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1. How to access the system

1.1 Accessing Hosted Portal

You will access the sQuid Dinner Money Hosted Portal via the below Web Link
https://dinnermoney.squidcard.com.

Please be aware that older versions of Internet Explorer do not work with this software, so
we recommend using Google Chrome to access this. If Google Chrome is not available, we
recommend contacting your IT to ask them to install.

Enter your username and password. These will have been emailed to you originally. Your
username is normally your email address
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Username

Password

Forgot your password?

We have set the system up to recognise the school’s Public IP address. If you are logging in to the
portal from a different IP to normal, you will see a box asking for a token key to be entered. This
will be automatically emailed across to you when you try to log in. Please enter the token key once
received to access the system as normal. Emails will be sent from BioStore
(donotreply@biostore.co.uk)

New Login Location Detected. Please check your e-
mail for a security token.

Secure Token

If you have forgotten your password, please click Forgot your Password?, A new password will
be emailed across to you.

Forgot your password?

SQUid Page 4 of 27

Dinner Money


https://dinnermoney.squidcard.com/

1.2 Hosted Portal Access Rights

Each staff member will be given their own unique login (their school email address). Each login can
be tailored to have different permissions within the system. These will initially be set up from the
data you have entered in the Hosted Portal Logins template spreadsheet. All staff members will
have received an email with their username, password and the link for the new portal. If anyone
has not received this or you wish to change the access rights of a staff member, please contact our
Client Services team at support@squidcard.freshdesk.com with the staff members email address,
and we can re-send the password details or amend the access rights. The different permissions
are;-

Preorder — all users should see this permission

Collection — you will only see if your school uses collection at lunchtime
Registration — you will only see if your school uses e-registration (writeback)
Reports — all admin staff should have access to this

Admin (Customers, Products, Menu, Calendar and Maintenance) — all admin staff
should have access to this

1.3 Changing your password

e Log in to the Hosted Portal using your existing details
e Click on the COG (top right)

&

e Click Change Password

Change Password

Help

Enter Current Password
e Enter New Password

e Enter Confirm Password
e Click Submit

Current Password

New Password

Confirm Password

Back

If you do not wish to change your password, you can click Back to take you back to the portal.
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2. Meal Pre-ordering

2.1 Entering meals

e Open Google Chrome and enter the web link for the sQuid Dinner Money Hosted Portal
o Enter your username and password (this is unique for each user)

e Click on Pre-Orders tab

e Select Year and then Class

EY
SQ)H“'MdMnMV Logged into squidtestd4172 as: Kirsty Kelly O E

squictesta177

Selact Year:

Year 1 Year 2 Year 3 Year 4 Year 5 Year 6
0/18 0118 JIR; ] 1/ 18

Cther Users:
Staff

0/1

Late Students;

e Click on the student name and press meal required. Students will then be highlighted in the
chosen meal colour

¢ Should you need to change the meal option if you make a mistake, click on the student again
and the change option

e Repeat the above steps for all students

e You can check you have entered the right number of meals by looking at the count check on
the right hand side of the screen

o Meals are automatically saved after each selection

s@uid

Dinner Money

Loggedin to squidtestd4172 as: Kirsty Kelly a E-’

1quidtest172> Year 1 > Class |

Select Customers: Selec! AlVNone

o
Clark Kent Cralg Nguyen

/ l ) ) )
) ) == ) =)
H ) H ] 0 o
H T . H H
A \ \ \ \ \ A A >
L1
Cheese Pasty Jacke! Potato Packed Lunch Not Present
230 £230 £0.00 £00

You can also select multiple children by clicking on each child, so they are highlighted, and then
selecting meal choice. The highlighted children should now change colour to match the colour of
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their meal choice. You can also press Select All/None to highlight everyone and then make the
meal selection.

If you have Warnings (allergies) set up against a child, you will see an orange Exclamation mark
icon showing.

If you have switched on the Insufficient Funds markers, you will see a red Exclamation mark icon
showing for any people without sufficient funds to order a meal.

Please note, meals will automatically save after each selection so there is no Save button.

To view another Year or Class you can either press the Back button, or when you are in a class
simply hover over the Year or Class to view a dropdown box to select.

2.2 Checking Pre-orders are correct

e Once you have entered all meals through on the Pre-orders tab, go to the Reports tab

e Click on the arrow of the dropdown box under Reports and select Whole School report

e Check that the Selection Summary has the data you wish to select

o Click Create Report

e You can view your requested report under Last 5 Reports

e Click on PDF or CSV over on the right hand side to open the report (you may need to refresh
your screen if this is not showing)

e This will give you an overview of how many meals have been ordered

e Check this against number of meals the school should have ordered

e Ifitis incorrect you will need to check through each class to find errors to correct

Unfunded Meals
Any students listed in this section do not have sufficient funds to purchase the meal they have
selected.

Warnings
Any students listed in this section have warnings (allergies) assigned to them and to the meal they
have selected.

2.3 If Whole School Pre-orders reportis incorrect

e Gotothe Reports tab

e Click on the arrow of the dropdown box under Reports and select Class Overview report

o Check that the Selection Summary has the data you wish to select

e Click Create Report

e You can view your requested report under Last 5 Reports

e Click on PDF or CSV over on the right hand side to open the report (you may need to refresh
your screen if this is not showing)

o Check number of meals on report against each class from registers

¢ When you have identified the class containing the error(s) go back to the Pre-order tab and
amend as above

e Re-run and check Whole School or Class Overview report again to check it all tallies

o If there are still errors, repeat the process until the report is correct
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2.4 Online Pre-orders

Online Pre-orders are if your school is set up for parents to pre-order meals online. When you click
on Pre-orders tab all orders placed online will have a globe above student. You can still enter
meals for any children who have not ordered online by following instructions in section 2.1

For same day reports follow instructions in sections 2.2 and 2.3. For details of advance orders you
can use the following reports;-

e Advanced Pre-order Summary - This will give you an overview of how many of each meal
has been ordered, and any students who have insufficient funds for their meal (Unfunded),
and any allergies entered against a student (Warnings)

e Advanced Pre-order List - This will list each person in the class and what they have
ordered for a specified date range

Beware of running reports before your cut off time as parents could still order meaning your reports
could be incorrect.

3. Meal Collection

3.1 How to collect meals

o Open Google Chrome and enter the web link for the sQuid Dinner Money Hosted Portal
e Enter your username and password (this is unique for each user)

e Click on Collection

e Select Year and then Class

suid e _ o
Dinner Money Logged in to squidiastd 172 as: Kirsty Kelly

Pre-Oinders Collection Registration Repores Fartner Dingnostics Custamers Products fenu Calendar ain tenance

squidiestarra

e You will see that each child is highlighted in the colour of their chosen meal and has their meal
choice(s) shown below their picture

e Click on student name and press Collected. The student will no longer be highlighted in the
chosen meal colour and return back to grey with a green tick above their name

e Repeat for all students
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Collection

Logged in to squidtest4172 as: Kirsty Kelly

Pre-Orders

=l T

Registration  Reports  Partner CQustomers

Diagnostics

squidtastalias Yoar 1 > Class |

Select Customers: Select AlVNone m

V) &
Bryan Frank Calvin Harrison

Clark Kent Craig Nouyen Cratina Mekinney Dewsy Torres Daris Kennedy Lizzis Wade 1sis Petarson
o {fmge P hersy Cotage Fie Catiage: e
JuPrefLast Prel  Juanita Hampton Mis Padita Rachel Green Sean Moss Steve Pref Lust Tomn Carlson Withur Mughes
Pref
Collected Cancel PreOrder

You can also select multiple children by clicking on each child, so they are highlighted, and then
select Collected. The highlighted children should now no longer be highlighted in the chosen meal
colour and should return back to grey with a green tick above their name. You can also press
Select All/None to highlight everyone and then select Collected.

Should anyone no longer require their meal, you can click on the child so they are highlighted and

then select Cancel Preorder.

4. E-reqistration (Writeback)

4.1 Entering AM Reqgistration

Enter your meals as normal and this will write back a present mark into SIMs. Make sure you have
selected all students and that they are highlighted as either having a Meal, Packed Lunch or Not
Present.

Please be aware that it can take up to 10 minutes for the registration marks to writeback to SIMs.

There are 3 statuses shown for e-registration:

Submitted — Data has been sent to SIMs to write the marks
Completed — SIMs has written the marks against that child

Mark Already Set or Mark — there is already a mark written in SIMs against that child that
we are unable to override

Should you mark someone as Present that should have been Absent, this will need to be changed
in SIMs.
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4.2 Entering Late Marks

e You can access the Late students by going to either the Pre-orders or Registration tab

e Click on Late. This will show you all students who have no meal or Not Present selected against
them

e If you are on Pre-orders tab, Click on student hame and press the meal required. Student
will then be highlighted in the chosen meal colour

e If you are on Registration tab, Click on student name and press either Present or Late.
Student will then be highlighted in the chosen colour

e The student will then disappear from the Late screen

4.3 Entering PM Registration

e (o to the Registration tab

e Select Year and then Class

e Click on student name and select either Present or Absent. Student will then be highlighted
in the chosen registration mark colour

e Repeat for all students

SQUId ney Lagged in to squidtestd172 as: Kirsty Kally lu. E_)

Products enu Calendar Mamtenance

squidtest4172= Yoard = (lass 1

FOES T Select AllNone < Back 17 [ 17 Registatad

Bryan Frank Calvin Harvlaon Clark Kent Cralg Mguyen Crinting Mchinney Dewey Torres Doris Kennady Lizzia Wade lata Peteraon
Subriiib Submitled Suemitta] Sutmittad Subimitted Submited Sulsmitiod Subnitied
Jo Pref Last Pref Juanita Hampton Wlia Padilla Rachel Green Sean Moss Steve Pref Last Tom Carfean Wilbur Hughes
Fraf
Presont Atisent
(AN LA

Once your PM registration cut off time has passed, the Present button will automatically change
to say Late. Your cut off time is controlled under maintenance in your sQuid Admin.

You can also select multiple children by clicking on each child, so they are highlighted, and then
selecting registration mark choice. Your highlighted children should now change colour to match
the colour of their registration mark choice.

Please note, marks will automatically save after each selection so there is ho Save button.

To view another Year or Class you can either press the Back button or when you are in a class,
simply hover over the year or class to view a dropdown box to select.

4.4 Amending your AM or PM Start Times

e (o to the Maintenance tab
o Select Registration

e Amend the relevant time

e Select Save
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SOUId Loggedinto Athelstan11525 as:Kirsty Kelly o E)

Dinner Money

Pre-Orders Collection Registration Reports Partner Diagnostics Customers

Actions:
Satting Edit Tanle £nd of Day Restan Sarvice
Section:
i Ay E 1l P yaar o i ¥ y

* Click a Setting Name to display its description

AM Late Start Adjust Minutes m
AM Late Start 12:00 m
AM Start 08:00 m
PM Late Start Adjust Minutes m
PM Late Start 15:00 m
PM Start 1230 m
Writeback Batch Size 500 m

5. Reports

5.1 How to run and open reports

e Go tothe Reports tab

e Click on the arrow of the dropdown box under Reports and select your required report

e Use the calendar to change date range if required

e Check that the Selection Summary has the data you wish to select

e Click Create Report

e You can view your requested report under Last 5 Reports

o Click on PDF or CSV over on the right hand side to open the report (you may need to refresh
your screen if this is not showing)

-
SQUId : o Q [ T
Dinner Money Logged in to squidtest4172 as: Kirsty Kelly

Select Report: Selection Summary:

= PR Selected Schook: squidtestd1 72
sQuid Reconciliation Report o o .
€ From 15 Mar 2019 00:00:00 10 22 Mur 2019 Zx59:59

@ Report Selectad sOuid Recondliation Report

<8 % Mar201s > > << < Mar2019 > >
M T W T F S S M T W T F s §
Vo2 o2
4 5 6 7 & 0 w0 &3 T3 o3 il el B B
n 122 13 u 15 % 7 " 2 13 W 15 W 17
1 2 2 2 2B B 10 0 A n u
2 M 27 28 2 0 N 25 26 27 2w 2 N N

Last 5 Reports:
Selected
)

I User date  Report  Status  Dayknd ClassFiltar Customarfilter &0

o
=Y pebtors
keltymsquidcard com 19 Firishe squidtes POF

You can click View All next to Last 5 Reports to see reports ran previously

There are a several reports that can be generated by the sQuid Dinner Money system. Following
is an overview of what information the most popular reports will show you.

SQUid Page 11 of 27

Dinner Money



5.2 Financial Reports

e End of Day — Overview of your daily cash numbers of meals taken

e sQuid Reconciliation Report — Same as End of Day but with your FSM broken down in to
Key Stage 1 and 2

e Allowance Uptake Report — Overview of your FSM and UIFSM numbers

e Debtors Report — Overview of debt at your school (due to the amount of data that this report
has to process, it may take slightly longer to generate)

e Funds Deposit — Displays any online or cash top ups

e Funds Withdrawn — Displays any online or cash withdrawals

5.3 Customer Reports

o Class Report — This will list each person in the class and what they have ordered
o Rejected at Till — Will show you if the system has rejected any meals due to insufficient funds
e Packed Lunch Count by Day — Number of packed lunches entered on to the system

5.4 Product Reports

o Whole School — Pre Order Summary - This will give you an overview of how many of each
meal has been ordered, and any students who have insufficient funds for their meal
(Unfunded), and any allergies entered against a student (Warnings)

o Product Sales Analysis — Overview of products sold

o Category Sales Analysis — Overview of number of meals sold, broken down by Paid, FSM,
UIFSM and Staff Meals

e Current Pre-order Menu — Show you the menu for the day

o Class Overview - This will give you an overview of how many meals have been ordered in
each class

6. Customers

6.1 New people

New people and any Free School Meal changes are automatically pulled through from the
school’s MIS system. This happens overnight so any changes you make will show the following
day in sQuid Dinner Money.

6.2 Finding the unigue SRN (sOuid Reference Number) for a person

+ Gotothe Customers tab

» Search for the required person and press Green Plus icon next to the person’s name
* Find the 16-digit account number and three digit CVV number

* You will need those details to send a sQuid Registration Letter to the new person

- Page 12 of 27
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6.3 Adding and withdrawing cash

Go to the Customers tab

Search for the required person and highlight them

Click on Adjust Funds

Enter notes in the description box

Select the transaction type (Cash Deposit — top up with cash or Redeem for withdrawal)
Add the amount to be deposited or withdrawn in the Additional Funds box

Click Save

Bloom Student N

Create Transaction:

Description: Transaction Type: Additional Funds:
Cash Deposit Cash Deposit $ 10
Account:
Balance Cash: Current: After;
£300.30 £310.30
Balance Committed: Current: After:
£0.00
Balance Available: Current: After:
£302.50 £312.50

6.4 Transferring funds

This would be if you need to transfer funds from one person to another. ie. If a sibling leaves in
Year 6 and you can transfer funds to a younger sibling.

Go to the Customers tab

Search for the required person and highlight them

Click on Adjust Funds

Enter notes in the description box

Select the transaction type (Transfer)

Add the amount to be transferred in the Additional Funds box

In Search Account, start typing in part of the name of the child you wish to transfer to (at least
3 letters)

Use the dropdown box to select person you wish to transfer to
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¢ Click Save

Bloom Student Mo

Create Transaction:

Descripbian: Transaction Type: Additlonzl Funds:
Transfer fo RG Transfer 3 50
Account: rac Rachel Graen Clas
Balance Cash Lurrenc After
£300.30 £250.30
Balance Committed: Current: Aarter:
£0.00
Balance Avajlable: Current: arter:
£302.50 E252.50

=1 E3

6.5 Adding manual Free School Meal or Universal Free School Meal value to an
individual user

This would be a one off if you needed to add a Free School Meal or Universal Free School Meal
to a child on the same day you added them to your MIS.

* Goto the Customers tab

» Search for the required person and highlight them

* Click on Adjust Funds

* Enter notes in the description box

» Select the transaction type (FSM Deposit or UIFSM Deposit)

* Add the amount to of your Free School Meal or Universal Free School Meal value to be
deposited in the additional funds box

+ Click Save

To remove a deposit off someone who no longer requires FSM or UIFSM, repeat as above but
select FSM Reclaim or UIFSM Reclaim as transaction type

Bloom Student No

Create Transaction:

Description: Transaction Type: Additional Funds:
FSM Deposit FSM Deposit s 2.4 %
Account:
Balance FSM Current: Aftar:
£0.00 £2.50
Balance Committed: Current: After:
£0.00
Balance Available: Current: After
£302.50 £305.00

6.6 Amending individual overdrafts and spend limits

* Gotothe Customers tab
» Search for the required person and press View Person
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* Click on Adjust Account tab
» Set limits to the required amount in Overdraft Limit/Daily Cash Limit boxes for the individual
+ Click Save

Kirsty Bloom Split Year Class

Personal Info Address Photo Account Purses Warning Identity Adjust Account

Daily Cash Limit: 0

OverDraft Limik: 10| X

6.7 Adding warnings (eqg. allergies) to individual

+ Gotothe Customers tab

« Search for the required person and highlight them

* Click on Edit Warnings

* Tick the warnings (allergies) to be added to the person
* Click close

Kirsty Bloom Split Year Class

Personal Info Address Photo Account Purses Identity Adjust Account

warnings
[J4. Tomatoes 2. EU Peanuts 2. EU Eggs
[J4. Restrict Student 2. EU Nuts [J2. EU Crustaceans
3. Non halal 2. EU Mustard [J2. EU Cereals
[J1. Medical 2. EU Molluscs 2. EU Celery
] 2. EU Sulphites 2. EU Milk [J2.eqgs
[J2. EU Soybeans [J2. EU Lupin [J2. Cheese
[J2. EU Sesame [J2. EU Fish

You need to make sure you have assighed warnings (allergies) to your products as well
for this to show on reports.

7. Products

7.1 Adding a new product

+ Gotothe Product tab

+ Click Add Product

» Select required product category from the category drop down eg. Mains

* Add a description for the product you're adding

» Enter the description in Linel and Line 2 (this will be what is displayed on the buttons for
people to order)

* PLU —ignore this box

* Student Cost — select The product has no VAT applied from the drop down box and then
enter the cost of the product for students in the Price box

* Other Cost - select The product has VAT applied from the drop down box and then enter
the cost of the product for staff members/adults. If the price you have includes VAT, enter the
amount in the Total box rather than the Price box.
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« Make sure Products available for free meal is ticked

* Click Save
Mans H
Desc Cheese & Potato Pie
Line Cheese & Line Fptate Fie
PLU
Ext i
/! able
The product has no VAT agplied
F 2,50
260
Tha product has VAT applied
250 1)

7.2 Amending product price

* Gotothe Product tab

» Search for the required product and click to highlight and press Edit Product
* Amend the prices to the correct one

* Click Save

Line2 Fatata Pis

The product has no VAT appised

28 AT o

T prosduct Res VAT andlied

| 24 - AT 0.62

=3 oo

You need to make sure you change your FSM and UIFSM value should you change your
products price. See section 11.1 for how to amend.

7.3 Adding warnings (e.g. allergies) to products

* Goto the Product tab

» Search for the required product and click to highlight and press Edit Product

» Tick all the warnings (allergies) in the box on the right hand side that relate to the selected
product

* Click Save

* Repeat until you have added warnings (allergies) to all required products
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Chaz & nes. Potalo Fie

Tre product has no VAT apphed

28 VAT a

Tha product has VAT eppiied ¥

26 VAT 052

=3 coee

You need to make sure you have assigned warnings (allergies) to your individual users for
this to show on reports.

7.4 Adding warnings (e.g. allergies) to individual users

* Go to the Customers tab

» Search for the required person and highlight them

* Click on Edit Warnings

» Tick the warnings (allergies) to be added to the person
* Click close

Kirsty Bloom Split Year Class

Personal Info Address Photo Account Purses Identity Adjust Account

Warnings
[J4. Tomatoes 2. EU Peanuts 2. EU Eags
[14. Restrict Student 2. EU Nuts [J2. EU Crustaceans
[~13. Non halal 2. EU Mustard [J2. EU Cereals
[J 1. Medical 2. EU Molluscs 2. EU Celery
[]2. EU Sulphites [J2. EU Milk [J2.eqgs
[J2. EU Soybeans [J2. EU Lupin [J2. Cheese
[J2. EU Sesame [J2. EU Fish

You need to make sure you have assighed warnings (allergies) to your products for this to
show on reports.

7.5 Creating a new warning (e.q. allergies)

* Gotothe Product tab

* Click Edit Warnings

* Once you have entered all of the information below click Add

* Name - add a descriptive name for the warning you're adding

* Message - the warning message is what will be displayed to users and/or till operators
* Level - there are several warning levels available:

1. Simple Warning - displays the warning message when a product with this warning is
selected.
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2. Yes/No confirmation - displays the warning message and Yes/No buttons to confirm that

the user wants to continue or cancel this selection.

3. Show but don't allow - displays the warning message and stops the product from being

selected.

4. Remove option - removes the product from display when a person with the warning
applied is making a selection.

5. Type - choose who sees the warning (on a per-user basis), or apply the warning to

everyone
Vegetarian HEsEARER Vagatarian
3 2-Yes/No Conl % b Choose who see 3
[ s ]

Name Level Type Description
egygs 2 - Yes [ Mo Confirmation Choose who sees the warning  allergy
Medical 1 - Simple Warning Choose who sees the warning  Medial
Non halal 3 - Show but don't allow Apply the waming to all people Non halal
Cheese 2 - ¥es [ No Confirmation Choose who sees the wamning  Cheese
Tomatoes 4 - Remove Option Choose who sees the waming  Tomato Allergy
Restrict Student 4 - Remove Option Choose who seesthe wamning  Restrict Student
Ell Carasls 2 - Yex [ No Confirmation Chaoze whao seas the warning.  Cersals (EU Regulatians)
EU Crustaceans 2 -Yes [ NoConfirmation Choose who seesthewaming  Crustaceans (EU Regulations)
EU EgQgs 2 - Yes [ Mo Confirmation Choose who sees the wamning  Eggs (FU Regulations)
EU Fish 2 - ¥es [ No Confirmation Choose whao seesthewarning  Fish (EL Regulations)

You need to make sure you have assigned this new warning to both your individual users

and products affected for this to show on reports.

8. Meal Deals

8.1 Adding a new meal deal

« Go to the Products tab
¢ Click Meal Deal tab

SQEI‘Ird N Logged in ko squidiest4172 as: Kirsty Kelly a E_’

PreOrders G 1 Registration Repoits Farties Diagnostics Customess Produocts e Calendar Maintenance
Actions: Search:
At Meal Deal Ed1 Mesal Dl Edit Choxes
Froducts | Nimal Dty I
haice Chokce 3 Chotce 4 helce 3

Deal & Lnea ine 7 Price 5 VAT S Total s Vrica 0 VATO Total @ hoiee 1

* Click Add Meal Deal

* Add a description for the meal deal you're adding

+ Enter the description in Linel and Line 2 (this will be what is displayed on the buttons for
people to order)

* Leave Student Cost and Other Cost as The deal is for selection only

* Add Choice 1 and Choice 2 ie. Choice 1 is Meal and Choice 2 is Drink

* Make sure Products available for free meal and Products are individually priced are
ticked
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¢ Click Add Meal Deal

Deseription  Spag Bol Choice 1 Meal
Line:1 Spag Bol Choice 2 Drink
Ine ; ——
i Cholce 4
Cholee 5
Sudent The: deal s Bor seleclion o . B Products available for free meal
Price o Al i} B products areindividua ly priced
total Q
Other The deal = for selection only H
*ice o VAI i}
Total a

« Search for the required meal deal and click to highlight and press Edit Choices

* Click on the section to wish to add products to ie Meal

» Search for products you wish to add under Choice 1 (Meal) by using the Product Search box
* Highlight Product and Click Add

* Your product will now show under Meal

* Repeat to add as many products as you wish to show

* Repeat above for your Choice 2 ie. Drink

* Once completed, click anywhere on screen outside of the box to close

Meal Drink Choice 3 Choice 4 Choice 5 Products
Spag Bol Frult Juce Search..
Meal of the Milk Feal of the
Day Diay
MO Drink

Spag Bol
spag Bol

NO Dirimie

School Dinner

Please note, the options will automatically save after each selection so there is no Save button.
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9. Menu

9.1 Setting the menu

* Go to the Menu tab

* Select the desired day and week from the day selection and week selection buttons.

» Select the square you wish to add the product to

* Select the product from Search Product box

* Your product will now display in your selected square

* To change the colour of the button, select the square you wish to change the colour of and

» select the colour buttons you wish it to be

* Your selected square will now show in your selected colour

* If you are wanting a meal deal to show select the meal deal from the Search Meal Deal box

» If you wish to delete a product or meal deal showing in a square, select square and click
Clear Slot

thI'IIId,I Logged in to. squidlesld172 as: Kirsty Kelly a E-}

Actions:

ey e

Active Menu: Week 2 Tuesday

chessn
ey m Widnesday Thursdey Fiidery Sanrcay Sunay

«cheese and potato pie (Student: £2.30 Other: £2.50)

Viseh 1
Cheese Pasty (Student: £2.30 Other £2.30)

Wik 3 Mac Cheese {Student: £2,30 Cther £2,50)

U BT E.

ek

Waek 5

WGk kL e et Prass 'B

Viack 7

Please note, the menu will automatically save after each selection so there is no Save button.

9.2 Changing Today's Menu

You will do this if the Pre-orders tab in the classrooms is displaying the wrong meal choices or
you have a special menu for the day that you haven’t added to the calendar.

* Go to the Menu tab
* Find the right weekly menu so it is displayed
* Click Set Active

This will change the display straight away for classes. If any meals had been entered on the old
menu options, they will now need to add a meal from the new selection.

o 1y
s ;\l:].lcd;,:,__,:___ v Logged in to squidtestd 172 as: Kirsty Eelly a E:
re wqistration s Pty Disgmostics Cusbomers roe |

Fro-Cwdirs. Collect ion

Actions:

i

Active Menu: Week 2 Tuesday

Manday Ty ViscnasiRy Thersdiay Frcay saturday Sunwary

o _chewss & potato pis - Spag Bol

e Set a Colour:

Wi 4 _— Temmm! =] 17
Waek 5 |‘I :E ‘ ‘ I|

Packed Lunch Mot Presant
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10. Calendar

You need to ensure that your calendar is set up for each academic year or your Pre-orders will
not work. You can see overview of your Calendar Year and Start Date when you go to the
Calendar tab.

10.1 Setting the calendar

You can select the menu option that you want to apply to a day from the Order Menu list on the
sidebar. This menu list is populated from the choices you add in the Pre-order view.

Go to the Calendar tab

Select the month that you want to apply an order menu to using the list on the left hand side
Click the date you wish to add the menu for to highlight

Select the menu option from Select Menu(s) on the right hand side (press CTRL and click
menu days to highlight multiple)

Click the date square you wish to add the menu for to highlight

Click Set Menu

Your date square(s) will now show the day and week you have selected

Repeat until your calendar has menus set up

To add a week at a time, you can CTRL + select the days of the week to highlight on the right
hand side and click Set Menu

If you only have Week 1 Day 1 set up then you can duplicate the menu. Select square where
you have Week 1, Day 1 set up and select Duplicate Menu

Enter the number of times you wish the menu to be duplicated for (enter 350 for year) and
click Save

To remove a menu, select the relevant day and then select Clear Menu from the toolbar

Pre-Ounders Collection Registration Reports. Partres Diagnostics Customers Products Fenu Calendar Maintenance

Actions:
Edit Calendar Add Day Type Edit Day Type Set Menu Duplicate Menu Clear Menuy Clear Day

start Date: 09/09/2018: End Date: 21/10/2020

Select Month: Select Menu(s):

March 2019 Week 1 - Day 1
April 2019

June 2019

Week 1 - Day 2
Week 1 -Day 3
Week 1 -Daya
Juby 2019

Week 1 - Day 5

August 2018

Week 2 - Day 1

Segtember 2018 \Weak z-Day 2

October 2019 Weekz-Day3

Wieek 1 Doy 1 | Wieek
{Full e (Fu

Nowember 2019 \Week 2-Day 4

Day Type

Dacernber 2019

{Fll ) Pl D) (Full Day)
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10.2 Editing the calendar dates

You should ideally only change this during Summer Holidays to set up the next Academic Year’s
calendar.

* (o to the Calendar tab

* Click Edit Calendar

* Enter Year End date first and then the Year Start date second
* Click Save

Start | poioei2oda End 201002024

L Treat weekends as holldays

Holiday Start End £
test 12/12/2018 12/12f2018
Xmas 26/12/2018 01/01/2019
easter 04/04/2018 05/05/2019
test3 24/04/2019 24/04/2019
KK hols 18/05/2019 18/05/2019
INSFT NAY a1 /nain1a 20/0A/2018 £
Add Holiday(s)
Start Date 0B052019

End Dak DB052018 m

Comment bay Bank Hobday

B =

10.3 Adding holidays and inset days to the calendar

* Gotothe Calendar tab

+ Click Edit Calendar

* Under Add Holiday(s), enter Start Date and End Date of the holiday — If this is an Inset date
you will enter the same day in both

* Enter a comment for your holiday ie. Summer Holidays or Inset Day 01/01/2019

+ Click Add

* Your holiday will now show in the box above

+ Click Save

Start | pwos2018 End 241002020

s Treat weekends 25 holldays

Holiday Start End
kest 12/12/2018 12/12/2018
xmas 26/12/2018 01/01/2019
easter 04/04/2019 09/05/2019
test3 24/04/2019 24/04/2019
KK haols 18/05/2019 18/05/2019
INSFT DAY N /n&aiZnN19 nina/2n19 =

Add Holiday(s)

Start Date OBMOS201G “

Comment | tlay Bank Holday

o T
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11. Maintenance

11.1 Amending VAT, UIFSM and FSM accounts

+ Go to the Maintenance tab

* Click Settings

* Click Financial

» Enter your new value in the box next to the line that you wish you to change eg. FSM
Amount, UIFSM Amount or VAT

* Click Save

d Id
sojul one Logged in to squidtestd 172 as: Kirsty Kelly a i:
Pre-Onders pCtion e IS Tration Reports Fartner agnostics Customers duets-  Mend Calena

Actions:

Suftngs Edt Tana End of Dy
Section:
Financal At EGD Ceving PreQidul Reduyaiuy Puyments oy
PR e gl s
Balance Minimurm

Balance Warn
F5# Amaunt 260

UIFSH Amount

Global Overdraft Limit 100.00

Global Overdraft Limit (Dther) 0.00

Clobal Daily Spend 1nea

UIFSM Years Rec, 1,2, Yoar &
VAT

You need to make sure you change your FSM and UIFSM value should you change your
products price.

11.2 Amending Daily Global spend and Overdraft Limits

+ Go to the Maintenance tab

* Click Settings

* Click Financial

* Enter your new value in the box next to the line that you wish you to change eg. Global
Overdraft Limit or Global Daily Spend Limit

+ Click Save

.

sQuid o » o
Dinner Money Logged in to squidiestd 172 as: Kirsty Kally

Pt Ol Colleetine Reglitration  Aeports Pirtnar  Dugnostics bl ek T e

Actions:
Soln [EIR TS L of Uy Resian Sori
Section:
Chenl Fmanced Auk EQT e Pretes Fegtmor Prymeni wery

# Cllek 2 Satting Marse bo disp lap s desiption

Balanze Minlmum

Baiance Warn L]

F3M Amount

UIFSM Amaunt 250

GClobal Overdraft Limit 12.50

Global Overdraft Limit (0 thar) 1250

Clebal Caily Spand V250

LiFSH Years Rac, 1, 2, Yuar 5
WAT 200
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12. How to enter meals

Log in to the hosted portal - d
Open Google Chrome and go to SQUI

R Dinner Money
https://dinnermoney.squidcard.com. Enter
your username and password. Your username is et |
typically your email address. = ]
Should your school’s public IP address have IHa—
changed' you wi" be sent a token by email to New Login Location Detected, Please check your &-mail for a security token
allow access to the system. | o |

Lo |

Select year and class

On the Pre-orders tab, select the year and
then the class from the new options that o || owe | owe | owe | ome || owe
will appear. posres

Select student and meal option

Select a student, and select the meal option required. The student will then be highlighted in the colour
of the meal selected.

You can select multiple students by clicking on each one so that they are highlighted, and then selecting
the meal choice. The highlighted students should now change colour to match the colour of their
meal choice. Alternatively, ‘Select All/  souig

G ., e ey o mm

None' can also be clicked to highlight
all students, and then the meal selection
can be made.

1 - ] S
NB: There is no‘Save’ button, as meals u . n .
are saved automatically after each

selection.

If a meal has been selected in error, press
'Clear Order.

Enter meals for another class sQuid

L dint i 417.
Dinner Money ol

squidtest4172> Year1 > Class 1

To view another year or class, either press the back
button, or when you are in a class, hover over the
relevant year or class to view a dropdown menu
from which to select.
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13. How to mark meals as collected

Log in to the hosted portal -

y e sQuid
https://dinnermoney.squidcard.com. Enter your
username and password. Your username is typically your

e, |

.
email address.
Should your school’s public IP address have changed, e Lo Locaton eteced.Peasecreck your e o 8 securty oken,
you will be sent a token by email to allow access to the
system. | e |

Select year and class

On the Collections tab, select the year and
then class from the new options that appear.
This will show an overview of the number of

meals ordered by year and class.

Confirming meals

Students will show as highlighted in the
colour of their chosen meal option.

Collecting meals

Click on the required student and click ‘Collected. The student will no longer be highlighted in their
chosen meal colour, and will revert to grey.

Repeat the process until all students from the selected class have had their meals ‘Collected'

You can select multiple students by clicking
on each one so that they are highlighted,
and then selecting ‘Collected’ Their colour
will then revert to grey. Alternatively, click
‘Select All/None’ to highlight all students,
then click'Collected.

If a student has a meal selected in error, or no
longer requires the meal, select the student
and then click'Cancel pre-order.

Repeat the process for other years/classes id

. Logged in to squidtest4172
Dinner Money

Once all students have had their meals ‘Collected’ and the
screen is blank, click the back button and repeat steps 03-05
to repeat the process for other years/classes.
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14. How to pre-order your child’s meal

Log in & top up your sQuid account

Log in at https://portal.squidcard.com

Top up your catering purse with enough funds to cover
all of the meals that you would like to order.

If your child is entitled to any free school meals, you
do not need to add funds and should proceed to the
next step.

Access the meal pre-order calendar

Click on the user that you would like to place an order
for, and then click Meal Order in the pink navigation
bar.

Pick a day

Simply click on a specific day in the future to access the
meal options for that day.

Choose a meal

You will then need to click on the specific meal option
from the choices given.

If your child is entitled to any free school meals, the price
of a meal will still be shown, but you will not be charged.

Once you have made your selection, a green tick will
appear next to your choice. Click Save to confirm.

suid

Dinner Money
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(OS5 Order placed sa =

The Order placed confirmation message will appear on

screen, and the selected date on the calendar will change .
from white to pink.

Simply repeat steps 3 and 4 for each day that you would i

like to order a meal for. . Sereney

06 View orders

You can view any meal orders which have been placed e
by clicking on View orders. ()
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