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1. Logging into SchoolMoney

To log into SchoolMoney, please go to www.schoolmoney.co.uk and hover over the Login
button in the top right-hand corner.

schoolmoney WhoWeHelp v Services v Resources v Support Contact Login v

This will then take you to the login page where you need to enter your username and
password — this will be the same as your Teachers2Parents username and password.

— Bacx O

v

eduspot ,\

Please choose a system

‘JJ i h h teachers2parents

emoii2parents
porentsevening

(O

Press Go when you are ready. This will open your SchoolMoney account. From here, you will
be able to navigate the system to set up your payments, mark registers and manage any
incoming money.
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2. Creating Payments

|

2.1 Setting up a new payment (Trips, music, swimming etc.)

To get started, the first thing you need to do on SchoolMoney is set up a new payment. This

could be for:

e School trips

e Music lessons

e Swimming lessons
e School fees

e Donations

To set up the payment, you will need to be on the Payments tab of SchoolMoney. In the
bottom right-hand corner, please select the button labelled Add.

(>) schoolmoney <« R AR

vovss L & B O @

Key. Due Date Overdue I

JRRIER 7. Pod (Con be archved)

oo || oo | o comene || come | s | oo [ 2
e

Payments List (0-0/0)

Stotus & Description & Reference & Type & DueDote 4 Students & 4 Total A AL
PO T ——

A window will appear asking you to select the payment type you would like to create. Select
the payment type from the drop-down menu that you want to set up and then click on

Create Payment.

' Choose Payment Type ‘

Payment Type | Select PoymentType v |

e P

(~) schoolmoney

' Choose Payment Type !

Payment Type | Select Payment Type v

Select Payment Type

School Trip

Milk

Swimming

Create Paymenf| M”f"
Uniform
Residential
Other

School Fund
Donations
School Fees

support@schoolmoney.co.uk
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You will now be able to see the payment screen split into two sections.

(>) schoolmoney e A "2 N - IY s )
e | e e e e
[ e oeww= 8 0 |
RRIZ:
e p——
Reference Instolments. 1 v Instalment Dotes
e G [ g 0 ool 0 oo NN |

Student Name 2 YearGroup & Fom 2 Ameunt & Outstanding &

[ [ T O e

On the top green bar, you will see a drop-down box next to the number 1. This is where your
bank account details will be held. Please ensure that you have the correct details in this box
before you proceed.

Fill out the payment details in section one, and once you are finished, press Save.

Ilemwmp Schoollo Bonk : 63-85-65 / 83883880 / A Poyments ¥ Online Status @ - O

p— e percone 2000 | (I
Reference Instalments. 1 v Instalment Dates

Description: This is what the parents will see when they log into their SchoolMoney account.
It is useful to put the name of the trip/lesson in here, so that the parents know exactly what
they will be paying for. Eg. Sea Life Centre

Reference: You can put any extra information you like in here, such as year group, class
group or the date. It is mainly used when filtering reports. Eg. Autumn 2022

Amount per child: This is the total amount that each child needs to pay. Eg. £15
Instalments: Yu have the choice of up to 10 instalments.

Instalment Dates: The ‘Instalment Dates’ button will open a window allowing you to change
the instalment amounts and the due dates. To change a date, select the ‘Choose Date’

button and a calendar will appear; you can pick a date from here. When you are done, press
OK and then Save.

' Instalment Dates -

Instalment Amount Due Date
Total: £15.00/£15.00

@ SChOOlmoneg support@schoolmoney.co.uk
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Settings

Parental Consent: This requires parents who are paying online to give their consent
before they make their payment. You will be provided with a list of these students.

Offline Only: If this is ticked, parents will not be able to make online payments; they
will have to bring in cash/cheque to the school. The payment will show up on the
parents’ side, but they cannot pay using credit/debit card.

Voluntary: This allows the parents to choose exactly how much they are donating;
either more or less than the amount specified by the school. Any remaining money
will be written off automatically.

Part Pay Online: This allows the parents to choose how much of the required
amount they would like to pay at a time. However, they will still need to pay the full
amount by the due date.

Limit Places: This gives the option to offer payment on a first come, first serve basis,
which is especially useful if it is open to more students than there are places for. All
you need to do is put a tick in the box and input the number of places you have
available.

' . School Trip Payment Settings

Parental Consent (]
Offline Only (]
Limit Places o
Voluntary J
Part Pay Online ]

On the right-hand side of the top green bar, you will see there is a Payment Status option. If
it is marked as Off, then the parents will not be able to see the payment online. If it is
marked as On, then they will be able to login and pay for it.

Online Status @ O

Parents can see this payment when they log on.

Once everything is correct in the top section, you will need to move down to section 2. This
is where you add your students into the payment.

Click on the Manage Students button at the bottom and a box will pop up.

e o = T O

@ SChOOlmoneg support@schoolmoney.co.uk


mailto:support@schoolmoney.co.uk

User Guide | SchoolMoney

| <

Manage Students . |
Manoge Students
[Mm AN v|  YearGroup: [an v Fom: AN v Group: lan v
Students not in payment (1 - 22/22) Students in payment (0 - 0/0)
Add AL A StudentNome A YeorGroup A 'Form A4 |  Remove All A StudentNome A | YearGroup A Form A
Add Brongan Ackonksha (Tortugol Yeor 6 Tortugo
Cheubon Tejoth (Tortuga) Yeor & Tertuga

Guest Glen (Hundred Acre Wood) Year 6 Hundred A«
Holmes Leigh (Pride Rock) Yeor & Pride Rock
Hook Lydia (Normial Yeor 4 Nomio
Jakemon Alex (Hundred Acre Wood) Yeor 3 Hundred A
Lodhio Hari (Namio) Yeor 2 Nomio
Machel Richard (Pride Roek) Yeor 6 Pride Rock
Noik Anna (Tortugo) Yeor 6 Tortuga
Potel Roj (0Z) Year 3 oz

Potel Sochin (Hogworts) Yeor 2 Hogworts
Potterton Steve (Hogwarts) Yeor 4 Hogworts
Raoven Goreth (Hogworts) Yeor 2 Hogworts
Simpaon Bort (Namio) Year 3 Nomia
Strang Lowren (Hogworts) Yeor 3 Hogwarts
Strang Ms Louren (Stoff) Stoff Stoff
Strong Nooh (Pride Rock) Yeor 4 Pride Rock
Strang Zoc {0Z) Yeor 3 oz

Toyler Jessica (Nomia) Yeor 2 Nomio
Virdi Ning (Tortugal Yeor Tortuga
Wozzczynsi Jomes (Hundred Acre Wood]  Yeor 4 Hundred A
Woszczynski Mr jomes (Stoff) Staff Staff

==

Click the Add link next to the child’s name to move them across to the right-hand side of the
screen. Alternatively, click on the Add All option, which will move all students across. You
can add as many or as few students as you wish.

To remove a student you have added by mistake, click on the Remove link next to their
name and they will move back across to the left-hand side.

Once you have added all of the students you need and you have double-checked that all of
the information is correct, select the Save button in the bottom left-hand corner. A
confirmation box will pop up, click OK to continue.

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

@ schoolmoney s rown News: Eoyment Prodides Changs - Ty o4 pu 2019 nep 2727 sss W @ ® e

Dinner Regiter || CiubRegicter || CothlessCaneing T || Coshier || Shop || Repoms || admin

m Sehoel Trip : SchoolMo Sonk : 88-88-58 / 88853388 / All Payrment

Description [SeoLite Centre Amount (Per Chikg) £15.00

Reference |Autumn 2020 Instalments 2 v m
Student Name A Yeor Group A Form A Amount A O« a 14 24 |
Brooks Don (Hogworts) Yeor 4 Hogwarts £1500 £1500 £300 £1200
Darkins Andrew (Hogworts) Yeor 2 Hogwarts £1500 £1500 £3.00 £1200
dhoromshi veena (Hundred Acre Wood) Yeor 3 Hundred Acre Wood £15.00 £1500 £300 £1200
Guest Glen (Hundred Acre Wood) Year 6 Huncked Acre Wood €1500 | £1500 £300 £1200
Jokeman Alex (Hundred Acre Wood)  Year 3 Hundred Acre Wood  €1500 £1500 £300 £1200
Morris Paul (Hogworts) Yeor 4 Hogwarts £1500 £1500 £3.00 £1200
Patel Sachin (Hogwarts) Yeor2 Hogwarts £1500 £1500 £3.00 £1200
Potterton Steve (Hundred Acre Wood) Year 4 Hundred Acre Wood gl? ?0 £1500 £3.00 £1200
Raven Gareth (Hogwarts] Year 2 Hogwarts £1500 | £1500 £300 £1200
Strang Jacob (Hundred Acre Wood)  Year 2 Hundred Acre Wood £1500 £1500 £300 £1200
Strang Joke (Hundred Acre Wood) Yeor2 Hundred Acre Wood  £15.00 £1500 £3.00 £1200
Strang Lauren (Hogwerts) Yeor3 Hegwarts £1500 £1500 £3.00 £1200
Taylor Sue (Hogwarts) Year3 Hogwarts £1500 £1500 £300 £1200
Wolker Jess (Hogworts) Yeor2 Hogworts £1500 £1500 £300 £1200
‘Wowzers James {Hogwarts) Yeor 6 Hogwaorts £1500 £1500 £3.00 £1200

) [ [ N O
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2.2 Copying a Payment

If you have any payments that will need repeating throughout the year you can use the Copy
Payment feature to make things easier.

Copy Payments enables you to select a payment already in use and copy the relevant
information to a brand new payment. This is useful if you run activities such as music each
half term or even year residentials.

It will copy across the following information:

e The Payment type
e The bank account
e The description
e The reference
e The amount per child
e The number of instalments
e The instalment dates
e The boxes selected in the settings section
e The pupils listed in the previous payment
To copy a payment, you must first locate the original payment in the Payments tab. You can

copy any payment you wish, including payments that still have outstanding amounts next to
them, and archived payments.

@ schoolmoney s warmwe X & B O @)
m Dinner Register Clu Register Coshiess Coteang
e B — o |
Payments List (1- 1/1) B =

Once you have found the payment you want to copy, select it Please Select

Set Online / Offline
Send Parents Message
Archive / Unarchive

In the bottom left-hand corner, click on the Action: Please Select Copy Payment

. . . . . Delete
drop-down box in the bottom left. This will pop up with a list of Action: [Plooce 5ol =
actions; click on Copy Payment.

once so it highlights in grey.
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This will create a duplicate of the original payment.

(~) schoolmoney -

CubRegister || Coshless Coresng T || cosver || snop || Repors || damin

wpomzas W & B O e

rroe
‘Schoolo Bank - 83-35-53 85385808 / All Fayments B Oumestows ® O

o
Description [Piana Lezzons - Tuesday (Copy)  Amount (Per Child) [£60.00
Reference [Auturn Term msoments (2 v] (e

2] = o 0~ Z

Student Name & Year Grovp & Ferm 4

Chouhon Tezh (Tortugel Year Tortuga

Dorking Andrew (Hogwartz Yeor2 Hogwarts

dharamshi veena (Hundred Acre Wood)  Yeor 3 Hundred Acre Wosd

Dunn Doriel (02) Yeord oz

Hosk Lydia (Narma) Yeor 4 N

Jokemon Alex (Hundred Acre Wood)  Yeor 3 Hundred Acre Wood

Lodnia Hon (Nomia) Year2 Homa,

MeFly Morty (02) Veord oz

Masris Paul (Hogworts) Yeard Hogwarts

Fotel Roj (02) Yeor3 oz

Potel Sochin (Hogwarts) Year2 Hegwarts

Potterton Steve (Hundred Acre Wood)  Yeor 4 Hondred Acre Wood

Roven Gareth (Hogwarts) Year2 Hogwarts

‘Simpson Bart (Namicl Veor3 Namia

Strong jocob (Hundred Acre Wood)  Year2 Hundred Acre Wood

Strong joke (Hundred Acre Wood)  Yeor2 Hundred Acre Wood

Strang Louren (Hogwarts) Yeor3 Hogwarts

Strang Nooh (Pride Rock) Yeor2 Pride Rock

Strang Zac (02) Year3 z

Taylor essico (Nomc] Veor2 Nomia

Taylor Sus (Hogarts) Yeor3 Hogwarts

Vird: Nina (Tortuge) Yeor 2 Tortuga

Wolker Jess (Hogworts] Yeor2 Hogwarts

[ T T O

Payment Stotus

You will be able to see that the description now includes the word Copy so that you can

distinguish the duplicate from the original.

You can amend any of this information as needed. Once you have the payment as you want

it, select Save in the bottom left-hand corner.

() schoolmoney =« N LpATES To ShCLMGNEY

—

——
T S e B 00 ot Ao

Ciub Register || Casniess Corering T || Casier || shop || meports || admin

I K S Y s )

Oescripton Piono Lessons - Tuesday Amount (Per Chad) £60.00
i ot — ¥

|[2] v e g o 0 oo CNE % o
StadentNome & Yoor Group 5. Fom & Amourt &, Oustondog & Iostolmant1 4 Instaiment 2 &
Brooks Don (Hogert Vet Hogurt 000 | se000 000 £0000
(Chouhon Tejosh (Tortugo) Yeor 4 Tortuge £60.00 £60.00 £3000 £3000
Dorkins Anrew (Hogorts) Ver2  Hogwers es000 | es000 eo0 e
Dunn Dorsel (0Z) Yeord oz £6000 £6000 £3000 £3000
Hook Ly Nomio) ok Nomo eso00 | es000 o0 £000
Lodri o tornich I s | esoo0 g0 e300
McFly Marty (0Z) Yeord oz £60.00 £60.00 £3000 £3000
Merts Poul (Hogwarts] Yeord Hogers g0 | esao0 g0 e300
Patel Sachin (Hogwarts) Yeor2 Hogwarts £6000 £6000 £30.00 £3000
Potterton Steve (Hundred Acre Wood) Yeor 4. Hundred Acre Wood  £6000 £6000 £3000 £3000
Roven Gareth blogworts) Yewrz  Hogwars fsoo0 | £so00 0w e300
Strang Jocob (Hundred Acre Wood) Yeor2 Hundred Acre Wood  £60.00 £60.00 £30.00 £3000
Strong ok Hurered Acre Wooe)  Year2 Honred Acre Wood [CSTIN £5000 000 6000
Strang Noah (Pride Rock) Year2. Pride Rock £6000 £60.00 £30.00 £3000
Taylor Jessica (Narnia) Yeer2 Namia £6000 £6000 £3000 £3000
Vi N Tortigad Wk Towe eso00 | £s0m0 o0 e
Walker e (Hoguartl Vo2 Hogwors eso0 | esao0 eo0  ex000

You will now be able to see the copied payment in the Payments tab.

@ schoolmoney < s News: UPDATES T0SCHOOLL

NEY-F4 1000 2010

oz W & B O @)

Sreerneger || megeer | ooy || o |[ o [ | e
ey
Payment Type: | Music Acodemic Year: | All Kev: SRR Overdve
BB .y Pod (Con be archived)
Payments List (1-2/2)
Stotus 4 Description & Reference & Type 4 DveDote & Students 2 Total Outstonding 4 Total Amount 4 Lost Messoge Dote 2
Otee  PrarsewsorsTosdy St Tem Vese  Someponz020 37 : 102000 et Covred
sl siotwsiimmiseidesilintll - -t : 139000 ok Corvted
A [P S ——7] Showariedpoymens [Thes | e ]
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2.3 Dinner and Club Payments

On the SchoolMoney system, Dinner and Club Payments are not available to set up through
the Add button in the bottom right-hand corner of the Payments tab. All Dinner and Club
weeks must be set up through the relevant registers in the register tabs.

For more information on how to set up dinner and club weeks, please see the Dinners User
Guide and the Clubs User Guide.

If you do not have any dinner or club payments set up and you would like to start using
these features on the SchoolMoney system, please contact our support line on
02072378456 and our support team can help you to get this set up.

@ SChOOlmoneg support@schoolmoney.co.uk
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3. Managing Payments

3.1 Contacting the Parents

Now that the payment has been set up, you will see that there are a number of features on
the system that allow you to manage this payment. The first part of this involves contacting
the parents to let them know they can go online and pay.

There are two ways you can do this. You can send it through the payment you have set up or
you can send out a welcome message to all students.

Through the Payment

In the payment you want to send the message from, click on Text/Email in the bottom left-
hand corner of the payment screen.

@ schoolmoney s Newa: Bomnt Pruider Change - T4 pa 015 heporrsss W QR ® e

A A e A A A D

‘School Trip : Schoolho Sonk : 83-83-33/ 83853388/ All Payments ¥

| Description [SeaLife Centre Amount (Per Chi) £15.00
Reference [Autumn 2020 Instatments z -

Student Name 4 Yeor Group 4 Form 4 Amount & Outstaning & Instolment 1 & Instolment 2 2

£1500 £1500 £300 £1200

£1500 £1500 £300 £1200

£1500 £1500 £300 £1200

£1500 £1500 £300 £1200

Jokeman Alex (Hundred Acre Wood)  Year3 €150 £1500 £300 £1200
Morris Paul (Hogwarts) Yeor d £1500 £1500 £200 £1200
Potel Sachin (Hegwarts) Year2 £1500 £1500 £300 £1200
Potterton Steve (Hundred Acre Wood)  Yeor 4 £1500 £1500 £300 £1200
Yeor 2 £1500 £1500 £300 £1200

Yeor 2. £1500 £1500 £300 £1200

Yeor2 £1500 £1500 £300 £1200
Year 3 £1500 £1500 £300 £1200
Veor3 £1500 £1500 £300 £1200

Yeor2
Yeor §

£1500 £1500 £300 £1200
£1500 £1500 £300 £1200

| e Text fEmaitsssas | Monage Payments | Manage Students | Prnt Save Close
e ko

This will bring up a new window in the centre of the screen.

— Select 0 method to send the message by ‘
Request By| Meszage and Emal ¥ Include Adational Parents
You will send 13 emailz and 7 messages
60) ¥ 5 Stodent & Emoil Address & Phone Numi
Hello, You have @ new payment of SAMOUNT due for | @ Brocks Don (Hogworts) SUPPORT@schookn co.uk +44700000(
<
Saotis Caoes @ Dorina Andrew Hog o
- Guest Glen (Hundred Acre Wood| 2@uchoolmoney couk .24
¥  Jokemon Alex (Hundred Acre Wood)  4@schoolmeney.couk ~44
Pleoze pay on edsp cosm-4ogin with the pozswoed v Morriz Poul (Hogworts) pjmomiz669ggmal com +44793053¢
SPASSWORD
L2 9
¥ Pottarton Steve (Hundred Acre Woodl  t2p steve@gmailcom ~24754013(
Hello. s R b
You have o new poyment of ZAMOUNT due for 7 g
Seclle Centre. Please pay on edsp.cokm-login with | IICHNSTERSEURIE S 44
the pasoword SPASSWORD ®  Strong joke (Hundred Acre Wood) louren strang@eduspotcouk  +44750066]
v Strang Lowren (Hogworts) louren strang@eduspot co.uk 44
¥ Tolor Sue [Hogwarts) sue taylorGeduspot co.uk ~44791736(
0 Walker jess (Hogworts) .44
¥ Wowzers james (Hog zers couk  +44123456
v dhoramshs veena (Hundred Acre Wood)  veena.dharomshi@eduspotcouk  +447703391
‘ »
Agg astocrenent Key Warning - Missing Phone Number or Emaill Address
M Error - No Contact Indarmattion

@ SChOOlmoneg support@schoolmoney.co.uk
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Request by: This allows you to choose whether you want to send a text, an email, or both to
the parents.

Message Type: This allows you to switch between template messages.

Text/Email Sections: As these are template messages, the wording can be changed to add in
or take away any information as needed. Please note that the #AMOUNT and #PASSWORD
are mail merges; these will be automatically converted to the amount the child owes, and
the password they need to log onto SchoolMoney with.

Student List: On the right, you will see your pupils listed with their mobile numbers and
email addresses. You can untick anyone you do not want the message to go out to. They will
be highlighted in orange if they are missing one set of details and red if they are missing
both.

Please Note: There is a 160 character limit when sending the text message. If you go over
this limit it will cut off your message.

When you are ready, press the Send Messages button. A confirmation box will appear; press
OK to continue.

A brief graphic will appear, it will then pop up with ‘messages sent successfully.’

Welcome Message

Go to the Admin tab and select the Students icon. This will bring up a list of all students. To
the left of their names, you will see tick boxes.

(~) schoolmoney = v e P Chge- s oz W & B O @

(smaem Nome Group All v Form | Al v

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

Students (1 - 34 /34) Select A1 None

L Student A Yeor Group & Form & Mobile Number A Emal Address &
Hook Lydia Yeard Nomia 3@chooimoneycouk
Potel Raj Yeor 3 oz 3@schoolmoney co.uk
Patel Sachin Yeor 2 Hogwaorts 6@=choclmoney.co.uk

Raven Gareth Yeor 2 Hogwarts @achoolmoney co.uk

Taylor Jessica Year 2 Nomio

Chouhon Tejosh Year 4 Tortuga 4

Yeor 2 Hogworts 44 dorkins@icloud.com
Year 6 Tortuga +~44
Year 4 oz +44 danve! dunn@eduspot.co.uk
Yeor 6 Hundred Acre Wood  +44 2@schoolmoney co.uk
Yeor 6 Tortuga +44
Holmes Leigh Year & Pride Rock +44 leigh@schoolmoney co.uk
Howard Russel Visitor Visitor +44 ruszeld 3@bihblah.com
Jokeman Alex Yeor 3 Hundred Acre Wood  +44 4@schoolmoney co.uk
McFly Marty Yeor 4 oz a4 buiSS@hillvaliey.com
Naik Anna Year & Pride Rock +44 aartinaik-kotadio@eduspot co.uk
Yeor 3 Namia +34
Year 2 Hundred Acre Wood  +44
Strang Noah Year2 Pride Rock a4
Strang Zac Year3 oz +44 lauren@achoolmoney.co.uk
Walker Jess Year 2 Hogwarts +44 3
Action: | Please Select v ©) m m m

@ SChOOlmoneg support@schoolmoney.co.uk
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Tick the boxes next to the students you want to send the messages to (you can select all
using the blue link at the top if you want to send it out to everyone).

In the bottom left-hand corner, click on the drop-down menu and choose the option Send
Password Message.

- Send Welcome Message -

Request By | Text Message and Emal * | || Include Additional Parents

You will send 1 emails ond 1 text messages.
¥l A Student £ Emoil Address 4 Phone Number £ Parent &
Helo. Welcome ta SchoolManey. our new online ¥ Strong Lauren (Hogwarts)  lauren strong@eduspot couk  +44 Debra Str

payment system. Please go to edsp.cofsm-login to
login for #FIRSTMAME using the password
#PASSWORD

Hello, Weicome to SchoolMoney, our new online
poyment system. Please go to edsp.colsm-login 1
login for SFIRSTNAME using the possword
SPASSWORD

Key: [l Warning - Missing Phone Number or Email Address

Coce
| ¥ |

M Ervor - No Contact Information

A box will pop up in the middle of the screen. You can change the first drop down menu to
send messages by text, email or both. The second drop-down menu will say Welcome
Message. #FIRSTNAME and #PASSWORD will be replaced by the child’s first name and
unique password.

When you are ready, just hit Send Reminders.

3.2 Parental Consent

If you have selected the Parental Consent box when you initially set up your payment, along

the bottom of the payment there is a button that is labelled View Consent List. Select this
and a box will pop up.

’ Parental Consent List —

1-9/9)

Consent & Student & Yeor Group & Form 4 Phone Number & Poid
Jokeman Alex (Yeor 3) Yeor 3 Hundred Acre Wood Unp

v Lodhia Hori (Year 2) Yeor 2 Nomia +447000000000 Unp
Patel Roj (Yeor 3) Yeor 3 oz Unp

Patel Sachin (Year2)  Yeor2 Hogwarts Unp.

Raven Gareth (Year 2) Yeor 2 Hogwarts Unp

Simpzon Bort (Year 3) Yeor 3 Noemia -44 Unp

v Strong Louren (Yeor 3) Yeor 3 Hogwarts +44 Unp
Strong Zoc (Yeor 3) Yeor 3 oz 44 Unp

Taylor Jessica (Year2)  Yeor2 Nomio Unp

»
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Here you will be able to see:

® The consent box

e Student names

e Year and form groups

e Priority one phone numbers

e Paid status

e Date the consent was received

If a parent gives their consent online when paying, this box will be automatically ticked for
you. You can also select the tick box manually if the parents wish to pay in school. Just click
on the box next to the child's name.

You have the option to print or export this information if you need to take it on your trip
with you. When printing, you will have the option to include medical details if you wish.

3.3 Cashier

Marking on Money

If a parent brings money into the school (cash/cheque/card), you can mark this onto the
SchoolMoney system through the Cashier tab. Click on the Cashier tab and it will bring up a
screen that is split into two.

(~) schoolmoney < _— wames L % B 0@
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In the top left-hand corner, there is a drop-down box that asks you to Type Student Here.
Type in the name of the student whose payments you would like to input. This will
automatically bring up all of the child's Unpaid/Uncollected Items on the left-hand side of

the screen.

@ schoolmoneg Support Academy News: Payment Provider Changs - Thu 04 Juf 2019 Help: 0207 237845 [ Qs E 6) e
Payments Dinner Register Club Register Coshless Catefing T Shop Reports Admin Total sutstonding: £15.00

[E‘?ongiaﬂeﬁ%g%&si " [ Show UnpaidiUncotlected items ¥ Parentin Creditby: £2 40 Dinner Money: £2 40

| [~Manage payments
Description & | Type & | Reference 2 Due Date & Outstanding £ g

Instalment Amount Due Date Status  Action Due

School Lunches  Dinner Money W/C 16Sep 2019  Thu 19 Sep 2019  £0.00

GF Lunches Dinn Money WIC16Sep 2019  Thu 19Sep 2019  £0.00 1 £3.00 23Aug 2020 Unpaid | Select v £3.00
School Lunches  Din W/C095ep 2019 Fril3Sep2019  £0.00 2 £1200 304ug2020 Unpaid |S v £1200

Maney
Breokfost Club  Club/Extended Services ~ W/C025ep2019  Thu055ep 2019  £0.00
Cookery Club Club / Extended Services WIC02Sep 2019 Thu05Sep 2019 £0.00
Beok Bog Shop ltem (Uncollected) Men 12 Aug 2019 Total Outstanding

s
Towl Datsknding:: F1R00 Child haz o total credtof  £240

oS ==

If you would like to see the child's Paid Items or All Items, click the drop-down box in the
middle of the screen. Choose the payment you would like to pay off from the list on the left-
hand side of the screen. This will bring up the unpaid instalments on the right-hand side.

To mark the money, select the first Unpaid drop-down menu. It will give you various
options:

Cheque: If a parent brings in a cheque payment.
Cash: If a parent brings in a cash payment.

Vouchers: If you accept childcare vouchers (from the government or the parent’s
workplace).

Bank Transfer: This would involve you giving the parent your bank account details and
waiting for the money to appear on your bank statement. Once it does, you can mark it on
SchoolMoney using this option.

Card: If the parent doesn’t have access to the internet at home or simply wants to pay
within the school, you can accept card payments with no need to use extra equipment.

Write Off: If the parent is not going to pay the whole amount, you can write off some or all
of the payment.

Pay By Credit: If the child has credit on the system, you can use this credit to pay off
outstanding payments.

@ SChOOlmoneg support@schoolmoney.co.uk
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Once the payment method has been selected, another box will appear.

—Manage payments
Instalment Amount Due Date Status  Action Due
1 £10.00 30Mar 2018  Unpaid | Select v £10.00
2 £25.00 20 Apr2018  Unpaid £25.00
Pay by Cheque
Parental Consent | Pay by Cash
Pay by Vouchers
: | Pay by Bank Transfer
Total Outstanding £ Pay by Card
Write Off
Pay By Credit

Payment Amount: You can pay off the whole amount or make a partial payment.

Email Receipt: This will send a receipt directly to the parent’s email. Uncheck this if you do

not want this to happen.

Payment Date: This is the date that the

parent brought in the money. If the parent paid on a

different day than the one you are on, we suggest you change it to reflect the correct

information.

Payment Notes/Details: This section is a space to input any information regarding the
payment, such as the cheque number. In write-offs, it is the reason you are writing off the

payment.

' [ 7 Enter Amount Paid | ‘

Payment Amount: [195@7’

Email Receipt: ¥

Payment Date: |08 Mar 2018 -

“ ca"cel

' | Enter Amount Paid | —
Payment Amount: |10.00
Payment Notes/Details: Q

Email Receipt: ¥

Payment Date: {08 Mar 2018 | Dote

“ ccncel

e > |

Top left — Cash

Bottom left — Cheque, bank
transfer and vouchers

Right — Write offs

' ; Enter Write Off Reason 1 ' ‘
10.00 ]

Reason For write off: | |

Write Off Amount:

s 4

Please ensure that all these fields are correct and then press OK. Once you press OK, the
status will automatically turn to paid and all records for that child will have been updated.

(~) schoolmoney
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If the parent would like a hard copy of the receipt, then you can select the box in the bottom
right-hand corner to print it out.

—Manage payments
Instalment Amount Due Date Status  Action Due
1 £10.00 30Mor2018  Unpaid | Select v £10.00
2 £25.00 20 Apr2018  Unpaid | Select v| £2500
Parental Consent
Total Qutstanding
oo sy ==

You can make changes once the transactions have been completed by clicking on the Paid
drop-down box. New options will appear.

—Manage payments

Instalment Amount Due Date Status Action Due
1 £10.00 30Mar 2018  Paid By Cash | Select v £0.00

2 £25.00 20 Apr2018  Unpaid £25.00

Make Refund

Parental Consent
| wememmennnnaes

A _| Transfer to Credit

Total Outstanding _]_ Sl

For Refunds see page 21

Undo Last Transaction: If you have made a mistake with a payment, you can undo the last
transaction made. Select the payment you wish to undo and click Undo Last Transaction
from the options in the drop-down menu. This will then bring up a box with all of the
information of the transaction in it. Press OK and the transaction will be reversed; any trace
of the payment will have been removed from the system. This option is only available for
offline transactions.

You are about to undo the following transaction
Amount: £10.00
Paid by: Cash
Date: 08 March 2018
Do you want to continue?
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Transfer To Credit: This enables you to move the money to the credit pot for use on another
payment. Click Transfer To Credit and it will open a window where you can specify how
much needs to be transferred. Type in the amount and click Save. This amount has been
removed from the payment and is in credit.

Enter Transfer Amount

Transfer Amount

Other Information

If you would like to pay for a shop item from within the school, you can do so in Cashier by
selecting the Buy Shop Item button (for more information regarding this, please see our
Shop User Guide).

In the top right-hand corner of the screen, you will be able to see Total outstanding. This
shows you the amalgamated amount of everything that the child owes. Underneath the
total outstanding there are the Parent in Credit by and Dinner Money options.

Total outstanding: £87.21

Parent in Creditby: £10.00 Dinner Money: -£2 20

The Parent in Credit by shows you how much credit that child has overall whether it is from
dinner money, clubs or trips. To see a breakdown of the credit, select the amount in green.
This will open up a new window.

’ Manage Credits !

(1-1/1) Select All. None
Print A Payment Name A Dinner date range A Reason A PaymentDate A Credit Amount A
Harry Potter Studio Tour - Generated Credit Thu 08 Mor 2018 £10.00
[ G
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This box allows you to manage your credits. To print a receipt for any of these credits, tick
the box next to the amount and select Print Receipt.

For Refunds see page 21

If a parent has paid on the wrong child, or if one of the children is leaving school and has
credit, you are able to transfer their credit to a sibling.

e Click on the credit you would like to transfer
e Click on the Transfer Credit to Sibling button
® Choose the sibling you want the money to go to and amend the amount if you wish

® Press OK

' Transfer Credit to Sibling ‘

Transfer to Sibling | Noah v
Amount (£) 10.00

o [ o

P 4

This money will have gone into the child's credit pot. If you P e Creat Amount toray | —
need to allocate it to a specific payment, find the child in Credit Available  Use Credit

Cashier, then select the payment you would like to pay off bl A sy |
from the list on the left-hand side of the screen.

e Click on the Unpaid drop-down box
e Select the option Pay by Credit

e Type in the amount of credit you would like to use
Total: £10.00

® Press OK and the credit will have been allocated Amount Due: £10.00
Date & Type & Cost &|Paid A |Balance & B A A
Mon 12 Mor 2018  Payment - Cash £1300 -£220
Fri 09 Mar 2018 Paid Meal £260 -£15.20
Thu 08 Mor 2018  Paid Meal -£1260
Wed 07 Mar 2018 Paid Meal -£10.00
Tue 06 Mar 2018  Paid Meal £7.40
Mon 05 Mor 2018  Paid Meal -£4.80 . .
Mon 05 Feb 2018  Paid Meal -£220
Mon 06 Nov 2017  Free Meal £0.00 The flnal part Of the CaShIer page
Thu 26 Oct 2017  Free Meal £0.00 . h d . kd
Fri 13 0ct 2017 Free Meal £0.00
FA13042017,  Free Meo £ is the Student Dinner Breakdown.
Wed 110ct2017  Free Meal £0.00 . . . .
Toe10002017  Free Meal EI0 This gives you a brief overview of
Tue 03 Oct 2017 Free Meal £0.00
Mon 02 0ct 2017  Free Meal £0.00 1 1
M J2 0017 e e 260 which dinners have been taken
Tue 19Sep 2017  Free Meal £0.00 =
Mon 18 Sen 2017 Free Menl £000 H
Totals: £1300 -£220 and pald for'
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Multiple Payments

If you want to pay for more than one payment at a time or more than one sibling at a time
you can use our multiple payments feature. In the bottom left-hand corner of Cashier, there
is a tick box labelled Multiple Payments. Tick this and it will take you to another screen.

(~) schoolmoney <+ ' ——— > ©

’ Strong Louren (Hogwarts] ™ Parentin Creditby: £2.40 Dinner Money: £2 40 ‘

Payments (1-4/4)

Select 2 Nome 2

Refersnce & Type & Instolment & Total & Due & Due Date & Swtus &

Strang Louren (Hogwa Dinner Money Credit £0.00 £1000

Club/ Extended Services Credt £000 £

ntre  Autumn 2020 School Trip lof2 £300 Sun 23 Aug 2020 Unpaid

Centre  Autumn 2020 School Trip 20f2 £1200 0| Sun 30 Aug 2020 Unpoid

@ Muttiple Payment de svings (@) Total To Pay: £0.00 Py By |Select v

This will list all of the payments, with the tick boxes next to the child’s name. Tick the boxes
of the payments you would like to pay off. This will add each payment cost to the total in the
bottom right-hand corner. If you need to amend any of the payment amounts, you can do so
in the boxes under the heading Due.

(>) schoolmoney = x sk 2 Q (s

Parentin Creditby: £2 40 Dinner Money: £2 40 l

Payments (1-13/13)

Select & Nome 2 Description & Reference & Type 2 instolment &4 Total & Due & Due Dote Stotus A

Dinner Top Up Dinner Money Credit £0.00

Club Top Up Club/ Extended Servicez Credat £0.00
4 rip with coach poyment 1of1 £9.45 945 Wed24Apr2019 Unpoid
own travel orrangements travel orongement 1of1 £500 0 Wed 24 Apr2019 Unpowd
1o0f3 £10.00 000, Mon13May 2019 Unpaid
20f3 £1000 1000 Mon 20 May 2019 Unpoid
30f3 £10.00 O Mon 27 Moy 2019 Unpad
1of2 £300 Unpaid
202 £1200 0 Unpaid

£0.00

ntre
Dinner Top Up

Ciub Top Up - £000 £10.00
Seolife Centre £300 £300 Sun23Aug 2020 Unpaid
Sealife Centre £1200 £1200 Sun30Aug 2020 Unpoid
& Multiple Payments @ Inciude Sibling o Total To Pay: £0.00  Pay By | Select v
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You also have the option of including siblings in this list, making payments by card and
cheque much easier for parents. Once you have added everything you need to the total, you
can select your payment method using the drop-down menu in the bottom right-hand
corner.

Enter Amount Paid

Payment Amount: 32.20
Email Receipt: ¥

Payment Date: |08 Mar 2018 | Date

Crasim An A S s « ra

This will then pop up with the standard payment box.

3.4 Refunds

You can process refunds on the system if parents need their money back. If they have paid
by cash/cheque, you will need to give them cash/cheque back. If a parent pays by credit or
debit card, you will be able to make a refund straight back onto their card.

When you are trying to do an online refund, you may get an error message telling you that
there are not enough funds in the holding account to process the refund. This means that
not enough parents have paid money into that payment type this week (Monday-Sunday).
As we don’t have access to your bank accounts, the refund must come out of the money
that is paid to you on a weekly basis. If you do get this error, you will need to either wait
until your parents have paid enough money for you to refund it online, or refund it by
cash/cheque. You must wait 48 hours after the initial payment to process an online refund.

Please Note: Refunds cannot be undone once they have been processed.

From the Payment (Trips, Music Lessons, Etc)

¢ Click on the Cashier tab and find the child that needs the refund
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(>) schoolmoney -

Help: 0207 237 8456

Payments Dinner Register Clud Register Coshiess Cotering T& m Shop Reports Agmin Total outstanding £15.00
’7 Strong Louren (Hogwarts) ¥ | Show All ftems v Siplin Porentin Creditby: £2.40 Dinner Money: £2 40 |

Deseri B [ Merogepayment

5 San 3

Tued Instalment Amount  Due Date Status Action Due
Dinner Money Thu 1 1 £500 03jun2019  Paid By Cheque [Select v| 000

SELEhe. Dewar ::‘D’:" T 2 £1500  24jun2010  PoidByCash | Select v go0e

School Lunches Dinner Money Fri13

Breokfost Clul Club/ Extended Services 0 2019 Thu € PRI SN

Cookery Club Club / Extended Services WIC 02 Sep 2019 ThuC e S

Lunch Time Club Club/ Extended Services W/ 05 Aug 2019 Fri 08

School Lunches Dinner Money WIC 29 jul 2019 Th € Total Outstanding

School Lunches Dinner Money WIC 15 Jul 2019 Thu 1 )

Breokfast Club Ciub / Extended Services WIC 08 Jul 2019 Thul Child hos a total credit of ~ £2.40

Breakfast Club Club / Extended Services 1Jul 2019 Thu

School Lunches Dinner Money

School Lunches.

p- Moy Surmi Totol Ploces Availoble:10 Ploces Taken:2

Breakdast Club Club / Extended Services IC17

School Lunches Dinner Money WIC 17 Jun 2019 Thu 2

Robinwood Sehool Trip RW 18/19 Fri 14

Breakfost Club Club/Extended Services  WIC 10 Jun 2019 Thu 1

Morming Club Club/Extended Services  WIC 10 Jun 2019 Thu 1

Netball Club Club/Extended Services  W(C 10 Jun 2019 Thul

School Lunches Dinner Money WIC 10 Jun 2019 Thu 1

School Lunches Dinner Money WIC 03 Jun 2019 ThuC

Cookery Club Club/ Extended Services  W/C 03 Jun 2019 Thu €

GF Lunches Dinner Money WIC 27 May 2019 Thu 3

School Lunches Dinner Mone; WIC 27 May 2019 Thu 3

Eden project trip School Fees (3installments)  Summer 2019 Mon &

School Lunches Dinner Money WIC 20 May 2019 Fr24

Breakfast Club Ciub/ Extended Services  WI/C 20 May 2019 Thu 2
GF Lunches Dinner Money WIC 20 May 2019 Thu 2

Theatre Trip School Fees (2installments)  Summer 2019 Mon . it t
School Lunches Dinner Money WIC 13 May 2019 Fill” Buy Shop ey Secop
7 o iond . . : §

Multiple Payments

Change the filter from Unpaid/Uncoll

appears on the right-hand side.

e Select the instalment you would like

have the option to make a refund.

ected Items to Paid Items

Click on the payment you would like to refund and the Manage Payments box

to refund and, in the drop-down menu, you will

—Manage payments

Parental Consent

Total Qutstanding

Instalment Amount Due Date Status Action Due
1 £10.00 30Mor2018  Paid By Cash £0.00
2 £25.00 20 Apr2018  Unpoid Select £25.00

| Make Refund

g L Transfer to Credit

Click ‘Make Refund’

Instalment 1 : Paid

Amount: 110

Details:

Method: | Cash Refund |

Paid By: ﬁrimary Contact (Iauren@schoolmbney.co.uk)

' Refund Payment ’

]

o

Method: Cash, cheque or online (back to their debit/credit card)

Amount: How much you want to refund

Details: A reason for the refund.

(~) schoolmoney
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e Click on Refund and it will start to process
e A pop up will appear telling you that the refund has been completed

The money will go back onto the parent’s card if it is an online refund, or you will need to
give them back cash/cheque if they have paid in the school.

From the Credit Pot
¢ Find the child in the Cashier

e Click on Parent in Credit by, in the top right-hand corner of the screen and the Manage
Credits window will open

' Manage Credits .

(1-1/1) Select All. None
Print A Payment Name A Dinner date range A Reason A Payment Date A Credit Amount A
(] Harry Potter Studio Tour - Generated Credit  Thu 08 Mor 2018 £10.00

e Select the amount you would like to refund by clicking on it, this will highlight the row in
grey

e Click on Refund and another pop up will appear

Refund Credit

Refund Method: | Cash Refund ¥ |

Amount: [£10.00 |

Details: [ \'

Paid By Primary Contact (lauren@schoolmoney.co.uk)

e Input any relevant details as to why the refund is being made and then click the Refund
button

e It will take a few moments to process. Once it is completed, you can give the cash/cheque
back to the parent or wait for the money to be processed back into their account.
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For Dinners and Clubs
¢ Find the child in the Cashier

e Select the payment you want to refund from the left-hand side

e The Manage Payments box will appear on the right-hand side. Select the drop-down box
and choose Make Refund

Refund Payment | Refund Payment

Select the dinners that you wish to refund. This will also remove Select the club doys that you wish to refund. This will also remove

the dinner from the register. the session from the register.
Mon Tue Wed Thu Fri Mon Tue Wed Thu Fr
] (@] @ a @ (= a a (] ]
Total refund amount: £0.00 Total refund amount: £0.00
Method | Cash Refund v Method | Cash Refund v
Details | ] Details | ‘

Paid By Primary Contact (lauren@schoolmoney.co.uk)

Paid By Primary Contact (louren@schoolmoney.co.uk)

2233 Refund 32

e Tick the days of the week you would like to refund the money for. This will refund the
money and remove the marks from the register

' | Refund Payment | ‘ ' | Refund Payment | ‘

Select the dinners that you wish to refund. This will also remove Select the club days that you wish to refund. This will also remove
the dinner from the register. the session from the register.
Mon Tue Wed Thu Fr Mon Tue Wed Thu Fri
a (] a 4 v O a O %] 4

Total refund amount: £5.20 Total refund amount: £4.00

Method | Cosh Refund v] Method | Cash Refund v
Details | ] Bt ]
Paid By Primary Contoct (lauren@schoolmoney.co.uk) Paid By Primary Contact (lauren@schoolmoney.co.uk)
e
LN A b v |

e Choose your method of refund and write in any details you need

e Select Refund when you are ready.
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4. Chasing Payments

If the due date on the payment passes and some of the parents have not paid, they will be
classed as overdue. Overdue payments can be chased via text/email on SchoolMoney.

You can chase outstanding amounts directly from the payments as outlined below or you
can do it from our Money Overdue, Dinner Arrears and Club Arrears reports. If you want
information about how to chase through reports, please see our Reports guide.

To start, find the payment in the Payments tab and double-click into it. If any of the students
have overdue payments, they will be highlighted in pink.

@ sch°o|m°neg Sopport Acirsemny News: Eyment Boveter Changs T 04 3016

N s "
—
School T+ Schoolbio Bonk - 63-39-08 / 80386038 / All Poyments ¥ OnineSiatus @ O
=SS
p—— Ao per o (5500 | (D

’m‘“

Amount &
1500

wpom e | QB @e

ClupRegister || Coshes

Seolife Centre

Autumn 2020 Wstalments. 2

- HA"

Yeor Grovp £ Form 4
Yeord Hogurarts

V

Outstanding £ Instolment 1 & Instolment 2 &
£1500 £300 £1200

e Group ]
Student Nome 2

Brooks Dan (Hogworts)

Doarkins Andrew (Hogwarts) Year 2 Hogwarts. £1500 £1500 £300 £1200
or Hundred Acre Wood  £1500 £1500 £300 £1200

Year 6 Hundred Acre Wood  £1500 £1500 £300 £1200

Jokeman Alex (Hundred Acre Wood) Yeor 3 Hundred Acre Wood  £1500 £1500 £300 £1200
Morriz Paul (Hogwarts| Yeord Hoguartz 1500 £1500 €00 £1200
| Patet Sachin (Hogwarts) Year2 Hogwarts 1500 £1500 £300 £1200
| Potterton Steve (Hundred Acre Wood)  Year 4 Hundred Acre Wood  £15.00 £1500 £300 £1200
Raven Goreth (Hogwarts) Year 2 Hogwarts £1500 £1500 £300 £1200
| St Jocob (Hundred Acre Wood) Yeor 2 Hundred Acre Wood £1500 £1500 £300 £1200
(Hundred Acre Wood) Yeor 2 Hundred Acre Wood  £1500 £1500 £300 £1200

| st en (Hogwartz] Year3 Hogwartz 1500 £1500 £200 £1200
| Taylor Sue (Hogwarts) 3 Hogwarts £1500 £1500 £300 £1200
We (Hogwarts| Year2 Hogwarts 1500 £1500 £300 £1200

| Wewzers jomes (Hogwarts) Year6 Hogworts €1500 £1500 £300 £1200

) e e T O EnEs

To send out the chase text, you need to select the Text/Email Parents button. When the box
opens, choose the Chase Parents With Overdue Payments option as the message type.

' Select a method to send the message by —

Message Type | Chose parents with overdue poyments ¥ | Request By | Messoge and Email ¥ Include Additional Parents
Only porents with overdue payments will be senta
messoge. FAMOUNT is the overdue amount You will send 13 emails ond 8 messoges
22 Sodr & G s Free s
|Hello, You have an overdue payment of #AMOUNT v Brooks Dan (Mogwarts) SUPPORT@schoolm.couk +44700000(
[Gos:Tor: Seolfe Contre, @  Oarkins Andrew (Hogwarts) darkns@icloud com -da
v Guest Glen (Hundred Acre Wood) 2@schoolmeney.co.uk -84
e Jokeman Alex (Hundred Acre Wood) 4@schoolmeney.co.uk -44
:Plcox pay on edsp.cofem-logn with the password e Morris Paul (Hogworts) pimoms669@gmoilcom ~44793053(
#PASSWORD v Patel Sachin Hogw ) B@school i
4 Potterton Steve (Hundred Acre Wood)  t2p steve@gmaiicom 447540130
|Hello, You have an overdue payment of #AMOUNT 4 Raven Gareth (Hog: .
| % Jsm-
e e P =™ | 1211 gt e A W -
£ Strang Jake (Hundred Acre Wood) lauren strang@eduzpot co.uk ~44750066
v Strang Louren (Hogwarts) lauren strang@eduspot co.uk 44750066
v Toylor Sue (Hogworts) suetoylor@eduspot co.uk ~447917361
i ‘Wolker Jess {Hogworts) 44
o Wowzers Jomes (Hogworts} wowzersZevo@eduspot couk «44123456°
L4 dharamshi veena (Hundred Acre Wood) veenadharomshi@eduspotcouk +447703391
i »
Agdd Augchment Key. Worning - Missing Phone Number or Emoil Address
B Error - No Centoct Information

support@schoolmoney.co.uk
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You can send these via text, email or both. Remember that you can change the wording of
the text if you need to.

When you are ready, select Send messages and they will be sent out to the parents. You can
also send these messages from the main Payments tab:

e Click on the payment you want to send the messages from
e In the bottom left-hand corner, select the drop-down menu
* Choose the Send Parents Messages option

e Amend the message as you need

e Select Send Messages

Select a method to send the message by.

Message Type | Chase porents with overdue payments ¥ | Request By| Messoge ondEmai ¥ | ]

Only parents with overdue payments will be sent o
message. ZAMOUNT is the overdue amount You will send 13 emails ond 8 messages.

Bl — o
| Helo, You have on overdue payment of ZAMOUNT Brooks Dan (Hogworts) SUPPORT@schoolm couk +44700000¢
|due for SealLfe Centre. Darking Andrew (Hogworts) darkins@icloud com o

Guest Glen (Hundred Acre Wood) 2@schoclmaneycouk o

Jokeman Alex (Hundred Acre Wood)  4@schoolmeneycouk a4

Maris Poul (Hogworts) pimomis669@gmai com +447930531

M on Steve lHund;ed Acre Wood) e@gmai u;?s;t:.\lét

[0

|Please poy on edsp colsm-login with the possword
|BPASSWORD

|Hello, You have an averdue payment of SAMOUNT
|due for Sealife Centre. Please pay on edsp cosm-

login with the password #PASSWORD Acre Wood) +4a

Strang joke (Hundred Acre Wood) louren strang@eduspot co.uk +44750066

Strang Lauren (Hogweorts) lauren strong@eduspot co uk +44750066
Taylor Sue [Hogworts) sue taylor@eduspot.couk +447917361
Wowzers jomes {(Hogworts) wowzers2evo@eduspotcouk +441234567
dharamshi veena (Hundred Acre Woed)  veena.dhoramshi@eduspotcouk  +44770339¢

saflsaspRRcRis s

" Key: [ Worning - Missing Phone Number or Emoail Address
B Error - No Contact Information
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5. How to Delete and Archive Payments

On the main page of SchoolMoney, you have the ability to delete payments if something has
been created by mistake or is no longer needed. You can also archive payments if they have
been paid off and you no longer want to see them on the main page.

5.1 Deleting Payments

e Click once on the required payment so that it is highlighted in grey
e Select the drop-down menu in the bottom left-hand corner
e Select Delete from the options

(*) schoolmoney =« News: Epimes oz W & B O @

"Pﬂm‘ Type: | School Trip v |  Academic Year: | All v Key- Due Date Overdue
BUEBEHE 7.y Posd (Can be archived)
Payments List (1-7/7)
Status & Description A Reference £ Type &4 DueDate 4 Students & Totol Outstanding A Total Amount 4 Last Message Date 2
O oW 10W School Tip Thu 125ep 2018 16 £1600.00 £1600.00 Not Contocted
Seolife Centre: Autumn 2020 School Tip _Fri 30 Aug 2019 15 £22500 Not Contocted
Zoo Trip - 16th May Year 3 - Summer 19 School Tip Men 24 Jun 2019 5 £47 0 £67.00 Fn 24 May 2019
Offline  Snowdon Trip Snowdon trip W/C 08 Jul 2019 School Trip  The 20 Jun 2019 £ 0 £31500 Not Contocted
Alton towers trip with coach payment with coach payment School Trip  Wed 24 Apr2019 35 £305.40° Tue 07 May 2019
Alton towers trip - own travel arrangements  Alton towers trip - own travel amangement  School Tip  Wed 24 Apr2019 35 £17500 Not Contocted
Overseas Trip Overseos Trip School Trip TUSIESBBER0IN 4 £4800 Not Contocted

Archive / Unarchive

Copy Payment
Delete

Action:[Pesse 5ot 7] showarchvedpoymens 1 ([EED [aca | em ]
e Click OK on the confirmation box that appears

* The payment has now been deleted.

Please note: You can only delete a payment if parents have paid no money towards it.

Please note: You cannot delete club and dinner payments. If you want these payments to be
deleted, you need to contact our support team.
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5.2 Archiving Payments

e Click once on the required payment so that it is highlighted in grey
e Select the drop-down menu in the bottom left-hand corner of the screen

¢ Choose the Archive/Unarchive option

(~) schoolmoney s - v W R @
Dinner Register Club Register Cashless Catering Til Cashier Shop Reparts Ademin

’7Pnymem Type: | School Trip v | AcademicYear: |All v

T
®
oy
]

Key: DueDate Overdue

IBUBBEHE 7.y Poid (Can be orchved)

Payments List (1-7/7)

Status & Deseription A Reference & Type &4 DueDate A Students & Totol Outstanding A Total Amount 4  Last Message Date A
oW 10W School TripThu 12 5ep 2019 16 £1600.00 £1600.00 Not Contocted
Seol.ife Centre Autumn 2020 School Trip_Fri 30 Aug 2019 15 £22500 Not Contocted
Zoo Trip - 16th Moy Year 3 - Summer 19 School Tip  Men24Jn 2019 S £47.0 £67.00 Fri24May 2019
Offiine  Snowdon Trip Snowdon trip W/C 08 Jul 2019 School Trip  The 20 Jun 2019 £295.00 £31500 Not Contocted
Alton towers trip with coach payment Alton trip with coach payment School Trip  Wed 24 Apr2019 35 £305.40 Tue 07 Moy 2019
trip - cwn trovel arrangements  Atton trip - own trovel arangement  School Tip  Wed 24 Apr2019 35 150,00 £17500 Not Contocted
s Trip Overseos Tri School Trip  USESBPEEOIN * £0.00 £4800 Not Contocted

Set Online / Offiine
Send Parents Messoge
Archive / Unorchive

hcton [Prsse St show orervespeymens 1 ([N RS

e Click ‘OK’ on the confirmation box that appears
* The payment has now been archived

You can also Archive All; if you select this, it will automatically archive any payments on the
main page that have been fully paid.

To view the payments that you have archived, tick the Show Archived Payments in the
bottom left-hand corner of the screen; this will show every archived payment that you have
on the system. You can unarchive these payments using the Archive/Unarchive option.

Please note: You can only archive payments that have a 0.00 outstanding balance.
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6. Adding Visitors

If you have any visitors going on trips or taking dinners, you may want to add them onto the

system.
e Select the Admin tab at the top of the screen e
e Choose the Students icon e

e When the student page appears, select the Add button in the bottom right-hand corner

@ schoolmoney s A s W & B O e
T A A - |

oruyion W ) el :

P T

Students (1 - 34/ 34) Select A1 None

4 Student & Yeor Group 4 Form & Mobile Number A Emad Address 2

e This will open up a blank student record
e You will need to fill out the information in the following sections:

> First Name

» Surname
» Mobile Number and/or Email Address
» Year Group and Form Group need to be set as Visitor
(~) schoolmoney <+ : - N S - oY s |
== “y
= U
T T T

e Save when you are ready. The Visitor will now be available to add to any payments.
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7. Updating SchoolMoney from your MIS

SchoolMoney is updated with information taken from your MIS. We automatically link with
the systems SIMS and Integris.

7.1 Management Information System — SIMS

If you use the MIS SIMS, then we will set up an automatic link that connects to
SchoolMoney and will run on a daily basis, when you switch on your computer.

This link will bring over:

e Student’s name

e Priority 1 mobile

e Priority 1 email

* Admission Number

e Year Group

e Form Group

e Any FSM (Locally hosted schools only)

e Meal Patterns (Locally hosted schools only)

e Dietary Requirements (Locally hosted schools only)

You need to make sure all of the child’s contact details are added to Section 5
(Family&Home) in SIMS. We can only bring priority 1 details across, so you need to make
sure that:

e There is only one priority 1 entered into SIMS
® There are no contacts with a O priority

e Parental responsibility is ticked

e The phone number is marked as Mobile

e The email address is marked as Home

@ SChOOlmoneg support@schoolmoney.co.uk
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7.2 Other Management Information Systems — WONDE

If you do not use SIMS as your Management Information System, it is likely you have the
Wonde link set up to import relevant information into SchoolMoney.

To update your system:

® Log in to Teachers2Parents

e Click on the Text Message Service icon

e Click on the Admin icon in the top right-hand corner

e Click on the Wonde tab

e Select the Import Student Details button in the bottom right-hand corner

® Import Completed

This link will bring over:

e Student’s name

e Priority 1 mobile

e Priority 1 email

e Admission Number

e Year Group

e Form Group

As long as these details are correct, all of your information will pull across smoothly.

If you do not have the Wonde link set up but would like this to be implemented, please
contact our support team and we can talk you through the setup.
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7.3 Schools Not Using WONDE

If you do not use SIMS or you do not want/cannot have the Wonde link, then you will need
to send us an updated CSV file when you want to roll over your students each year. The CSV
will need to hold the following information in the given order:

Year Group

Admission Number
Forename

Surname

Mobile Number

Priority (must always be 1)
Priority Email

Form Group

Gender

If you get students joining throughout the year or you need to change mobile
numbers/email addresses, this can all be done manually in the Admin section (See
Administration Guide).
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8. Contact Details

We hope this user guide has helped you to use the SchoolMoney system. If you have any
guestions or re-quire 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!

@ SChOO|m0neg support@schoolmoney.co.uk
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