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User Guide 

 

 

Dear parents, 
 

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

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

 

The school will send you an email or a text message to start the process. This will contain 
details such as, the web address and the password you will need to log on with. 

 

Please note: if you have not received a message with a password in it, please contact 
the school directly to request one. 

 
 

To log in:  

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

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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

 
¶ Press log in and it will take you to a page that asks for your child's first 

name. This is the first name only. 
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¶ Type in the name and select óConfirm,ô this will log you into the payments 
screen. 

 
 

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

 

                                                                                                              

    



  

 

 

2. Making a Payment 
 

 

Once you have logged in to your account, you will then be able to make a payment for your 
child. 

 

 

 
Any outstanding payments will show up on the left hand side of the screen. Any top up or 
shop items will show up on the right hand side of the screen. 

 

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

 
 
 
 

To pay for an item in payments due: 
 

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

 
¶ Select the tick box next to the item/instalment. This will add it to the total 

at the bottom. 
 

¶ Click on óMake Paymentô in the bottom right hand corner when you are 
ready to pay for your items. 
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You may find that some of your payments are highlighted in a different colour: 
 

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

 
¶ Orange: this means you can pay as much towards this payment as you 

would like and this is all you will pay. 
 
 

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

 
 

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

 

Your school may not ask you to pay for dinners through the SchoolMoney system. If 
you are unsure please contact the school to ask. If your school does not use our 
dinner module, you may skip this section. 

 
There are a few different ways the school may ask you to pay for your childôs meals. Below 
we have detailed the different options. Please bare in mind that not all of these will apply to 
you; you will only be asked to pay in one of these ways. 

 

3a. Dinner Top Up 
 

If the school only wants you to top up money onto your childôs dinner account you will be 
using the óDinner Top Up.ô This will appear on the right hand side of your screen underneath 
óShop Itemsô and will be a figure (usually the weekly amount) in a green box. 

 

 

To use the Dinner Top up: 
 

¶ Click into the green box and change 
the amount. 

 
¶ Select the tick box on the left hand 

side and it will be added to the total. 
 

¶ Select óMake Paymentô in the bottom 
right hand corner. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

The green box means that you can change the figure if you want to. 

E.g. Your weekly default amount is £10.50, but you would like to pay for 
three weeks in advance. Click into the green box and type in £31.50. Once 
you tick the box, this amount will be added to the total. 
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3b. Dinner Bookings 
 

If your school wants you to book dinners, there are a few ways that they could ask you to do 
this. 

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

 
Log in to your account as usual and you will be able to see the main payment screen. On 
the right hand side under 'School Shop,' you will see 'Dinner Top Up.' If your school wants 
you to pre-book, then the amount will not be green but white and it will represent a weekly 
cost of your dinners. 

 

Tick the box that is next to the óDinner Top Upô and a pop up box will appear in the middle of 
the screen. Choose the week you would like to book your child's meals for from the drop 
down box. Then press OK. 
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Your school may not ask you to pay for clubs through the SchoolMoney system. If 
you are unsure please contact the school to ask. If your school does not use our club 
module you may skip this section. 

 
 

4a. Club Top Up 
 

If the school only wants you to top up money onto your childôs club account you will be 
using the óClub Top Up.ô This will appear on the right hand side of your screen underneath 
óShop Itemsô and will be a figure in a green box. 

 
 

To use the Club Top up: 
 

¶ Click into the green box and change 
the amount. 

 
¶ Select the tick box on the left hand 

side and it will be added to the total. 
 

¶ Select óMake Paymentô in the bottom 
right hand corner. 

 
 
 
 
 
 
 

The green box means that you can change 
the figure. 

 
E.g. The default amount is £10. You would like to pay for the half term in 
advance. Click into the green box and type in your chosen figure. Once 
you tick the box, this amount will be added to the total. 

 
 

4b. Club Bookings 
 

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

 
Each of the weeks that the school has made available for you to book will be listed under 
óPayments Due.ô 
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4. Clubs 



 

 
 

 

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

 
 

 

 

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

 
Please note: if you have club credit, this will be available to use when booking your 
club sessions. 
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At the bottom of your screen there is a button labelled óConsent Listô. This allows you to give 
and take away consent for payments such as trips or clubs. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

If you click on this button it will pop up with a page which lists the trips/clubs that your child 
is available to attend. 

 

 
Tick the box next to the payment you want to give consent for and it will automatically be 
saved on your account and the schools system. Press óCloseô when you are ready.     8 

 

 

5. Consent List 



 

   

6.History 
 

 

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

 
 

6a. Transaction History 
 

When you first click on óHistory,ô you will be sent to the óTransaction History.ô This gives you 
a breakdown of any payments you have made to the school, whether that be by debit/credit 
card or by cash/cheque within the school. 
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