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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

stuid

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

28 a

Home Users & groups Offers Sales

Site: The Matthew Hart School - ID: 90027

& You are iogged m 25 the super administrator o

Home
Welcome to the sQuid SchoolPay Trips & Offers administrator portal

i P &, ®

Manage offers Find a user Create a new group System administrator

Page | 4



3. My account

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

Change account details — allows you to change your hame

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

Manage your account details here.

ange telephone number

hange email address
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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.

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 sQuid. The group name pulls through
how it has been entered in the school’s MIS.

“fear Te Rl GY-B54
Year 1-Rek GYV-B78

Yaar - Rk GY-879

Courr ently iy users added o this group..
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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 Logout

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

Offers

Create and manage all of your Trips & Offers here.

W

Create new offer View all offers Archived offers Subsidised offers

(]

CH el

Offer categories Ledger codes Settlement accounts

H=)
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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

| would like this offer to go live immediately

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 installment amount

£100.00
£100.00
Please select date and time - =
2016-06-30 17 00
v
Instaliment description
Instaliment 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

e v
Year 2 Year1

Ref: GY-87% Ref: GY-875

Back
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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

I would like the customer to complete the following actions

Downicad a file

Enter file titie Select file

Add requirement

Requirement Value Remove

Consent 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

1 would like the customer to complete the following actions

Upload a file

Signed Consent Form

Is this a mandatory question? Add requirement
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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

Additional information
| would like the customer to complete the following actions
Answer a question v

Enter further information

Is this a mandatory question?

Back

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

| would like the customer to complete the following actions

Answer a yes/no question

Will your child be bringing a packed lunch?

Does this require a response?
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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 a web link

hitps://www.zsl.org/zsl-london-zoo

Add requirement

5.15. View additional information

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

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

Additional information

| would like the customer to complete the following actions

View additional information

London Zoo Trip Information

Coach leaves the school at 7am

Add requirement

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 list of options

Size of Jumper

Small Remove
Medium Remove
Large Remove

Is this a mandatory question?

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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Isle of Wight Trip

Back

Ofter Category: Start Date: Ledger Code:
Trip 18/05/2016 Trips0001
Offer lcon: End date: Price:
= J0r06/2016 £320.00
Settlement account: Quantity available
kris 50
Quantity per user
1
Due date:
30/06/2016
Description:
Tripto Isieof Wight: 11th - 15th July 2014; £120,00 to be paid in 3 Installments,
Installments
PAYMENT DUE DATE DESCRIFTION AMOUNT
17/06/2016 Installment 1/2 E60.00
29/08/2014 Installment 2/2 Ea0.00

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

NO, SAVE TO DRAFTS

Would you like to publish this offer?

Publishing this offer will make it visible to all customers

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 - Select

Live

School Jumper

School Tie

Isle of Wight Trip

from date

Price

£25.00

£12.00

£0.00

Quantity Deadline

Offerssold: 0 LT S

Offers reamaining: =

Offerssold: 4 -

Offers reamaining: =

Offerssold: 1 iy B

0]
[=]

Offers reamaining:

Actions
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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

All categories ¥ Select from date Select todate

TITLE PRICE CQUANTITY DEADLINE
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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 vour Trips & Offers.

Category title Edit
Tickets ra
Unifarm &
Texthooks &
Trips Vi
Clubs &

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 Name

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

Create and manage your ledger codes here

Ledger code Edit Delete

Uniform0001

Trips0001

Textbook0001

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 an existing template

Select template

&

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

e ar ATrip 1o History Museum

Sand now

ILNL

it
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e Onthe Target audience screen you can choose who the communication will be sent to
e Tick Primary contacts to send to the primary contact on SIMs only

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

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

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

- o

larget audience

o Primary contacts Primary and secondary contacts All

Inchude all sOukd wer accounts in this communication

e Click Target all to communicate with all users

e 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

e Click Next
(e

Target all
matt]
r

Mlattlunlor Hark - 633 7986000000013 - L=

Kirstyunicr Bostock G3FTFIBO0DI0N00T AFOOODDN00E

fl KrisJunior Gorman 633TFFA000000001 AAOOO0ODO0002

Page | 25



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 O, U ..

Compose SMS

TITLE

& SMS template

Dear Parent of 5_ STUDENT_FORENAME_$ & STUDENT_SURNAME _S, the History Museum tripis available to purchase on your sQuid FRRERANE

acccuntL Kind regards, $_ SCHOOL_NAME_% SURNAME
EMAIL ADDRESS
FULL ADDRESS
FULL ADDRESS RIGHT
MQOBILE
vV
MY NAME

VI3 IENETN Jivia count Lhnaracters pe >

159 g 160 SRN

SCHOOL NAME

TOMORROWS DATE AND TIME

PIEVEDUS “

Page | 26



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

e e e 2

Compose email

History Museum Trip Select file

Hi | H2 | 'H3 | H4 | H5 | H6 | P = | E e Do FULL ADDRESS RIGHT .
= = =E E = <> | MOBILE
Dear Parent/Guardian of $_STUDENT_FORENAME_$ $ STUDENT_SURNAME &, cw
MY NAME
The school trip to Mational History Museum will be available to purchase on your Trips and Offers purse on your sQuid RN
account $ SRN $ at $§ TOMORROWS _DATE TIME $. SCHOOL NAME

TOMORROWS DATE AND TIME
Kind regards, TOMORROW'S DATE

DATE AND TIME

$_MY_NAME_$ o
5_SCHOOL_NAME_$ TIME
STUDENT NAME

P[evious “
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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 . 7 e 2

sE S Compose email Compose letter

Letter

Compose letter

Hi | HZ H3 H4 H5 |H& P pe 9| B| T I 5 = E| c 92 @
E = = = = r | B | % | Word Characters: 66

§ FULL ADDRESS_$
Dear Parent/Guardizan of $_STUDENT_FORENAME_$ $_STUDENT_SURNAME_$,
Below is alist of the After School Clubs and dates for the Spring term, commencing the first week after half term:

Manday - Football Club
Tuesday - Dance Club
‘Wednesday - Gymnastics Club
Thursday - Cooking Club
Friday - Singing Club

Please let your child's teacher know should $_STUDEMT_FOREMAME_% want to attend any of the clubs. Places are limited so
plezaze 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 Football, Dance and/or Gymnastic club5.|

Kind regards.

§_MY_NAME_$
§_SCHOOL_NAME_$

Print preview

FOREMNAME

SURNAME

EMAIL ADDRESS

FULL ADDRESS

FULL ADDRESS RIGHT

MOBILE

Vv

MY NAME

SREN

SCHOOL NAME

TOMORROWS DATE AND TIME

TOMORROW'S DATE

1 4

Pre\dous “

Page | 28



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

Hiztory Museum Trin

[ Click to preview email ]

Wt semrior Hart

sty ey Btk

———

superidein supsradmin
[
E;
=45

Click ta prevlew 5043

FAATRDIONGE

HATTFIOOO00NIT

Pravious

competetis vk ommusicten
“senelinatantly

B

Letter

& e - et

AFOOHMO0014
ABDCOHIO0008

eate
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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

Here you can add 261 and manage all of your upceming cammunicatians.

B ES s oLt sune

Title Type Estimated cost Created by Send date Actions

Christras Holicay EMAIL * superhdmin scuperfdmin 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

Hersa you can view all sent communications,

E44aiL | svs | LETTER) 216002016 1ava01s

the
Communication title Date sent Delivery types Count Cost Maore
History Museum Trip 26/10/2016 SM5 Total sent: 2

11:21 &0

uperAdmi per Admin 0 2

History Museum Trip 26/10/2016 LETTER Total sent: 2
11:21 @-0
supanfdmin supor Admin 9-2
Histery Museum Trip 26/10/2014 EMAIL Total sent: 2
1121 o
d uperAdmin Q-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

Hetre paw can view If the communication has been succasshully recelsed by the recipient

Full namme SAN Status

Marcin funier Szpiglal 433TFFE000000011 [
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6.8. Create template

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

Create communication template X

£
g |""r-|

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 temp
the date this was created

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

Template name Delivery types See more

@ el O sms O Letter

EMAIL Dhats created Last madified
09/23/2016 @ 2.39PM 0%/29/2016& 2:39FPM

Lolier Add delivery method i this temalate

L1100 Al dekhyery methiod oo this templste

Email

late, and
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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

Setup a permission profile to use when you are adding 2 new user, This wiil make you [ob quick and easy when adding muitiple users

My Users

USER

Mr Kris Gorman

Pdr Matt Hart

Invited users

STATUS

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

EDIT
N
L ® &
[ » |

DELETE

m

=

Kirsty

Create a new profile?

Manage offers
Ianage Offer Categories
Publizh Offer

Archive Offer

Edit upcamir

Manage sales

Review paused of fer

Review archived offer

Read Offers

Manage Ledger Codes

Pause Offer

Archive offer page

Edit paused offe

Feview draft offer

Review upcaming offer

O site purc hase

Wiew purchases

Manage Offer Templates

Manage Groups

Dielete Offer
Eddit draft offer
Edit live offer

Revigw live offer

Review expirad affer

Manage cand

Viaw availabla
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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

Al sales

ook 1 20160600 20160520

Live Paused

CTITLE ZPRICE CQUANTITY SOLD CDEADLINE VIEW
English - Hamlet ES DD 0/ s0 o PR

{5
Maths GCSE Textbook E4.50 16 4 284 B ] =
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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

All statuses v

TCUSTOMER DETAILS CDATE OF SALE ZAMOUNT PAID CSALE STATUS ACTION

Jasper Clarke wefmntenan Awaiting purchase Not purchased
SRN: 6337999002700019

McKaullie Stewart wefenfuras Awaiting purchase Not purchased
SRN: 6337999002700107

Kirk Manley =fefeeen Awaiting purchase Not purchased
SRN: 6337999002700066

Seth Watts eferfuren Awaiting purchase Not purchased
SRN: 6337999002700123

Nathaniel Enyiazu R Awaiting purchase Not purchased
SRN: 6337999002700032

Phoenix Start 26/05/2016 £5.00 Paid
SRN: 6337999002700104
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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

o om0

Startdate Enddate ﬁ Export as CS5V

Offerld  Purchaseld  Offer Title Mame  Surname  SRN Studentld  Sale Date Time  Class  Previousbalamce  Amount  Amount to Pay
596 234 London Zoo  Talia Thaorn 6337991234500113 PL-43 17-May- 2016 EQ.00 ESDO0 E-50.00
15:11:26
'ﬁj d le
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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.

Offer 1D Purchase  Ledger Offer Category  Name/ Student
D code Title SRN 1]
% 171518 Madrid Trips Wilson
4 2018- Harey
.ol
Toiemens £337991030201911
171061 Pencil MiscallanecusReeman
Caseand Taylor
e 6337991030201779
171029 iceland Trips FRY
2018 DEVIN
£337991030201577
170362 iceland Trips JAMES
2018 ALASARA
4337991030201623
2 169881 Madrid Trips Caeroll
S 2018+~ Eliie-Mae
irstaliements

£337991030201933

Sale Previous i Amount
Date balance
Time
02017 £IS00 £28.00
21:24:57
27/%12017 £4.00 £400
15:54:38
27/00/2017 €7500 £75.00
14:52:49
25/01/2017 £75.00 £75.00
13:16:13
£33.0C
Het Aot

TRAHSACTIONS: {For the week analyved below)
Punshasas

St Top Upi

Ry (4-1..]
Radeams EQog
et of &0 Transsectons Lakaili]
FEES: T [

Transeoton Tk SErcaiigs Lnadgd 1805
Transscten fes {Exsmpe o VAT EX 45

Aot dhas for thin wesis scth
Mapfeom you sctiwity LE2E55)
Amoun S |Bifrom rﬂuﬁvﬂ' previoun wesky £oo0
Cumulative Tatal dus {lojfrom you EL26 55)

Amount
topay

£0.00

£0.00

Type

Online

Online

Online

Ondine
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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 )

WView, edit and manage your offers here,

All categories

Live

Title Price Quantity Deadline Actions

France Trip £300.00 Offers sold: 3 06/10/2016
Offers remaining: 32 & Edit offe
W (1) Pause offe
School Jumper £25.00 Offerssold: 0 b B Viewpurchases
Offers remaining: = (@ View offer
W
24 Extend offe
School Tie £12.00 Offerssold: 5 e fenfues 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

S I —
1 olle Furchase

This onsite purchase is for offer

Jayd

GQD Jayden King - £337999002700054 - 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 ansite purchase is for affer

Offer Regulremenlts

Size requirad

Previous

(v, ]

Offer Details

Mediurr|

64500

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.

Once the cash or cheque amount has been entered click Buy

On Site Purchase

This onsite purchase is for offer

1p 2p 5p 10p 20p

1p 2p 5p 10p 20p

Customer is paying cheque

S0p

50p

£1

£1

©

=

Fayment

£5

£5

£10

£10

f V
£20 £50
0] 0
£20 £50
4] 0

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

Click Finish
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On Site Purchase

This onsite purchase is for offer

[,

omplete

o & &

Sales receipt

Full name: Oiffer tithe: Administrator details:
layden King Schood Jumper Matt Hart
SR Date of sake
6337999002700054 25-08-2016
15:24:30
Item: Payment type: Offer price: Paid: Remaining to pay
School Jumper CASH £25.00 £25.00 £0.00

9.2. On site purchase — payment can be paid by instalments

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

All offers L)

View, adit and manage your offers here.

Allcategorias . Select from diate Seiecttodxe
Live Dratt Up<oming Paused Expired
Searchintatle
Title Prics Quantity Deadline Actions
Year 9 fceland Trip £3500.00 Offers s0ld 10 30/1172016
Offers remalning: = & Eototter
e Pt cfter
Music Club £10000 Offerssoid:0 24/11/2016 @ Views cffer
Offers remaining; &
»
v Ne Extend ofto

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

This onsite purchase is for offer

Searchioruser
smith|
SRM Forename Surname Reference
£337995002700099 Harry Smith RETB401315054
Previous n Heat. |
Check the box next to the instalment amount, or amounts, being paid
Click Save and proceed
On Site Purchase
Thils onsite purchase Is for offer
':...f.':?..= N
Insdal ments i =
&
Drate Drescription Price Status Pay
30/09/201% Deposit £30.00 Unpaid <
28/10/2016 1zt Instaiment £150000 I tnpaid
11112016 Znd Instzment £150.00 Unpzid
3071172016 Brd Instalment £150.00 Linpaid
Payment total: £50.00
PFrevious

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 onsite purchase Is for offer

L

@

Customer is paying by cash

o (Cimtomer is paying cheque

Chegue reference.

Enter reteranca number

Pawmant

Customer s paying cheague

Previous

Payment total: £50.00

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

Click Finish

On Site Purchase
Thiz ansite purchase |5 for offer

]
Sales receipt
Fall e

Harry Smith

AN
6337 999002700059

Itam:

Year ¥ lceland Trip

Offar 1ifhe:

Year 9 lealand Trip

Payment type: Offer prica:

CHEQUE E500,00

ﬁ Print recelpt

Complats

Administrator datadl

Matt Hart

Dhate of nale

25-08-2016

15:4&:58
Paid: Remaining to pay
£50.100 £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
T‘h'=s onsite purchase is for offer
W
Offer title Offer price Amount to pay
bed £100.00 £ | sooq
Art Club T ——
Payment total: £50.00
Previous
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

S(()Ui d (2 o, 8 | ® £0] 1]

Home Users & groups Offers Sales System Admins My account Log out

Q Matt Hart
Site: The Matthew Hart School - 1D: 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 er removed,

Customer Details Offer title Offer price Deadline Actions
Phaenix Start France Trip £300.00 06/10/2016 a
SRN: 6337997002700104
(7 Resume
Harry Smith =pee-cs
¥ Music Club £100.00 2471172015 |
SRN: $§337999002700059 O Cancel

Previous n Mext

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

My sQuid

Welcome to your sQuid homepage. Here you can view your purse(s), select a top up amount and add to your basket. To view your basket at any time. simply click the
View basket’ button.

Matt Test Pupil

SRN: 6337 9990 0270 0104

BioStore purse Online ePayments purse
PURSE NUMBER : 633799005300070168 @ PURSE NUMBER : 633799004000037395 @
PURSE REFERENCE - EKDWQV @ PURSE REFERENCE : 68QYVG @
BALANCE orm: BALANCE o
SQuid £0.00 Select amount v SOUid £4.00 Select amount v
TO COLLECT: TO COLLECT

£0.00® Add to basket £0.00 Add to basket

¢ 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

e 0 ltems
= Tatal £000
Available Offers
All avaikabée offers
Devtest2
B PosTEGH: = PosTED ON: = PosTERCH:
= 2005038 LAAGS/ 201 AN
English - Hamlet Yar 85kl Trip Tl af Wight Trip
Price: E5.00 Price: £300,00 Price ; E10,00
500Mers avaiable 50 offers availabie wrilimited offers
< <= <=
View offes datails Wiew offer details Wiew ofter details
This offer cows notanire This aftor coepirvs i 58 s This offer sapinesin 36 days

e The user can click on View basket to be taken to their basket and complete the purchase
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“ :I 29:17 - To complete purchase
= MORE TIME

v Total; £300.00

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

My basket
Items in basket
YEAR & SKI TRIP OFFER ENTER AMOUNT TO PAY REMOVE
= 000 ) E300.00 E
Devtest2
433799161600002797

Taotal: £300.00

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 Details O Ee
Viza (Dbt Card
Kirks Garman
W Success
Thank you!
Total to pay: £300.00
Back to dashboard
Eivy it @ liFes €02 payenial sasd
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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.

S =] o o) s :
sQuid © dE &
Home Topup v Transactions Users Offers ~ Settings Log out
=
New Offers Purchased Offers Part Paid offers
3 available 10 paid in full 1to pay

e—o Total: £42.00
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