message Report

The Sent Message report shows you all of the messages that you have sent out to the
parents via text and email, whether that be for a payment request, a password reminder or
an arrears text.

@ schoolmoney s AR wpnmmus W & B O e

v ] et | ] ==

In the bottom left hand corner you will see the option to print and export the report, as well
as view the message if you need to see it in more detail.

On the top half of the screen there are options to filter the report by:
e The date range

® The recipient

e Whether it is text/email

To view a message, double click on the appropriate message and it will pop up in another
window. From here, you can resend the message if the parent needs another copy.
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Message Details

To louren@schooimoney.co.uk Sent Wed 28 Feb 2018 13:48:39
Subject  SchoolMoney Possword Reminder

SchoolMoney Password Reminder
Student - Louren

Wed 28 Feb 2018

Phone: 08453885510
Email: support@schoolmoney.couk

8.4 Letter Generator

The Letter Generator report enables you to print out any template letters that you have

written for multiple students. To see how to create these letter templates please see the
Admin Guide.

On the left-hand side you will see a list of your pupils. You can filter this list down to specific
year groups and form groups as well as tick a box to include off roll pupils. Tick the children
you want to send a letter out to using the boxes on the left, next to their names.

(=) schoolmoney - S s & B 0@

Pomems || Devarsegmer | Cusdegier || ComesscommgTe || Come

Pr— . [7]

@
Hurceed A Wood
Toa

if
HE

Hunched Scre Wood 485

L
f

Once you have chosen the child you want to print the letter for, chose the template you

want to use from the drop-down box in the top right-hand corner. The template will appear
in the preview pane below.

@ sch°o|moneg DatAGey e Tt nep oz e W R 3 @ e
[r— Comness Coter [ il - [
Veor Grees. fom Templte  [Guerdinpoymarcs @ Repart(Opesan [Hiane (7]
u A
ikt O Robed Stuents | Inchuce AdSanat Porenss
Students (1 36/ 36) Select 41 lone s
Solet & Stent &
. (> schoolmoney
M
Suppart Acodemy

v P Goussaasato
a £ tappor cak
v Ton 13 009 2010
-
v o et v £
- 1
v
. o
p SR E—
v
. [ p—
v
e YOUR TEXT MERE £G.
: s o h Suppertacademy

Lo o]
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You can also add extra information to the letter in the form of the Money Overdue report. If
you select this from the drop-down box in the top right, you will then be prompted to
choose a date range for the overdue amounts to cover. You can also ‘skip students without
data’ which, when ticked, will only print pupils with overdue amounts.

@ schoolmoney s acn News: B hange T o4 2019 wpomas W B O© e

Select students for the letter generatio —Te

plate optio
Year Group Al v Form Al v Template  [Overdue payments v Report (Optiona) | Overdue Paymen ¥ 0
Group A v FomDote [12 Aug 2010 ToBote 113 Aug 2018
Include Off Rolled Students [ Include Additionai Parents (] Skip students without data )
Students (1 - 36 /36) Select All None
Select A Student & Year Group A Form A Email Address A
“ Bhandori Ackanksha  Yeor 6 Tortuga 1@schoolmoneycouk = school moneg
[l Blogas Jos Staff Staff
v Brooks Dan Year3 Hogwarts SUPPORT@schoolm.co.uk
Support Academy
£} Vear 4 Tortuga support@shoolmoney.coul P 08453065510
@ Vear2 Hogwarts dorkins@icloud.com E: support@schoolmoney.co.uk
@ Vear 6 Hogwarts Tue 13 Aug 2019
~ dharamshi veena Year 3 Hundred Acre Wood veena.dharamshi@eduspe
4 Dunn Daniel Year 4 0z daniel dunn@eduspot co.ul, 'YOUR TEXT HERE. EG:
“ Guest Glen Yeor® Hundred Acre Wood  2@schoolmoney.co.uk O —
7] Harry Prince Year6 Tortuga
Your chid [frst.nome] has accumoted th following debt
7] Hook Lydia Year 4 Narnia solmeney.co uk four el [Frst_nome] o
@ - Visitor Vistor 3 @labbloh com Fiease log on o www.schoolmoney.couk and g in sing Your chs pasword o make the payment
@ Vear3 Hundred Acre Wood colmoney.co.uk
v Staff Staff hi [first_name][last_name]
7] Year2 Narnia 1@schoolmeney.co.uk
v Verly arty eors o PFsSOnvateycom Veu can find il the required nformation n the toble below Pleass toke & moment t review e
Heocer 1 Heoaer 2 Heoder3 Header &
v Mitchell Richard Year 6 Pride Rock: richard mitchell@eduspot.c
Vaue1 Ve 2 vae3 [
7] Moore James Staft Staff .
< ,

Once you have selected all of the options you needed, click on ‘Generate Letter’ in the
bottom right-hand corner. This will open your browser printing options and enable you to
print the letters as needed.

Print Letter - Google Chrome

# sml.schoolmoney.co.uk/client/school_money/html/reports/letter_generator/print_letter.html.nc

e [

Print (=) schoolmoney

Total: 35 sheets of paper ey

Destination =R Pit Printer v

B P g

Pages All v —

Copies 1

O TEXT SRR

Taanks fud g he aspat Acoceny.

Layout Portrait -

More settings v

Ot g ARt g bR, A e VA am

Print using system dialog... (Ctri+Shift+F) =

e [

(=) schoolmoney

T L g 18

O TEXT SRR
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9. App Users

The App Users report will show you a list of all pupils in your school and will detail whether
they have signed up for the SchoolMoney App or not.

@ schoolmoneg Support Academy Pq Provider Change - Thu 04 Jul 2018 Hepozoz237eass | Qe B @ e

Payments Dinner Register Club Register Cashless Catering Til Cashier Shop Admin

App Users
lrsmuem AN Students v vear Al v Form [AN v ‘

Students (1 - 41/41) Select All, None

Select 4 StudentName & Form A Year Group & Contact Name 4 Phone Number 4  Email Address A Registered with App? &
o Bort Simpson Narmia Yeor3 Primary Contact +44 N -
o Jacob Strang Hundred Acre Wood  Year 2 Primary contact 44 N
5] James Moore Steff Steff Primary Contact +44 N
@ Jess Walker Hogwarts Yeor2 Primary contact ~44 N
5] Joe Bloggs Steff Steff Primary Contact +44 N
@ Luke Darkins Hogwarts Year& Primary contact ~44 N
5] Noah Strang Pride Rock Yeor2 Primary contact w44 N
@ Prince Harry Tortuga Year& Primary contact ~44 N
5] Sarah Jones Staff Steff Primary Contact w44 N
@ Aakanksha Bhandari Tortuga Year& Primary Contact +447000000001  1@schoolmoney.couk N
5] Hari Lodhia Narmia Yeor2 Primary Contact +447000000001  1@schoolmoney.couk N
@ Glen Guest Hundred Acre Wood  Year 6 Primary Contact ~44 2@schoolmoney.co.uk N
5] Lydia Hook Narnia Yeor 4 Primary Contact 3@schoolmoney.co.uk N
@ Roj Patel oz Year3 Primary Contact 3@schoolmoney.co.uk N
5] Alex Jakeman Hundred Acre Wood  Year 3 Primary Contact w44 4@schoolmoney.co.uk N
=] Sachin Patel Hogwarts Year 2 Primary Contact 6@schoolmoney.co.uk N
5] Gareth Raven Hogwarts Yeor2 Primary Contact 8@schoolmoney.co.uk N
a Anna Naik Pride Rock Yeor 6 Aarti Naik +44 oartinaik-kotadia@eduspotcouk N
@ Marty McFly oz Yeor 4 Primary contact w44 bittf55@hillvalley.com N
a Daniel Dunn oz Yeor 4 Primary contact +44 daniel dunn@eduspot co.uk Y
@ Andrew Darkins Hogwarts Yeor2 Primary contact w44 darkins@icloud com N
=] Marty McFly oz Year 4 George McFly +44 gm: m N .

Send App Message Back

In the bottom right-hand corner, you will see a ‘Send App Message’ button. You can tick the
pupils who have not signed up to the App using the tick boxes on the left-hand side and then
select the ‘Send App Messages’ button to contact them and advise them to sign up for the

app.

@ SChOOlmoneg support@schoolmoney.co.uk


mailto:support@schoolmoney.co.uk

Reports User Guide | SchoolMoney 34

10. 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!

@ SChOOlmoneg support@schoolmoney.co.uk



mailto:support@schoolmoney.co.uk
http://www.eduspot.co.uk/support

Y . v
communitybrands eduspot


mailto:support@schoolmoney.co.uk

