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1. Login page

Go to portal.squidcard.com
Enter your email address to log in. This is the email address you have registered with sQuid
to create your administrator account

e Enter the three characters requested from your password

suid

o
Login
Enter your email address or username and required password characters

Email address or Username

2nd 4th Last

Forgotten your password?
Forgotten your username?

Create a customer account

2. Home screen

Click Manage Offers to create or amend any offers, categories or groups
Click Find a user to search and view details for all pupils or staff

Click Create a new group to create and manage custom groups

Click System administrator to manage system admins
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3. My account

Within this section you can change any account details for the user.

Change account details — allows you to change your name

Change telephone number — allows you to change your telephone number

Change email address — allows you to change your email address

Change password — allows you to change your password

Change security question — allows you to change your security question and answer

danage your account detalls heve
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4. Users & groups

In this section you can view and manage your users and custom groups. When you create an
offer you can assign a particular group, or groups, to that offer. See ‘Create an Offer’ section for

instructions.

Here you can manage all your sQuid users

ﬁQﬂ 2

User directory

4.1. User directory

&

sQuid Groups

e Enter name or sQuid registration number to search for a user

e Card details column shows a user’s sQuid registration number and CVV number

e Purse details column shows a user’s purse numbers
o Registered column shows whether a user has registered their online sQuid account

e Click on cog to view transactions, purchases or offers available to the individual

Here you can view info about cards and their holders

Select

Card details

Graham Abbess
6337999006200001

V274

Sean Abbey
6337992006200004

W 888

Grenetta Abbey
6337999006200002

CWW-T702

Jimmy Abbey
6337%92006200003
Cvv:355

Year / Class

3/8B

11/11F

& Select al

Purse details

£0.00 -

£0.00 -

63379500400020223%

- §33759004000202262

G633795004000202247

- §33759004000202254

Registered

o

Action
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4.2.sQuid Groups

Click Show filter to filter by group types. Click Hide filter to minimise filter

You can search by group name and by group type

Click the Create a new group icon

Enter the group name in the first box

You can select prepopulated year groups, enter names or enter sQuid registration numbers
Click name to add to group

Click Save and then Done

Year groups will only be prepopulated if your school uses the Xporter and Xporter on Demand
Integration otherwise year groups can be manually created.

Please note MIS group names cannot be amended in SchoolPay. The group name pulls through
how it has been entered in the school’s MIS.

Year 7
Add users to group

Year

‘Year N2- Ref: GY-876
Year 7- Ref: GY-884
Year 1- Ref: GY-878
‘Year 2- Ref: GY-879

Year 7- Ref: GR-948

Currently no users added to this group...

Done
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5. Offers

e Continue where you left off — allows you to continue creating an offer that was not
completed

e Create new offer — allows you to create a new offer

e View all offers — this is where all live, upcoming, paused and expired offers are displayed.
The offers can also be edited from this screen

o Archived Offers — this is where all offers that have been archived are stored. Expired offers
can be added to this section with the Offers page.

e Subsidised offers — this is where any offers with subsidised users will show

e Offer categories — this is where offer categories are created

e | edger codes — allows you to manage ledger codes

-
SQ u ld Home Users & groups Offers Sales Communications System Admins My account Log out

Matt Hart
Site: Matt Hart 5chool - 10: $0062

Offers

Create and manage all of your Trips & Offers here.

(= |
B
Create new offer View all offers Archived offers Subsidised offers

= g

Offer categories Ledger codes Settlement accounts
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5.1. Create new offer

e Select the offer category from the dropdown box
- If the category required is not already setup you can click Add New Category
e Choose an icon for the offer from the dropdown box underneath
o Enter a name for your offer. This is the name that the end user will see when logged in to their
account
e You can enter a brief description for the offer in the box underneath, this can include any
important information or further details
e Enter the Quantity available for the offer
- Leave blank for unlimited quantity
e Enter the Quantity available to purchase per user
- For a school trip this would usually be ‘1’, however for a uniform purchase, a user
may be given the option to purchase more than one.
- Leave blank if the offer is recurring and can be purchased an unlimited number of
times e.g. Breakfast Club

Once all of the information has been completed for this section, click Save & Proceed.

Trips v

Isle of Wight Trip

Infants trip to Isleof Wight

29/500

Unlimited quantity Unlimited quantity per user
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5.2. Dates and timings

e Select the date and time that you would like the offer to go live
- If you do not want the offer to go live immediately, then untick and select the start
date and time
e Select the date and time that you would like the offer to be removed
- If the offer has an expiry date, then untick and select end date and time
e Select the final payment date and time deadline for the offer
- If the offer has a due date, then untick and select the date and time. The final
payment deadline date needs to be before the offer removed date

The date can be manually typed in, or can be selected from a calendar when the box is selected.
The time can be manually typed in, or select the up and down arrows to scroll to the chosen time.

The clock is a 24-hour clock i.e. 3pm would need to be setup as 15:00.

Once all of the information has been completed for this section, click Save & Proceed.

< Back to All Offers

I would like this offer to go live immediately

Select start date HH : MM

This offer does not expire

04/09/2016 12 @ 30

This offer does not have a final payment due date

04/09/2016 09 - 00

Back
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5.3. Offer price and settlement bank account

e Select a settlement bank account from the dropdown box

e Select a ledger code from the dropdown box

- Aledger code can be created at this point by clicking Add new ledger code

e Enter the total price for the offer

e Tick Price set by user if the amount to pay is defined by the user

e Select a payment option:

- Payment required in full — full payment required when the offer is purchased

- Payment can be paid by instalments — payment to be made in planned instalments

- Accept instalments or full payment as long as the payment deadline is met —
payments can be made for any amount as long as total payment is made by the

deadline date

Offer price & settlement bank account

" Payment requiredin full
Payment can be paid by instalments

Accept instzlments or full payment 25 long as the payment deadline is met

Back
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5.4. Payment required in full

e No further setup required

5.5. Payment can be paid by instalments

e Enter the amount for the first instalment

e Enter the date and time you would like the first instalment to be paid by
e Enter a description for the instalment

e Add the instalment

o Repeat the process for all instalments

The instalment amount can be entered by either typing into the price box or by sliding the bar
across.

Total amount must add up to £300.00 and not exceed the final payment date of 22 Jul 2016

Please select instaliment amount

£100.00
£100.00
Please select date and time
2016-06-30 17 00
v v
Instaliment description
Installment 2/3
PAYMENT DUE DATE DESCRIPTION AMOUNT REMOVE
31/05/2016 Instaliment 1/3 £100.00

Back

5.6. Accept instalments or full payment as long as the payment deadline is
met

e No further setup required

Once all of the information has been completed for this section, click Save & Proceed.
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5.7. Groups & communication

e Select who the offer is to be targeted at. This can be specific year groups, classes, users or

clubs

e Tick Select all users should you wish to make the offer available to all users
If the group required is not already setup you can click Create new group at this point, see
the ‘Groups’ section for instructions on how to do this.

e Leave the box unticked if you would like to target the offer to a particular group i.e. Year 1

e You can select multiple users or groups, which will appear under selected users and groups.
When typing the name of a group press Search or Enter on your keyboard to search.

e Tick Send go live notification with this offer should you wish to communication to users at
the same time the offer goes live. A communication template needs to be already setup.

Please see section 6 on how to do this.

Groups & communication

Select all users

Year|

M
AL Year 13Ref:GY-31 - Group
2%  Year FRef:GY-37 -Group
|H|
AL Year BRef:GY-35 -Group

|
»L Year 9Ref:GY-35 -Group

Selected users and groups

el 5 Q
Year 2 Year 1
Ref: GY-879 Ref: GY-878

Back

Save & proceed
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5.8. Subsidised users

In this section, you can select users to be subsidised on the price of an offer, so the user does
not pay the full amount.

Untick No users selected

Search the names of any users who are being subsidised on the price of the offer
The users will appear in the box underneath

In the Subsidised price box enter the total amount the user is required to pay
Click Save and proceed once all users have been added

No users selected

User detailz Description Current price Subsidised price Remove
Kirsty Devonshire sle of Wight Trip - _

£500.00 £ 7300
Sam Atwal sle of Wight Trip

£500.00 E 7300

Back

5.9. Additional information

In this section, you can add any additional requirements to be completed for the offer by the end
user i.e. Consent forms, information on the offer or any mandatory questions to be completed.

Download a file — allows a file to be downloaded by the end user, i.e. a consent form

Upload a file — allows a file to be uploaded by the end user, i.e. a signed consent form

Answer a question — allows the end user to answer a question

View a web link — allows the end user to view a web link for more information, i.e. London

Z00 website

e View additional information — allows the end user to view any additional information
regarding the offer

e Answer ayes/no question — allows the end user to answer a yes/no question

e Select from list of options — allows the end user to select from different options, i.e. Uniform

size

Please note, you are able to add more than one additional requirement for each offer.
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5.10. Download a file

Select Download a file from the dropdown box

Enter a description for the file in the box

Click Select File and choose the file required from your computer
Once the description and file are added click Add requirement
You will now see the file added in the table below

| would like the customer to complete the following actions

Downioad a fie

Ervier Sl tithe Select file
Requirement Value Remove
Cansant Form =

Back Save & proceed

Once all information is complete for this section, click Save & Proceed.

5.11. Upload afile

Select Upload a file from the dropdown box

Enter a description for the file in the box

You will now see the file added in the box below

Tick the Is this a mandatory question box if the question is mandatory
Once the description and file are added, click Add requirement

| would like the customer to complete the following actions

Upisad a fie

Signex] Consent Form

|5 this a mandatory question? Add requisement

Back Save & proceed
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5.12. Answer a question

Select Answer a question from the dropdown box

Enter further information in the box below

Tick the Is this a mandatory question box if the question is mandatory
Once the question is entered, click Add requirement

| would like the customer lo complele the following actions

ATTEWET B QUESI0n

Enter further information

1= this a mandalony guestion?

5.13. Answer a yes/no question

Select Answer a yes/no question from the dropdown box

Enter the question in the box below

Tick the Does this require a response box if the question is mandatory
Once the question has been entered, click Add requirement

| weilel fike the customar 1o complete the Tallowing sclise

Apgeess 3 el bo quetion +

Wi your child b Dringing a pecied lunch?

Dok This PBCREr® & TEpOREET
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5.14. View a web link

Select View a web link from the dropdown box
Enter a description for the link in the box below
Enter the web address for the link in the box underneath
Once the link has been entered, click Add requirement

Additional information

| would like the customer to complete the following actions

View 3 web link

hitpsciwwew 25 cog - london-zoo

Back Save & procesd

5.15. View additional information

e Select View additional information from the dropdown box
e Enter a title for the additional information

e Enter a description in the additional information box and click Add requirement

| would like the customer to complete the lollowing actions

iew addiional information

London Zoo Trp Information

Cosch ledwes the school al Tam

Back Save & proceed
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5.16. Select from a list of options

Choose Select from a list of options from the dropdown box
Enter your question in the box underneath

Enter an answer to the question in the option box and click Add
Repeat this step for all options

Once all options have been created, click Add requirement

I would like the customer to complete the following actions

Select from a kst of options

Sire of Jumper
Small Ramove
Medium Ramove
Langs Remoyve

ks this a mandalony quesiionT

Once all of the information has been complete for this section, click Save & Proceed.

5.17. Offer Overview

e Once all of the steps have been completed, you will be shown an Offer Overview

¢ Double check all of the information on the page and then click Finish

e Should you need to change any offer details, you can click Back to the relevant page and
make any amendments. You can also skip back by clicking on the wizard section icons
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lshe of Wight Trip

Offer Categary:
ip

Offer lan;

=

Description:

FAYMENT DUE DETE

1762016

ZFTI01G

Start Date:
18/D5/2016

Enl datec
20008/ 2014

Setthement account:

kris

Trig i Iske o Wight. 11th - 15th July 2016 £120000 te ba paid in 3installments

DESCRIFTION

Installment 172

Irstallment 272

Back

Ledger Cade:
TriprsDOKrL

Price:
£120:00

Cuuantity available
50

Cuuantity per user
1

Dhue date:
INDaS2016

AMDOUNT

E£60.00

E60.00

5.18. Publish Offer

o If you click No, save to drafts the offer will be saved in your draft offers
e If you click Publish offer then your offer will be complete

Would you like to publish this offer?

Publishing this offer will make it visible to all customers

NO, SAVE TO DRAFTS

PUBLISH OFFER
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5.19. View all offers

In this section you can view all offers and make any changes. You can use the tabs to move
between Live, Draft, Upcoming, Paused and Expired offers.

You can filter between offer categories and start and end dates at the top of the page by clicking
Show filter. You can hide the filter by clicking Hide filter.

If you click on the cog icon next to the trip you can edit or pause the offer.

View, edit and manage your offers here.

All categories

Live

Title

School Jumper

School Tie

Isle of Wight Trip

Select from date Select to date

Jpcoming Paused Expired

Price Quantity Deadline Actions

£25.00 Offerssold: 0 B | |

Offers reamaining: =

£12.00 Offerssold : 4 —f-f-- | |

Offers reamaining: =

£0.00 Offerssold: 1 Sy S— | |

Offers reamaining: 50
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5.20. Archived offers

Once you are finished with an offer and you no longer need to manage it you can move it to your
archived offers folder. This is a tool to allow you to keep your Manage Offers screen clean and
up to date.

Please be aware, offers are kept here for reference only, once an offer is moved to archived you
will no longer be able to download any information regarding the offer. Only move offers here if
you no longer need to know anything about the offer. It is recommended that you download and
store all offer details from the Sales Management section before archiving an offer e.g. all
transactions.

Archiving an offer is an irreversible action.

You can filter between offer categories and start and end dates at the top of the page.
e To add an offer to the Archived offers you can click on the cog icon and then click Archive
offer

This is page where you can see all the archived offers
v Select from date Select to date

All categories

OTITLE CPRICE CQUANTITY CDEADLINE
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5.21. Offer catergories

Create and amend categories for your offers

< Back to Offers

Offer categories

Create different categories to group your Trips & Offers.

Category title Edit
Tickets &
Uniform f
Textbooks f
Trips f
Clubs Ve

5.22. Add new category

e Click on Add New Category
¢ Enter category name in the box provided
e Click Save Category

Add Offer Category

Category Mame

Trips

Save category
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5.23. Ledger codes

This section allows you to create Ledger Codes, i.e. for uniform purchases.

e Click Add Ledger Code
e Enter ledger code name
e Click Save Ledger Code to finish

eate and manage your ledges codes here

Ledger code Edit Delete

5.24. Settlement accounts

This page displays the bank account details where any trips and offers settlement is made.
Should you wish to change any bank details please contact sQuid directly.

Add and manage your settlement bank accounts here,

Display name Bank name Acc Num / Sort code Status Merchant Name Merchant Id
kris Bank of Kris 1111111 Verified Merchant 2 4
11-11-11

If additional settlement accounts are required, please let your sQuid Account Manager know
and they will supply you with a form to complete so these can be setup.
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6. Communications

In this section you can create Emails, SMS and Letters to send to users in relation to any trips, offers,

or anything else school related.

If your school uses SIMS, please ensure that your MIS is up to date with the correct priority levels for
parents, parental responsibilities and contact email address.

6.1. Create communications

e Click the Create communication icon

e Select an existing template should you wish to use one. Leave this blank to create a new

one

e Choose the communication delivery methods by clicking on them. The delivery method will
have a green tick on the top right hand corner once it has been selected

e Click Create

Select template

Select template

Delivery methods

ng template

v %]

Gy 3

SMS Letter

e On the next screen please enter a Title of communication. This title will only be visible

internally

e Tick Send now to send the communication once the offer has been created, or leave this box
unticked, and enter a date and time underneath to send the communication at a specific time

e Click Next

o

Yaar 3Tripin History Mussum

Sand now

AL I01E
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On the Target audience screen you can choose who the communication will be sent to
Tick Primary contacts to send to the primary contact on SIMs only

Tick Primary and secondary contacts to send to the primary contact and any secondary
contacts on SIMs only

Tick Include all sQuid user accounts in this communication to include the sQuid account
holder in any communication

Tick All to communicate with primary, secondary and sQuid account contacts

® o

Target audience

" Primary contacts Primary and secondary contacts All

Include all sQuid user accounts in this communication

Click Target all to communicate with all users

Click Users and groups to target specific pupils or groups of pupils. Type the name of the
user or group in the box underneath Select users, then click on the name where the user will
be added and shown underneath the box

Click Next

:-.:I!= E
Target all Ligais aind grougs.

Plattlunier Hart - SX3793 8000000003

|

Kirsylunisr Bostock E3ITIFR000000007 ABDOODDIC00E

Kot hinior Gorman E3ITIFR0000000] ABDOODDIC00T

i —
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6.2. Compose SMS

e To compose a new SMS type your message in the box underneath Create SMS template

e |f selecting an existing template, the message will be populated in the box. Changes can be
made to the message

e Within your message you can enter pre-selected tokens from the right hand box by clicking on
them, such as FORENAME or SURNAME

e The number of characters per SMS is 160. A current count of the number of characters used
is recorded underneath where it says SMS length

e SMS count is the number of SMS messages that will be sent due to the number of characters
used

® ® o

Compose SMS

TITLE

reate SMS template

Dear Parent of $_STUDENT_FORENAME_$ $_STUDENT_SURNAME_$, the History Museum trip is available to purchase on your sQuid FORENAME
accountL Kind regards, $_SCHOOL_NAME_$ SURNAME
EMAIL ADDRESS
FULL ADDRESS
FULL ADDRESS RIGHT
MOBILE
vV
MY NAME
SMS length SMS coun Ch ers per SMS
159 1 160 SRN
SCHOOL NAME
TOMORROWS DATE AND TIME
] »

P[eviuus “
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6.3. Compose email

e To compose a new email type your message in the box underneath Create email

e |f selecting an existing template, the message will be populated in the box. Changes can be
made to the existing template

e Within your message you can enter pre-selected tokens from the right hand box by clicking on
them, such as FORENAME or SURNAME

o Afile can be selected to add as an attachment by clicking Select file
e Click Next when the email is complete

® ® ® o

Compose email

History Museum Trip Select file
H1 H2 H H4 H5 Hé P pre 9 B I = = | C | 9| @ FULL ADDRESS RIGHT -
= = = E = ¢ @ % Cha MOBILE
Dear Parent/Guardian of $_STUDENT_FORENAME_$ $_STUDENT_SURNAME_$, A
MY NAME
The school trip to National History Museum will be available to purchase on your Trips and Offers purse on your sQuid i
account $ SRN % at $ TOMORROWS_DATE_TIME_$. SCHOOL NAME

TOMORROWS DATE AND TIME
Kind regards, TOMORROW'S DATE

DATE AND TIME
$ MY_NAME_$ FreE
5 SCHOOL_NAME_$ TIME

STUDENT MAME

P[e\’ious “
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6.4. Compose letter

e To compose a new letter, type your message in the box underneath Create letter template
e |f selecting an existing template, the message will be populated in the box. Changes can be

made to the letter template

e Within your letter you can enter pre-selected tokens from the right hand box by clicking on

them, such as FORENAME or SURNAME
e Click Print preview to open a preview of the letter
e Click Next when the letter is complete

¢ e ¢ e o

Compose letter

Letter

Compose letter

reate letter template

H1 | H2 H3 H4 H5 H8 P pe 93 B

I
E = = E|E |« M@ % Words100 Characters 660

$ FULL_ADDRESS S
Deear Parent/Guardian of $_STUDENT_FOREMAME_$ $_STUDENT_SURMAME_$,
Below is alist of the After School Clubs and dates for the Spring term, commencing the first week after half term:

Maonday - Football Club
Tuesday - Dance Club
Wednesday - Gymnastics Club
Thursday - Cooking Club
Friday - Singing Club

Please let your child's tezcher know should 3_STUDENT_FOREMAME_$ want to attend any of the clubs. Places are limited so
please be aware spaces will be allocated on a first come first served basis. Please also ensure that your child has their PE Kit
should they attend the Footbazll, Dance and/or Gymnastic club5.|

Kind regards.

§_MY_NAME S
§_SCHOOL_NAME_$

Print preview

FORENAME

SURNAME

EMAIL ADDRESS

FULL ADDRESS

FULL ADDRESS RIGHT

MOBILE

cvv

MY NAME

SRN

SCHOOL NAME

TOMORROWS DATE AND TIME

TOMORROW'S DATE

1

PreViDus “
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6.5. Review communication

In this section you will be taken to an overview of the communication, which shows the delivery
methods that have been setup and who the communication will be sent to.

e Click the boxes underneath the orange icons to preview email, SMS or Letter
e Click Create

Hintary Munsars Trig soparAdrain superAdmin Swacdimitankly

v ) )

Ervail

§ g

E [z

| Click b pr eviem email ] Chick o greview S8 Click o preview letier

MIT AR Hat SIETHREO00M000 13 ABOOOCONN00LE

Firwtylzniar Basock SI13TRRROO0OLINNT ARDOOCOO0CTD
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6.6. Upcoming communication

In this section you can add, edit and manage all of your communications.

The Filter communication type box is prepopulated with Email, SMS and Letter. To remove
any of these communication types from the search, click on the box and then push the back
space

Enter dates in the Date From and Date To boxes to filter between specific dates. Leave
these fields blank to view all communication

Enter the name of a communication in the box underneath Search upcoming
communications to filter by communication title

To view a summary of an upcoming communication, click the cog icon in the Actions tab, then
View summary

Click Edit notification to make changes to the notification name and/or recipients
Click Delete notification to remove it from this list

Hereyau zan ade, =dit and manage all of your uproming communications.

CHES@EE ov1ats sz

Title Type Estimated cost Created by Send date Actions

Christmas Holiday EMAIL = superddmin superfdmin 25/11/2016 - 11:00
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6.7. Processed communication

In this section you can view any sent communication.

e The Filter communication type box is prepopulated with Email, SMS and Letter. To remove
any of these communication types from the search, click on the box and then push the back

space

e Enter dates in the Date From and Date To boxes to filter between specific dates. Leave

these fields blank to view all communication

e Enter the name of a communication in the box underneath Search communications to filter

by communication title
e Click Hide filter to minimise the filter box

Here yow) can wiew all s=nt communications

EISESEE 10016 1AL
Communication tithe Date sent Delivery types Caunt Cost
History Muz=um Trip 261002016 o Teaal send: I

11:21 L]
st A ar fisd 0.2
Higtory Missum Trip 261002018 LETTER Toaal sent: 2
11:21 [}
wmaridmin wosrAdn G-2
Histoery Pum=um Trip 61002016 EMAIL Total sena: X
1121 @
marAdiv it ful -2

e Click the cog icon and then View targets to see all users who have been sent

communication for that title

e The Success icon indicates that the communication has been sent successfully

Farcinbainice Sapigiel AT R0 §

Flore
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6.8. Create template

In this section you can create communication templates. Please see Create SMS, Create Email
and Create Letter sections for instructions on how to do this.

Create communication template

g

Email S5

[y

Letter

6.9. Manage templates

In this section you can manage any communication templates that have been created.

e Click the down arrow to see the communication methods that are setup for this template, and

the date this was created

Ssaarch comnurication by title hane

Template name Delivery types

EMAIL Daks crasted
CA2R014 2 239PM

A drlivery method tothis template

A drlivery method tothis template

sl Cluby. & Ema @ =

Laat mzdfrac
Q97207006 @ 2300

Q Lattar

Click Add delivery method to this template to add another communication method

Click Preview template for a snapshot of the template
Click Edit template to make changes to the notification name and/or recipients
Click Delete to remove the communication type from the template

Sew more
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7. System admins

7.1. Add new user

e Click System admins on the top toolbar and then Add new user

Setug a permission profile ta usewhen you are adding & new user, This will mase vou jeb quick and easy when adding multiple users

My Users Irwited users
LSER STATUS. EDIT DELETE

Mr Kris Garman

Mr Matt Hart

e Enter the users email address in the box

e Choose a Permission Profile by either ticking the box next to Use existing user, which will
give the new user the same permissions as the selected user; or tick Create a New Profile?
and then enter the name for the new permission profile.

e Choose the permissions for the new user by ticking the relevant boxes
e Save user to confirm

Kris s
wate anew profi
Man, ! i Manage Offar Tamg
Man, i Manage Ledgar Codes Manage Group
Publ P
chi chivg affer | 1 i
it Lpcoming atfer 1it gt ! 1 har
Man. Rs 1 F !
i e offar i jpcoming affar F red affer
i rehived o %6 purchass Man
W Tr 5
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7.2. Edit an existing user

To edit an existing user, click the pencil icon. To confirm any changes, click Save user
The new user will receive an invitation email which they will need to verify. Once verified,
they will change from the Invited users tab to the My users tab
e You can disable or enable an existing user by clicking on the Disabled or Enabled status
e To delete an existing user, click the trash-can icon

7.3. Manage system permissions

Click Add profile to add a new permission profile

Enter a name for your permissions setting

Choose the permissions for the new user by ticking the relevant boxes

Save user to confirm

You can disable or enable an existing user by clicking on the Disabled or Enabled status
To edit an existing user, click the pencil icon. To confirm any changes, click Save user
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8. Sales and Reports

8.1. Sales

e Click Sales

e Click Show filter to filter by group types. Click Hide filter to minimise filter

e Choose the category for the offer by clicking Select a category and then clicking on the
relevant category

e Enter the start date and end date for the period you would like the report to cover

- If you enter the start date as the date the offer went live and today’s date as the
end date, this will show all sales for this offer to date

e Click on the Live, Paused and Expired tabs to filter between these offers

e You can enter an offer name in the box underneath Live, Paused and Expired, to search for a
particular offer. You are also able to filter by using the table headings

< Back to management sale panel

All sales

Textboak M 2016-04-03 2016-05-20 8 ExportCsv

Live Paused Expired
Searchin table
OTITLE OPRICE CQUANTITY SOLD CDEADLINE VIEW
English - Hamlet £5.00 0/50 —f—f-—
Maths GCSE Textbook £4.50 16 /284 - &

Page | 35



You can also view all users that have paid for a particular offer.

e Click on the cog icon on the right hand side of the offer and then View purchases

e The Sales Status column shows whether the offer is Paid, Part Paid or Awaiting purchase

by the user

e This is only for offers that have been setup for a particular group, as opposed to an offer that

has been made available to all users

Al sraTres

COUSTOMER DETAILS

Jazper Clarie
SEM: $33TFRROOZITOO0LT

M Bsurllle Stevart
SEN: 337 ¢0002 FO010T

Kirk Mlanbery
SRMN: 63379002 700064

Sath Watts
SRM: S3FTFPROOZTO01IF

Matihaniel Emviazy
SRMN: A3AT 002 TOM0 32

Phosnis Start
SRM: A337FFI002700104

CDATE OF SALE

2505 2004

TAMOUNT PAID

ES.00

JSALE

Bomcaiti

Bopeaiti

Paid

STATUS

ITINg purchase

g purchass

iting purchase

ting purchase

rg purchase

RCTHOM

Mot purchased

Wot purchased

Mot purchated

ot purchased

Mot purchased
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8.2. Transactions

e Click Transactions
e Click Show filter to filter by group types. Click Hide filter to minimise filter
e Choose an Offer status, or status’s, for the transaction data
- The boxes are prepopulated. To remove a category, select it and then press delete
on the keyboard
e Choose an Offer category, or categories, for the transactions data
e Enter the Offer name
- Leave this blank for to display all offers
e Enter a Start Date and End Date for the transaction period
- Leave this blank to display all offers
¢ All payments for the selected offer, or offers, will be displayed underneath

< Back to management sale panel

Transactions

[uve [ rausen | oxeo) Lm0

Start date End date Export as C5V

OfferId Purchase Id Offer Title MName Surname SRN Studentld  Sale Date Time Class Previous balance Amount  Amount to Pay
596 234 LondonZoo  Talia Theorn 6337991234500113 PL-43 17-May-2016 £0.00 £50.00 £-50.00
15:11:26
Previous Next
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8.3. Exporting sales data

You are able to download all sales and transactional data in an Excel document by clicking

Export CSV on the relevant screens.

To download sales data for all offers:

e Click Sales Management

e Click Sales

e Click Export CSV

[ )
| A B C

Offer Title Offer Price Start Date
English - Hamlet 5 20/05/2016, 11:41
Hockey Tour 150 20/05/2016, 09:15
Ski Trip 200 19/05/2016, 12:05

Year 8 Ski Trip

Isle of Wight Trip

Year 1 London Zoo Trip
Jumper

Swimming team subscription

300 18/05/2016, 14:37
120/18/05/2016, 10:16
5 17/05,/2016, 17:10
10 17/05/2016, 15:36
150 17/05/2016, 13:57

Rugby Team trip to South Africa 1200 20/05,/2016, 10:51
Maths GCSE Textbook 4.5 17/05/2016, 10:32
London Zoo 50 17/05/2016, 09:53

To download sales data for a particular offer:

e Click Sales Management
o Click Sales
[ )
then click Export CSV
[ )

Pay off swimming subs over the year or up front

Offer additional information

QUESTION

Child can swim?

Freeform payments table

Payment date Balance before
17/05/2016 £150.00
17/05/2016 £160.00
17/05/2016 £200.00
17/05/2016 £80.00

D

End Date

nfa

02/09/2016, 23:59
22/06/2016, 12:05
22/07/2016, 17:00
30/06/2016, 17:00
31/05/2016, 17:10
nfa

02/02/2017, 13:56
17/11/2016, 00:00
nfa

02/08/2016, 09:52

VALUE

true

Amount
-£10.00
-£20.00
-£80.00
-£40.00

E
Due Date
n/a
02/09/2016, 09:15
21,/06/2016, 12:05
22/07/2016, 17:00
30/06/2016, 00:00
30,/05/2016, 17:10
nfa
02,/02/2017, 13:56
21/09/2016, 00:00
n/a
05,/07/2016, 09:52

Search for the offer and click on the eye icon within the View column
This will take you to a page where all sales data for that offer is displayed, where you can

The Excel document will download to your computer so you can open the document

F G
Quantity available Quantity Sold
50 0
30 0
Unlimited 0
50 0
Unlimited 0
30 o
1 1
Unlimited 1
40 0
284 16
49 1

The Excel document will download to your computer so you can open the document

Remaining
£140.00
£120.00
£40.00
£0.00
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8.4.

Comparing Transactions report with sQuid Weekly Transaction

Summary

A weekly transaction report is sent by our sQuid Finance department. To reconcile the purchases
in the two reports:

Go to Transactions

Select statuses LIVE, PAUSED and EXPIRED to show transactions for all offers

Select start date and end date to match with the date range in the Weekly Transaction
Report, which will be Monday to Sunday.

Click Apply Filter

The total value of purchases in the Amount column should match up with the Purchases

total in the Weekly Transaction Report. Please see screenshots below.

Click Export as CSV to compare the totals in a spreadsheet format.

Ofter ID Purchase

1D

171518

171061

171029

170362

Ledger

code

Ofter Category  Name/ Student
Title SRN D
Madrid Trips Wilson

2018- Harry

nstaleseots £337991030201911

Penci MiscellaneousReeman
Caseand Taylor
contents

6337991030201779

iceland Trips FRY

2018 DEVIN
£337991030201577

lceland Trips JAMES

2018 ALASARA
4337991030201423

Madrid Trips Caeroll

2018~ Ellie-Mae

Installements £337991030201933

Sale
Date
Time

307012017

21:2457

27/%172017

15:54:38

27/n0/2017

145249

25/0072017

13:16:13

24/%0/2017

10:27:45

Previous Amount

balance

£38.00 £38.00

£4.00 £400

£75.00 £75.00

£75.00 £75.00

£33.00 £38.00

Mt At
TRANSACTIONS: (For the week analysad balow)
Stons Top Ups
Rehunds Lo
Radeams E QoD
bt of All Transactions EEI0.00
FEES: T feen
Transeman fid parcenags chaigd 1.50%
Transseton fss (Exmmpt b VAT E3d5
Amount dise (fojifeom you for this weska sctivity m
Amgunt S (from you from previcus wesks £ o0
Cumulstive Total dus {to)¥rom you K26 49)

Amount
to pay

£0.00

Type

Online

Online

Online

Oniine
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9. On site purchase

Input cash or cheque payments made by an individual to pay for an offer.

9.1. On site purchase — payment required in full

e Within the View all offers section click on the cog icon
e Click On site purchase

All offers L

View, edit and manage your offers here,

All categories L Select fromdate Select to date

Live Upcoming Pause xpired

Title Price Quantity Deadline Actions
France Trip £30000 Offerssold: 3 06/10/2016 @
Offers remaining : 32 ‘,1,4' Edit offer
g W) Pause offe
School Jumper £25.00 Offers sold: 0 A B View purchases
Offers remaining: D View offer
v
o3 Extend offer
School Tie £12.00 Offerssold: 5 e e L

e You can search for the user’'s name in the search box, or find the user by scrolling down
e Click the name of the user

On Site Purchase

This onsite purchase is for offer

Jayd

E@D Jayden King - 6337999002700054 - User

P

Search for the user you would like to make the off site purchase for.

o If the offer has any requirements, these should then be entered (e.g. size for a uniform
purchase)
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Click Save and proceed

On Site Purchase

This onsite purchase is for offer

Offer Requirements

Size required *

Requirements

Previous

Offer Details

Medium|

6/500

e Select Customer is paying by cash or Customer is paying by cheque
- Ifitis a cash payment, you can enter the denominations used to make the payment.
You can also include whether the customer receives any change i.e. If the customer
uses 3 x £20 notes to pay for a £50 instalment, tick the Would you like to add
denominations box and enter ‘3’ in the box underneath ‘£20’. If the customer
receives a £10 note as change, then tick Does the customer require any change?
and enter ‘1’ in the box underneath ‘£10’. See the screenshot below as an example.
e Once the cash or cheque amount has been entered click Buy
On Site Purchase
This onsite purchase is for offer
e v
Payment
Customer is paying by cash Customer is paying cheque
' Would vou like to add denominations
1p 2p 5p 10p 20p 50p £1 £2 £5 £20 £50
0 0 o] 0 0 0 0 o] o 0
| Dioes the customer require any change?
1p 2p 5p 10p 20p 50p £1 £2 £5 £20 £50
0 0 0 0 0 0 0 0 o 0
e You are then taken to an overview page where you can print a sales receipt
e Click Finish
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9.2.

On Site Purchase

This onsite purchase is for offer

Sales receipt
Full name:

Jayden King

SRN

6337999002700054

Item:

Schoal Jumper

Offer title:
School Jumper

Payment type: Offer price: Paid:

CASH £25.00 £25.00

@ Sl

9

Complete

Administrator details:
Matt Hart

Date of sale
25-08-2016
15:24:30

Remaining to pay

£0.00

On site purchase — payment can be paid by instalments

Within the View all offers section click on the cog icon

Click On site purchase

All offers

View, edit and manage your offers here.

All categories

Searchintable

Title

Year 9 Iceland Trip

Music Club

Live

Draft

Select from date Select to date
Upcoming Paused Expired
Price Quantity Deadline Actions
£500.00 Offers sold: 0 30/11/2016
Offers remaining: * & Editoffer
& (D Pause offer
£10000 Offers sold: 0 24/11/2016 | @ View offer
Offers remaining : = =
v 3 Extend offer

You can search by the user’'s name in the search box, or find the user by scrolling down
Click the name of the user
If the offer has any requirements, these should then be entered (e.g. trip consent form)
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On Site Purchase

Thits orite purchase is for offer

(o v
zmith]
SRM o ased SUTnan Fadaranca
E33T5950027 0005 Harry Smith FETE401315054
3
Check the box next to the instalment amount, or amounts, being paid
Click Save and proceed
On 5ite Purchase
Thiz ansie purchase |3 for offer
) '\/ k
s Dascriptios Prica Snatus Pay
20OFI01S Depasit ESQ.00 npaid o
1014 1t Instabment £15000 Elnpaid
11112018 2red Inestaliveant E150000 Unpadd
Fvilea0is Jrdd Instabment £15000 Unpaid
Payment total: ES0.00
Prewious

Select Customer by paying in cash or Customer is paying by cheque
Once the cash or cheque amount has been entered click Buy
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On Site Purchase

This omite purchasa Is faraffer

o

Customer is paving by cash

wr CusEomal is paying chegue

Cheque refererce

Ener reference nember

Fravious

Parpimari

®

Paryment total E50.00

You are then taken to an overview page where you can print a sales receipt

Click Finish

n Site Purchase
Thiz grzie purchase is for offer

e
Sales receipt
1 npme
Harry Seith
Ak,
4337TPRR00Z MO0

Igmm;

fear ¥ loeland Trip

L)
[ffer titee
Fear ¥ leeland Trip
Paymant type: Ciffer prive:
CHEGUE ESO0u0

ﬂmm:rmh

V)

Complete

srministrator detsl

Mt Hart

Do sabs:

25-08-:015

154858
Paid: Remaining to pay
£5000 £450.00
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9.3 On site purchase — Accept instalments or full payments as long
as the payment deadline is met

e Within the View all offers section click on the cog icon
e Click On site purchase
e You can search for user’s name in the search box, or find the user by scrolling down
e Click the name of the user
e If the offer has any requirements these should then be entered (e.g. trip consent form)
e Enter the Amount to pay and click Save and proceed
|
This ansite purchazs is for offer
O v

Oiffar titla Orfter price Agsil L0 pay

= EL0000 E | s

Art Club

Payment total: E50.00

e Select Customer is paying by cash or Customer is paying by cheque
e Once the cash or cheque amount has been entered click Buy
e You are then taken to an overview page where you can print a sales receipt
e Click Finish
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9.4. Incomplete on site sales

In this section you can view any purchases that are incomplete.

e Click on Sales on the top toolbar and then Incomplete on site sales

SQUid ® Q lz 2 9
Home Users & groups Offers Sales System Admins My account Log out

Q Matt Hart
Site: The Matthew Hart School - ID: 90027

Sales & reports

Here you can choose to view sales reports or transactions.

ol AN

Sales Transactions Incomplete on site sales

e Toresume making payment click the cog icon. You can also cancel the purchase by
selecting cancel

= Back to Sales & Reports

Incomplete on site sales
Here you can view pending purchases to be resumed or removed.

Customer Details Offer title Offer price Deadline Actions

Phoenix Start France Trip £300.00 06/10/2016 a

SRN: 6337995002700104

Harry Smith 2
i i Music Club £100.00 24/11/2016 |

SRN: 6337999002700099 (@) Cancel

Previous n Mt

If resuming payment, select the amount being paid

Click Save and proceed

Select whether the customer is paying by cash or cheque

You can enter the denominations used to make payment if required
Once the cash or cheque amount has been entered click Buy

Review the overview page and print a receipt for the payment if required
Click Finish
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10. Completing a purchase as an end user

e When a user accesses their sQuid account they will see all purses displayed on the Home
screen

¢ Within the Trips and Offers purse, the user will be able to click ‘X’ offers available to be
taken to any available offers

A

Ade ¢
My sQuid

Welcome 10 your SQUid homepage. Here you Can view your pursedsl. seiect 2 100 Up amount and add Lo your basket. To view your basket at any time. simely ciick the

View basket button

Matt Test Pupil

SR 4337 9990 0270 0104

BioStore purse Online ePayments purse
PURSE NUMBER - 6337990033000701¢8 @ PURSE HUMBER * 6337$9004000037393 @

PURSE REFERDNCT TeDWOY B PURSE REFERENCE - 4BQYVG @

ot TOP UP
BALANCE BALANCE
2 £0.00 Seiect amount - 2 £4.00 Select amount .
suid suid
TO COLLECT POLLACT
£0.00 @ £0.00

¢ Within this page the user can select Add to basket to add any offers to their basket
- the item will remain in the basket for 30 minutes in order to complete purchase

== Total: £0.00
Available Offers
All availshle offers
FosTED N posTEDON: PosTED DN
—LEJ 205/ 20HE = 1BAI50 14 =2 151052018
English - Hamlet ‘Year 8 5ki Trip Ishe of Wight Trip
Price: £500 Pricez E300.00 Frice: £120.00

S0 ofMers availatile 0 offers avalabe unlimited cifers

L
Wiew offler datails

This gffer doss not exire

&

Wiew affer details

Thiz offer espirezin 58 days

Lo

Wiew offer details

Thiz offer wxpines in 38 dave

The user can click on View basket to be taken to their basket and complete the purchase
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@@ Total: £300.00

. ,' 29:17 - To complete purchase O
- MORE TIME

e Within the My basket page the user can proceed to make payment by clicking on Checkout

My basket
Items in basket
YEAR 8 SKITRIP OFFER ENTER AMOUNT TO PAY REMOVE
£300.00 DT w
Devtest2
633799161600002797 m
Total: £300.00

Checkout

e The user will then be taken to the ‘Checkout’ screen

¢ If the user wants to pay for the offer with funds available from their Trips and Offers purse
then they would click Pay for this offer with the purse funds | have available, and proceed
to the next page

e If the user has no funds in their Trips and Offers purse and wishes to make payment using a
debit or credit card, they will click on Checkout and then enter their payment card details

- If the user has a stored payment card, then their payment card details will be
populated

o |If the user would like to make payment using a payment card other than their stored payment
card, then they will click Pay with a different payment card

e Click Complete top up to confirm purchase

Checkout

Stored Payment Detalls - COENSE

Visa {Dabit Card)

Kris Gorman

.......... . Success

Thank you!
Total to pay: E300.00
Back to dashboard

th a different pryment card
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Any part paid offers are displayed when clicking on Offers. If the user clicks on X to pay’
under part paid offers they can continue making payment for an offer.

Transactions Users Offers ~ Settings Log out

=
New Offers Purchased Offers Part Paid offers
3 available 10 paid in full 1to pay

S
e otal !
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11.SchoolPay Training Checklist

School Name:

School Address:

Main Contact:
Training Provided By:

Date of Training:

This checklist is to be filled in onsite during training days to record training given to users. Once training
has been completed please tick the box under training given. If training was not given on a certain

section, please enter N/A.

Changing Account Details

MANAGE USERS — Adding a New User

MANAGE USERS - Creating New User Profile for access

MANAGE USERS - New User will receive an email they need to confirm before
they move from the Invited Users tab to the My Users tab

MANAGE USERS - Editing a User

MANAGE USERS - Deleting a User

MANAGE USERS - Enabling/Disabling an existing user

MANAGE PERMISSIONS — Adding a new User Profile

MANAGE PERMISSIONS — Assigning what tasks a user profile can perform

MANAGE PERMISSIONS — Editing User Profile

MANAGE PERMISSIONS — Deleting a User Profile

MANAGE PERMISSIONS — Enabling/Disabling an existing User Profile

CUSTOM GROUPS — How to create a new Custom Group

CUSTOM GROUPS - Searching for Year Groups, Classes or Individual Students

CUSTOM GROUPS — How to edit an existing Custom Group

CUSTOM GROUPS — How to delete an existing Custom Group
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OFFER CATEGORIES - How to create new Categories
OFFER CATEGORIES - How to edit existing Categories

OFFER CATEGORIES - How to delete Categories

LEDGER CODES - How to create a new Ledger Code
LEDGER CODES - How to edit an existing Ledger Code

LEDGER CODES - How to delete a Ledger Code

SETTLEMENT ACCOUNTS - View Bank Account Details

OFFER DETAILS - Creating New offer
OFFER DETAILS - Adding a New Category during offer creation

OFFER DETAILS - Explaining about quantity available

DATE AND TIMINGS - Setting up Offer Start Dates, Offer End Date and Payment
Deadline Dates (Payment Deadline Date should be before the Offer End Date)
DATE AND TIMINGS - Explaining the clock is 24-hour clock ie 3pm would need to
be set up at 15:00

OFFER PRICE - Selecting Bank Settlement account for the offer
OFFER PRICE - Adding a new Ledger Code during offer creation

OFFER PRICE - Explaining the different payment plans
OFFER PRICE — Setting up Planned Instalments

GROUPS — Creating a New Group during offer creation

GROUPS — Applying offer to Year Groups, Classes or Individual Students
SUBSIDISED USERS - Setting up subsidised offers for users

ADDITIONAL INFORMATION — Adding a file for the end user to download
ADDITIONAL INFORMATION — Adding a section for the end user to upload a file
ADDITIONAL INFORMATION — Asking the end user a question for them to answer

ADDITIONAL INFORMATION — Adding a web link for the end user to view
ADDITIONAL INFORMATION — Adding additional information for the end user to
view

ADDITIONAL INFORMATION — Asking a yes or no question for the end user

ADDITIONAL INFORMATION — Select from a List of options which allows the end
user to select from different options i.e. Uniform Sizes

ADDITIONAL INFORMATION — Explaining about mandatory checkboxes

ADDITIONAL INFORMATION — Making sure site are aware they can add as many
‘Additonal Information’ options as required
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OFFER OVERVIEW — How to make amendments if required

PUBLISH OFFER - If you click NO then the offer will be saved in your draft offers

PUBLISH OFFER - If you click YES then your offer will be completed and
published

OFFERS — How to filter between Offer Categories

OFFERS - How to filter between Start and End Dates

OFFERS - Using the “Tabs” to filter between live, draft, upcoming, paused and
expired offers

OFFERS - Editing Offers

OFFERS — Creating a New Offer while in Offers section

ARCHIVED OFFERS — How to filter between Offer Categories

ARCHIVED OFFERS — How to filter between Start and End Dates

ARCHIVED OFFERS - Editing an Archived Offer to make it live

Explain you can complete On Site purchase either through Offers or Find a User

How to complete an on-site purchase

Explain the different payment options of on-site purchase

Looking for users with part paid offers

Paying for additional instalments of a part paid offer

SALES - How to filter between different Offer Categories

SALES - How to filter between Start and End Dates

SALES - Using the “Tabs” to filter between live, paused and expired offers

SALES - How to search for an offer by offer name

SALES - How to export data as csv file

Page | 52




TRANSACTIONS — How to filter between different Offer Categories

TRANSACTIONS - How to filter between Start and End Dates

TRANSACTIONS - How to search for an offer by offer name

TRANSACTIONS - How to export data as csv file

Training Completed

To be signed by Main Contact for the School.

| confirm that training has been given for each area of the system and that | have understood the training
provided. | have been given the opportunity to raise any questions on any of the areas | was unsure of
and that my questions have been answered to my satisfaction.

Signhed:

Print Name:

Date:

Feedback:
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