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SchoolMoney

Parent
User Guide

Dear parents,

Welcome to SchoolMoney; an easy, safe and secure way to pay for your child's trips,
dinners and other expenses online using your debit or credit card. The following user
guide has been created to take you smoothly through these processes, so that you and
the school can gain the most out of the system.

If you have any questions about making payments, simply contact your school and they
can get in touch with us!
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1. Logging into SchoolMoney

The school will send you an email or a text message to start the process. This will contain
details such as, the web address and the password you will need to log on with.
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Please note: if you have not received a message with a password in it, please contact the
school directly to request one.

To log in:
o Go to www.schoolmoney.co.uk (this web address will be provided to you
in your text/email). This will bring up the parent log in page.
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Login to SchoolMoney

. Enter your mobile number, email address and the password that has
been provided by the school.

. Press log in and it will take you to a page that asks for your child's
first name. This is the first name only.
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o Type in the name and select ‘Confirm,” this will log you into the
payments screen.

Please note: If for any reason it won’t allow you to log on, we would advise that you contact
your school to double check the mobile number/email address they have recorded against
your child on SchoolMoney. If you are entering something that is different it will not allow
you to log in and the school will have to change your child’s details.
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2. Making a Payment

Once you have logged in to your account, you will then be able to make a payment for
your child.
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Any outstanding payments will show up on the left hand side of the screen. Any top
up or shop items will show up on the right hand side of the screen.

Please note: it is up to the school what they set up on SchoolMoney, so they may not
offer all options. If you are unsure, please contact the school directly.

To pay for an item in payments due:

o Find the item/instalment you would like to pay for from the left hand
side of the screen.

o Select the tick box next to the item/instalment. This will add it to the
total at the bottom.

o Click on ‘Make Payment’ in the bottom right hand corner when you
are ready to pay for your items.
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http://www.schoolmoney.co.uk/
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You may find that some of your payments are highlighted in a different colour:

o Green: this means that you can pay off this amount in smaller chunks up until
the due date when you will need to have paid it off in full. Click into the green
box and over type the amount to whatever you want to pay.

o Orange: this means you can pay as much towards this payment as
you would like and this is all you will pay.

You may also find that when you select the tick box, a pop up will appear asking for your
consent. You will have to give your consent to pay for this item/instalment.

The page at https: /fwww.schoolmoney.co.uk says: x

Parental permission is required. Do you give your consent for this
item?

0K l Cancel

Once you have selected ‘make payment’ the system will take you to a screen where
you can input your card details. You will have to do this every time that you want to
make a payment due to the security procedures that are in place on the system. We do
not store debit/credit card details.
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A confirmation box will pop up once you have selected ’Pay Now’ to let you know that the
details have been processed. You will receive an email receipt shortly afterwards.
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3. Dinners

Your school may not ask you to pay for dinners through the SchoolMoney system. If
you are unsure please contact the school to ask.

3a. Dinner Bookings

Please note: If your child is eligible for Free School Meals or Universal Infant Free
School Meals then you can book as normal but you will not be charged.

Log in to your account as usual and you will be able to see the main payment screen.
On the right hand side under 'School Shop," you will see 'Dinner Top Up.'

Pre-Booking Specific Meal Options

When you select the week a pop up box will appear listing the days of that week and next
to it, a drop down box. Choose the meals you would like your child to eat from the
options in the drop down box and press OK when you are finished.

Select ftems tor dinaer week

Sefet dinnor hookings Maon D8 Aug - Tri 12 Aug 2016 Allergy Information

£0.90 - Grean Opton
£2 .00 - Jackst Powko

No Dineer Chosen

No Dipnar Chosen

No Dinowr Chosen

Total £2.00

This will then save your bookings and the cost will be added to the total. You will be
able to pay for this as usual. (If your child has free school meals you can book without
paying by following the same steps).
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4. Clubs

4a. Club Bookings

If your school asks you to pre-book your child’s club sessions, this will be found on
the left hand side of the screen.

Each of the weeks that the school has made available for you to book will be listed
under ‘Payments Due.’

Select the tick box next to the club you would like to book for. A new pop up will appear
with the days of the week and drop down boxes underneath.

Select BreakfastClub sessions for Lavren

Measa select bookings for Mon 05 Sep 2016 to Fri 09 Sep 2016

Monday
Tuesday
Wedneasday
Thursday
Friday

Total: £0.00

Select BreakfastClub sessions for Lauren

Pleasa seloct bookings for Mon 05 Sep 2016 to Fri 0¢ Sep 2016

Monday | 1-£2 50 (breakfast clul v
Tuesday o v
Wednesday | 1-£250 (breakfastclul v
Thursday 0 v
Friday

|1 - £2.50 (breakfast club)
Total: £5.00

Please note: Before and After school club are split in Breakfast Club and Afterschool
Club and show as 2 separate bookings.

Use the drop down boxes to select the option you require.
Breakfast Club will show with the following options:

1. 0815-0845 (£1.80)
2. 0745-0845 (£3.60)
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After school club will show with the following options:
1. 3.30-4.30 (£3.60)
2. 3.30-5.30 (£7.20)
3. 3.30-5.45 (£8.10)
4. 4.30-5.30 (£3.60)
5. 4.30-5.45 (£4.50)

Choose from the session’s available and select save once you are done. You can
then continue to book further weeks and/or pay for what you have chosen.

Please note: if you have club credit, this will be available to use when booking your
club sessions.

This will then save your bookings and the cost will be added to the total. You will be able
to pay for this as usual.
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6. Consent List

|
At the bottom of your screen there is a button labelled ‘Consent List’. This allows you to
give and take away consent for payments such as trips or clubs.

m s(hoo'MOﬂEy L S - Papatns Wity | Lapad
Pargemnts Due Pownan 15 P00 ama aon wieh 13 7 151 se g maew an o ke Sy e Schiood Shop
Zast tisne | Cwmiptiar [tnaniOve___ [Ovs Cete | ewaiphee wesoktke

L Zines Towry 142 TR 0 Dec 203 AR Lo - Diore Yoo Up

L g Toers 142 e 16 e 20! TR0 Lawren - O Tes Uy

Laster  farieybns 1e1 S 25 Ond J0HE 1000 Lwsren - AGE 3-8 (UNFEN

Amarer Wip s Fraw 1eé e 246 Fol 2057 G800 Lawree - Bhix bosk Sy

Lasrne Ty ts Frwe 1ws 3 F) M JT L1500 Lwwter - Bhie unfere - Sow il

Laaien ¥ Frane 1es F% 20 dge 47 £300 Lawrer - 2OOR

Larer  Tp s Fremw L g e 31 My losT EAD0  Lawter - Boch 2eg

AR20 Lawren - Boch by - Wavy

S013  Lmuies - Boad Bugd

S.00  Lawien - Canfi 20

AL50 Laurew - Checen Nakats

LR00  Lawine - Soiin Wes

AR0.00 L  Focthub Tt

L3000 Lawind Pt Shoot Ll 1y
AA00 Lauier < Pourlae N

L300 Layten - GESE Stknin Sevivier, akie
L1200 Loawe < Jernper 30

L3000 Lo0ree - Jerrgur b4

L0000 Louren < Jviwr st

ES50  Lmiee - Juvian Sonk B3)

AL00  Lourer - Mutsl ol Case

CR0.00  Loures « Monetuok.

055 Lonrer < Motepe

LL00 Lssrer -3

FROO muen - S bate -
Ohner Lauran; 20000 Total: m
b Loran. ey £0.00
Scht Trie (LR et Credl Sueet 10.9%

Rk U s #0

Dverchin Payrrers [ 0#¥ine vty Burrerdt  CXK Condity

If you click on this button it will pop up with a page which lists the trips/clubs that your
child is available to attend.
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Tick the box next to the payment you want to give consent for and it will automatically be
saved on your account and the schools system. Press ‘Close’ when you are ready.
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/. History

You will be able to see the 'History' tab on the top right hand side of the screen. This tab
gives you an overview of your child's history on the SchoolMoney system.
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7a. Transaction History

When you first click on ‘History,” you will be sent to the ‘Transaction History.” This gives
you a breakdown of any payments you have made to the school, whether that be by
debit/credit card or by cash/cheque within the school.
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7b. Club History ‘ |

F o

The second tab will give you a breakdown of the club sessions your child has taken
and whether you have paid for them or not.
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7c. Dinners Eaten

The third tab will give you a breakdown of the meals your child has taken and whether

you have paid
You can see:

for them or not.

o Your dinner money balance (credit/debt).
. The cost per dinner.
. What weeks and days your child has had a meal.
o What kind of meal your child has eaten (hot/sandwich).
o Which weeks you have paid for and which weeks you still owe for.
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7d. Dinners Booked

If your school uses the option of pre-booking specific meals online, you will be able to
use the ‘Dinners Booked’ tab.

This tab shows you all meals you have booked for your child and for which days.
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If you need to amend any bookings, please follow the original steps in section 3b. You
will not be asked to pay for these amendments.
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8. FAQ

Do | have to pay online?

Your child’s school will advise you whether they are going completely cashless or not. If
not, then you will still be able to pay by cash or cheque in the school office. If you are
unsure, it is best that you check with the school directly.

Do I have to pay for the whole expense in one go?
The school may set the payment to allow partial payments or payments by instalment. This

is up to the school and depends on what they are asking you to pay for.

What happens if | change my mobile number or email address?

If you change any of your contact details, you need to let the school know as soon as
possible. If they do not have the correct contact details for your child then you may
not be able to access your SchoolMoney account and you won’t receive message
updates from the school.

Does SchoolMoney store my card details when | make a payment? SchoolMoney never
stores card details, making the process of paying for your child’s
school items highly secure. Each time you start the payment process you will need to

input your card details.

What happens if  have more than one child at the school?

You will receive a password for each child that you have registered at the school.
However, if you sign in under one child’s details then all of your children will be
registered on the account. This enables you to pay for every child at once, not just the
one you have signhed in with. This is done automatically.

What happens if | forget my password?

If you have forgotten the password that the school has sent out to you or you have
deleted the message then you will need to contact the school directly. They will be able
to issue you a password reminder.

Can | change my password?
You cannot change your SchoolMoney password. The system automatically generates the

password for you and it stays the same for the duration of your child’s stay at the school.

Do you offer the facility to pay by PayPal?

We do not currently offer the facility to pay by PayPal. If you would like more
information on which payment methods the school allows other than online, you will
need to contact them directly.

www.schoolmoney.co.uk
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Can | access the website on multiple devices?
Yes! You can use your computer/laptop, your mobile phone or a tablet. As long as you

have access to the internet, you will be able to log in and pay.

What happens if | pay for the wrong thing?

If you have paid for the wrong item or on the wrong child, you will need to contact your child’s
school and explain to them what has happened. They will either be able to move the money as
requested, or process a refund so that you can pay for the correct payment.

What if the school doesn’t have my mobile number or email address?

If the school doesn’t have either of these details, they cannot contact you with your
password. You need to provide them with one of these options at the least. If they
have your mobile number but not your email address you can input this into the login
page and these details will be saved against your child’s record.

What happens if | can’t log on because of ‘Invalid Login Details?’

If you are receiving the error message telling you that you have invalid log in details, it
will be because one of the fields you are entering is incorrect. The mobile number and
email address that you are entering has to match the details that the school has against
your child’s record. If they do not match it will not allow you to log in. We advise that
you contact the school to double check these details and request that they resend your
password to you.

Who do | contact if | need help?
If you have questions or need help with anything, you must contact your school directly.

They will be able to answer your questions or pass the information over to us.

What happens if | am separated from my partner and we both want to pay?

At the moment we only allow one account per child. If you do not want to share your login
details with an ex-partner, we would advise that they use other forms of payment such as
card within the school.

I am logging in with one child but cannot see my other children, what is wrong?
If your children attend the same school but you cannot see them when logging in, it will be

because they are not linked as siblings on the SchoolMoney system. To link children as siblings
the mobile numbers and email addresses need to be the same. We advise that you contact the
school and ask them to check that all of your children’s details match.

I know that | am in credit and would like a refund, how do | do this?

If you can see that there is a credit on your account and you would like that money
back, you will need to contact the school directly. Only the school can process this
refund back to you.

I want to pay using childcare vouchers. How do | do this?
Currently there is not the facility to pay using childcare vouchers through our online

system. You can let the school know and they will mark this on manually for you.
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