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What needs to be done 
at the end/start of an 
academic year?

Create a new catering year – 
Tools/Dinner Money/Setup – click 
on new Produce an outstanding 
balance letters/reports – 
R e p o r t s / D i n n e r M o n e y / F i -
nance/Pupil Balances or Sta� 
Balances
Ensure you have reconciled all 
pupil and sta� balances.  This is 
particularly important for 
impending leavers (eg Year 6)

How do you process a refund in Dinner Money?

You can only process a refund where 
the outstanding balance is over £0.00.  

Go to the relevant pupil record and use the links to access dinner money 
�nancials.  Or go to Focus/ Dinner Money/Pupil Additional Transactions 
In the Additional Transaction section click on New - select refund

I have accidentally added a payment to the wrong pupil – 
what should I do?
You can transfer the payment from one pupil to another.  
You can either go via Pupil Details / Dinner Money Financials in the links panel or Focus/ Dinner Money/Pupil Additional Trans-
actions.
In section 3 – Additional Transactions click on New, select Balance Transfer

You can now enter the amount of money, a reason and then select the pupil you wish to transfer the money to. Click on Save – 
once you click on save a transaction number will be created and the current balance of the pupil you are using will update.
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I have been given a cash or a cheque from a parent to cover two siblings in school, how 
do I deal with this in Dinner Money?

Dinner Money allows you to do a split payment for two or more pupils, these do not have to be siblings.
Focus/Dinner Money/Pupil Payments, click on search to display all pupils, or use the �lters to only display relevant pupils.
Enter the full amount of money received against one of the relevant pupils in the relevant cash or cheque column  
Enter any new meal prices.

Details of any siblings will 
automatically show here.
  
Click on Add Pupil if you 
need to add any other 
pupils in school

Click on the Split Payments icon, this will display all pupils that are linked to each other as siblings in SIMS.  If a pupil is not show-
ing but you need to split the payment click on the Add Pupil icon and search for them, click ok and they will now be displayed in 
the panel.
Enter the relevant amounts against each pupil.    
Once you have split all the payments click on OK, click on Save.  Click on Save and con�rm OK.

How can I see all pupils or sta� that owe dinner money?

Go to Reports/Dinner Money/Finance/Pupil Balances or Sta� Balances.
Enter the relevant information in the pop up – the dates will default from the 
beginning of the academic year to the current dates.  Change the drop down 
on the Group Type to All (or anything else that may be required).  Change the 
Balance Type to In Debt.  Click on continue.

Click on OK on the pop up and the report will be displayed.
The report can be printed, or you can copy and paste it into Word or Excel.
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Don’t forget you can run debtor letters 
for pupils which can be printed and given 

to each of the relevant parents. 

Go to Reports/Dinner Money/Letters/Debt-
or. Enter the relevant information in the pop 
up, you must enter a level of Debt to (i.e. the 
max amount), click on continue and OK to 
the output option.

Each of the letters will be produced and can be printed o�.

The cost of the dinners is increasing, how do I deal with this?

Double click on the relevant de�nition to 
edit.

This is what will be displayed after making 
the change

Tools/Dinner Money/ select either Pupil Meal 
De�nitions, Sta� Meal De�nitions, Adhoc Meal 
De�nitions or Other Sales De�nitions.  You may 
potentially have to go in to one or more of these 
areas to deal with the price increases. 

Click on search to display the meal de�nitions.

In section 2 Charges click on new and enter the relevant information.  
You can select a start date in the future and the end date can be left 
blank.

Click OK.  You will notice that the previous charge will now have an end 
date from the day before the new charge comes into e�ect. Click on 
Save.

Repeat the process for all the areas a�ected by the price increase.
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I have recorded a payment on the wrong date, how do I amend it?

You are not able to edit a payment 
and change the date, if the payment 
has not yet been banked you can 
reverse the original payment and 
then enter the payment again select-
ing the correct date.

To reverse a payment go to the pupil 
record and dinner money �nancials 
in the links panel.
Highlight the payment and click on 
reverse

This will now be displayed in the pupils record

In cases where the payment has been banked this will have to be left on the wrong date.

The school have had a cheque returned from the bank which was for dinners.  How do 
we deal with this in dinner money as it has already been processed?

There is a facility in dinner money to allow you to return a cheque payment that has been returned from the bank.
Go to the relevant pupil record for the a�ected pupil and the dinner money �nancials in the links panel.
In section 2 highlight the payment that has been returned and click on return.  You will get a pop up.

You can enter more information in the reason should you wish, it will default to return payment as unpaid.
Click on OK, you will see the status will change to returned and the current balance will amend accordingly.  Click on save.
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We have a number of pupils that have the same meal type every day.  Is there a way to 
record this in SIMS?

Yes, you can utilise the default meal patterns.  
For this to work correctly you will need to 
ensure you have ticked the attendance link in 
the Dinner Money Setup Detail page.  This is 
reached in Tools/Dinner Money/Setup, it is in 
section 1 and is the last but one tick box.

To set up default dinner money patterns, this can be done via Focus/Dinner Money/Pupil Default Meal Patterns.
Click on search to display all pupils, or use the �lters to re�ne your search

Right click to display meal 
de�nitions.  Use Shift or alt to 
highlight more than one pupil 
and/or day of the week 

Fill in the relevant meals for each day of the week.  If you right click in an empty �eld the meal options will be displayed.  You 
can select from the list and it will move to the next empty �eld.  
You can change the direction it will move from vertical to horizontal by clicking on the icon at the top of the screen.
Click on Save when completed.
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Once the default meal pattern is in place it can be utilised by: -

1.

2.

The teacher in the class.  They can highlight the full row of 
students in the dinner money register and right click and select 
default meal.  This will prepopulate all the pupils meals based 
on the default pattern.  You can select more than one pupil by 
using the shift or ctrl keys and the mouse.

The admin sta� via Focus/Attendance/Edit Marks – select the relevant information in the �lters. Click on search, open 
your selection.  Click on dinner register tab.  Click on the lock icon to enable the overwrite.  Click into a blank �eld and 
right click and select default meal.  You can use your shift or ctrl buttons to select more than one pupil then right click 
and select default meal. Click on the lock icon to lock in your changes.

Remember to click on the 
lock

Select a pupil or a row or 
select all.

Right click and select 
default meal.

Remember to click back 
on the lock after making 
any changes
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How often should I complete a Banking Return?

We would recommend that all schools do an authorised 
banking return at least once a week. 

You can run unauthorised banking returns at any time to 
check the details against monies held.  Reports/Dinner Mon-
ey/Banking return click on new– this will display the details 
entered.  You can click print if you need a copy.

To create an authorised return Reports/Dinner Money/-
Banking Return click on new.  You will get a pop up asking in 
you want to save your changes.  Click Yes.  Enter a reference 
and click on Save and Authorise, OK
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The banking return will not display each pupil or sta� member by name.  If you need to know which pupils and sta� have paid 
during the same period as your banking return you will need to run a report via Reports/Dinner Money/Cheque and Payment 
Detail List 
Enter the start date as the date after the last banking return and the end date as the date you ran the current banking return.

This report can then be kept with your banking return for more detailed information.

Enter the required date 
range. 

Section set to all.

Payment Type set to any.
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The school have decided they want to o�er di�erent school meals e.g. Vegetarian option, 
Jacket Potato etc.  
How would we deal with this in Dinner Money?

You will have to add a new lookup to the relevant area and then add a new pupil meal de�nition to accommodate the changes.  
You may also need to end the current meal de�nition if this is no longer to be used.

To enter the new lookup go to Tools/Lookups/Maintain.  Change the Data Area to Dinner Money click on search. 
Edit the relevant look up area e.g. Student Meal Type.

If the school no longer wish to see School Meal as an option, double click to edit and untick the active status.

To add a new lookup, click on New then add the relevant details and click Ok. 
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Once you have set up the look up you MUST log 
o� SIMS and back on again for it to take e�ect.

You can set up a new meal de�nition.
Tools/Dinner Money/Pupil Meal De�nitions – click on search to display your current de�nitions.

To add a new de�nition, click on New

Repeat the process of adding the new lookup and meal de�nitions until all the new options have been added.

Please note – you can set up a new meal de�nition for the future, however, it will display when you take the dinner money regis-
ter from the day it is created.  This can cause a number of problems, so we recommend setting up new meal de�nitions from the 
day they are required or during a holiday period in preparation for the day pupils return to school.

Enter a description and 
link to meal type.

Select year groups that can 
have this option. 

Enter the charge.
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