SIMS Support & Training

sims.

Accredited Support

Dinner Money
Frequently Asked Questions

Service Desk: 01482 238 700
Email: Support@KeystoneMIS.co.uk

www.KeystoneMIS.co.uk

https://tinyurl.com/Support-SIMS



Contents List:

> b WD

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

How do you process a refund in Dinner Money?

| have accidentally added a payment to the wrong pupil — what should | do?

| have been given a cash or a cheque from a parent to cover two siblings in school,
how do | deal with this in Dinner Money?

How can | see all pupils or staff that owe dinner money?

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

| have recorded a payment on the wrong date, how do I amend it?

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?

We have a number of pupils that have the same meal type every day.

Is there a way to record this in SIMS?

How often should | complete a Banking Return?

The school have decided they want to offer different school meals e.g. Vegetarian option,

Jacket Potato etc. How would we deal with this in Dinner Money?

SIMS Support & Training




What needstobedone oo _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ ________ _

at the end/start of an
academic year?

2 Catering Retums
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Ensure you have reconciled all
pupil and staff balances. This is
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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
financials. Or go to Focus/ Dinner Money/Pupil Additional Transactions - '
fun

In the Additional Transaction section click on New - select refund
— ? Balance Transfer
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| have accidentally added a payment to the wrong pupil -
what should | 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.




| have been given a cash or a cheque from a parent to cover two siblings in school, how
do | 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 filters 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.
W Find ol
- » [HlBrowns
Pupil Paymenta: Paymest Date 14/1202017. Paysent Type Cash/Chenue, 495 malches.
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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 confirm OK.

|n Criteria for Pupil Balances Repert T x
Date Range
i i Start Date [7es20n7 = HjLes
How can | see all pupils or staff that owe dinner money? e me B,
Group Type and Groups ) }
Go to Reports/Dinner Money/Finance/Pupil Balances or Staff Balances. i [ =
Enter the relevant information in the pop up - the dates will default from the i ool .
beginning of the academic year to the current dates. Change the drop down [ N1 am
on the Group Type to All (or anything else that may be required). Change the %;‘;P“
Balance Type to In Debt. Click on continue. Ban
B4 EM v
Click on OK on the pop up and the report will be displayed. Cackih | [ check ™)
The report can be printed, or you can copy and paste it into Word or Excel. Balances
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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

Each of the letters will be produced and can be printed off.

| I
| |
| I
|
|
| A
| the output option. I
, B Criteria for Debtar Letter 7 X {14 December 2017 I
| Group Type and Groups 2 I
I Group Type Al ~ 1 Penwald Close I
Al Description Crowland I
| Peterborough I
I PEG 0AQ
|
| Dear Mr and Mrs Cassidy, I
| | Re: School Meal Payments for Michael Cassidy, 4ES |
| Check Ml | [Uncheck Al I
I Michael has been taking school meals this term, but the school has not received any dinner money
Level of Debt recently. The outstanding balance on 14/12/2017 was -£12.60. | would be grateful if payment could be |
| Level of Debt Over 000 | arranged as soon as possible. |
| Level of Debt To [500.00 |
| w Yours sincerely, |
£ >
|
| Continus Cancel |
' |
|

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

Tools/Dinner Money/ select either Pupil Meal N Find il Mk D

Definitions, Staff Meal Definitions, Adhoc Meal B New 1M Search 15 Open 3% Doiese 3 Prine [Ealibramaa] 8 e

Definitions or Other Sales Definitions. You may S e 5] voe e s -

potentially have to go in to one or more of these N = e —

areas to deal with the price increases. o i sl et
Wome o H2R1L21456 =1 1]

Click on search to display the meal definitions. s ey iR 1sEact e

2 Changos

Start Date

0102014
0eaana
19042010

End Dter

3082014
3082010

210
160
150

Double click on the relevant definition to

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.

B New edit.
Vi
Wb Thisis what will be displayed after making
the change

Siar Diale Ered Clake Charge
ST 18ARENT 210
GLOSEN0 LR 150
102 e 150

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

Save.

Repeat the process for all the areas affected by the price increase.

|l",'.'
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| have recorded a payment on the wrong date, how do | amend it?

You are not able to edit a payment . p
and change the date, if the payment 2

has not yet been banked you can R P

reverse the original payment and etz oo

. Wnaam? BT Oheaw o]
then enter the payment again select- ENan Bt %%
ing the correct date. B e
S2A0-27 BB Cah
. a0 WS Cath Sk Dl i
To reverse a payment go to the pupil woaz wEs Ca Traascton Datn [z
H B TLEa/017 3L Cost Times et Horrbey | | Oviginal Trarsacson Momter 35507
record and dinner money financials sueaan? i L . :
Lavsoanes _SENC Pk Trars seser Ty Pyt Reversal |

in the links panel. - =
Highlight the payment and click on R e ]
reverse bee Taathe e

This will now be displayed in the pupils record

|| 14122007 39507 Cheque

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 affected pupil and the dinner money financials in the links panel.
In section 2 highlight the payment that has been returned and click on return. You will get a pop up.

1 Balance Detsils

Cipanerg Balsece :i_J__ﬂ;

Cument Balarce [0
# Paymonis

[Diate Trans Mo, Type Tirarss Aymi Amourt  Feflerence Stahus + Dpen
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N7 113 Oheaw 240 540 Barked oY Reveraa

W7 35051 Chege 16,50 150 Barked & Aok

0aInR017 30166 Cheaus 1080 1050 Barked o
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IB0217 35509 {[B AddEd# Additional Transaction T X

a0t o
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—3 Transachon Numbee Dirigemal Transschon Mumber 33423 J

3 Auldibosal Tranashors Transacton Type Retmed Piymant

: 3 )

[l Trans Mo e

Fegyor Dgmeet Bestiiresd 53 Ungasd
oK Comrcel

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 linkin
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.

Dinner Money Setup Detail
Save Undo = Print
1 General Setiings

1 General Settings
Monday Mezl Available
Tuesday Meal Available
‘Wednesday Meal Available
Thursday Meal Available
Friday Meal Available
Saturday Meal Available
Sunday Meal Available
Meal Charges Mapping
Use Dietary Preferances
Opening Balance Date
Attendance Link
AttCode N 25 Net Present

2 Catering Returns

3 Default Meal Types 4 Pupil Me

........

Year Groupls)
O
=)
=]

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 filters to refine your search

Pupil Default Meal Pattemns: 445 malches
Fve Undo

=) Print

Filter

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

[Status: Cument Pupis: Effective Date: 14/12/2017

Fill in the relevant meals for each day of the week. If you right click in an empty field the meal options will be displayed. You

can select from the list and it will move to the next empty field.
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.

Pupils

‘fl Pupl 1 Copy g‘* Horizontal E‘b Action..
Pupil Name IEIass Ir-"= “ Tue Wed Thu Fri
Kender, Fearne 'pM
Lin, Jian 'PM
Lisdwika, Lidia AM SM - School Meal
Martin, Araminta [am PL - Packed Lunch
McCann, Austin aM HO - Home
Merkle, Siman 'PM AB - Absent
Patierson, Tiffany [am System Default Meal Ctri+D
o et LE o o=
Singh. Aafia PM = :
Sonin, Miarks I N1 AM Select All ?up:ls— Ctrl=A
S F'.aul 'N1 oM Sort by this column (Men)

: - I Sort by... »
\Whitamore, Paige PM )

+ Display... »

Adams, Laura |BWC M B = S SM
Adams, Nancy [ELM M SM M SM SM
Adams, Sadie ELM SM SM M SM sM
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Once the default meal pattern is in place it can be utilised by: -

Aftendance || Dinner Register

1. The teacher in the class. They can highlight the full row of
students in the dinner money register and right click and select Interventions [
default meal. This will prepopulate all the pupils meals based

on the default pattern. You can select more than one pupil by EESEES . -
i i Banks. Chioe 2 : | - Packed Lunch

using the shift or ctrl keys and the mouse. e o i HO - Harse

- [2GH | ' AB - Absent
DefaultMeal  Curl+D|
Clear Meal Del
Cisplay Codes
Enter Comments

SM - Schiool Meal

Masters, Paige

McKenzie, Lity

2. The admin staff via Focus/Attendance/Edit Marks — select the relevant information in the filters. Click on search, open
your selection. Click on dinner register tab. Click on the lock icon to enable the overwrite. Click into a blank field 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.

W Edit Marks

B4 Search [} Open (2 Print [l Browse Next Previous

Remember to click on the

WWeek Beginning ' 8 lock

[ Include accepted applicants

E?E‘J Overwriie

[ Treat as one group

Shot Name Description Group Type

Whole Schodl Selected

&= Previous Week B NextWeek  Select All  [] Show only students with Unexplained Absences today

. Aftendance i Register |
Select a pupil or a row or i o
select all. - = = . = ——
Mon Tue Thu Fri
. . ; 1 A i 1
Right click and select R feg |Interventions [E"‘*’ 2 | 0sn2 [E';?;ni gl-;fni

default meal. ! 4
Abhira, Abyit | 0 | | i
Abhra. Alisha . ' SM - School Meal
Abhra. Neel FL - Packed Lunch
Abhra, Shaquib . HO - Home
Sckton, Charlotie !
Remember to click back e S ; e Al Absest
on the lock after making s Eaiea a Default Meal Cirl+D)|
any changes Pekara. Nanicy o Clear Meal Del
Adames, Sadie ] Display Codes

Enter Comments

=]

Akeman, Rebecca
Bdeman, Richard
BAkeman, Steven
Alala, Candis

Ifi'l Freserve

L=]

L=}

o>

Alamilla, Sofia
Alyona, Tatyans

[
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How often should | complete a Banking Return?

‘Banking Return Detail: Banking Retumn Doted - 1411272017 We would recommend that all schools do an authorised

Psove & i banking return at least once a week.

1 Basic Detasts 2 Cash Becerved 3 Cash Refunded & Cheques Baceived 5 Adhoc Received & Other Sal
You can run unauthorised banking returns at any time to

1 Basic Details check the details against monies held. Reports/Dinner Mon-
Bank Humber | | ey/Banking return click on new- this will display the details
Banking Date A entered. You can click print if you need a copy.

Total Amount |33m |
Referance [ i |
Authorised By | |

2 Cash Recerved

Fupils (lass Amaurt
ELM 250
218 220
Ejle] 5.00
ice 10.00
S8E 330

Pupils Total 23.00 |

Stai Has ) Aemourt

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

Staff Tetsl (0.00 |
Grand Total [0 1
3 Cash Refunded
‘-ll-ll.lh-"-nl
[ Py
i i e, e - b
J_'I LB ] ml P
T Emmer oy o Do Mpopesa IO Aelames  § Chegas Pesseas | e feawree 1§ Doer Ges Saoseas
| P Lt
lara i
bmriiry = Lo
i 1
Crrmea
P = T
3 Tt Flsnwrrend e
Fiapin Lk —_— | B C ooy barroraamas i e |
L | |
x i ‘rarrary
= P - I |
1= LI T b e L1 o
Cl X I L E— | |
= : | I
wrlr=ry L e wl priceed e P - hiege b
| Fop =g oa bl o, o gy o B e m ey e |
T na I T el P e i L} I
= [ |
| |
| |
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The banking return will not display each pupil or staff member by name. If you need to know which pupils and staff 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.

m Critena for Cheque and Payment Detail List Report ? X
Date Range E h ired d
Start Date [fiA272017 = nter the required date
range.
3 End Date |1¢212}2{}17 ] ’:",
Section(s)
A Section set to all.
Group Type and Groups
Group Type Al
Al Description
Check All Uncheck All
Payment Type
[<Any>) ~| Payment Type set to any.
Continue Cancel

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

'WATERS EDGE PRIMARY SCHOOL (823 2999) i

Cheque and Payment Detail List: Chegue Payments [Period: 11/12/2017 to 14/12/2017 !

Pupils

All

[Name [Class [Type  [Date Trans No.  [PayerName  |Reference  [Notes |BankDate  |BankNo.  |Trans Amount |

\Abhra, Abjit [3TO  [Cheque [1212/2017 | 39,506 | I [14n22017 | 305] 15.00]

|Adams, Laura |BVC  |Cheque  [14/1272017 | 39.507| 1 1 | .l _10.00
Total 25.00]

Staff

All

Name  [StaffCode  [Type Date |TransNo.  |PayerName  |Reference  |Notes  |Bank Date [Bank No. [Trans Amount |
Total 0.00|

Summary

[Section iTDtaI |

[Pupils | 25.00]

Stafi_____ | 0.00

Grand Total | 25.001

Fosilive valuas ans movies récaivad or balances in cradil, Nagalive values ané monies paid oul or balances owing.
Created on 14122017 at 13:42 by Mrs Gilian Grosvenor Generated by SIMS Dinner Mangy vi 178
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The school have decided they want to offer different 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 definition to accommodate the changes.
You may also need to end the current meal definition 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.

W Find Lookup Type

I I
I I
I I
I I
| [Eitew] 0 Seacch  Open - Detete  Print [BlBrowse - Next 4 Previous |
| = Lookup Type Details: Student Meal Type |
| * Find Lookup Type ) Save 4o (29 Print |
| [5 New [ Search [ Open 9€ Delete (= Print E;Brwse Next 44" Previcus 18asic Details.  2Values

|
I 1 Basic Details ;

i Fm—r— scription udert Meal Tyoe I
| Description ’ ‘ Data Area Dinner Money E:w :; iw ] :
I Description Data Area e =2 l |
I Adhoc Meal Type Dinner Money e poe 5 r—— Active B New I
|| Other Sales Type Dinner Money - Sehool Meal schodin . o 1
| Staff Meal Type Dinner Money f: ?gﬁm”mfd m: 9 Delete |
| Student Meal Type Dinner Money ss Schoal Sandwich Scha, in I
PL Packed Lunch Own.In Active
| HO Home Orwn, Ot Active |
AB BAbsent Own, Out Active

| 0s Other Schaol Own, Out |
| cc Cash Cafetera Schoal, In

|

&#Move Down
| : |
= == == - e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e = == e
| . . . . . . :
| If the school no longer wish to see School Meal as an option, double click to edit and untick the active status. I
g |

: B Add/Edit Lookup Value - - O x| |
I Basic Details |
I Code [5M I
I Description |Sd100l Meal |
| Category [Schod! - School Provided v :
: Category 2 [in-In Schodl v |
I Active .|j |
I 1
I oK Cance! |
| [ '
I |
L O L L L L L L L L L L L L. L. Loz |

To add a new lookup, click on New then add the relevant details and click Ok.

| |
I |
I B Adabet Lockep Valus ad - o = |
|
I Raamac Dotmls !
I Condes i I
|
I Cenonpaor ey Ao I
| Caisary et « Sl Provadied I
Cabsgary 3
| |
I e ] I
I |
I 5.3 Caracel |
| |
I |

SIMS




Once you have set up the look up you MUST log

off SIMS and back on again for it to take effect.

You can set up a new meal definition.
Tools/Dinner Money/Pupil Meal Definitions — click on search to display your current definitions.

" Find Pupil Meal Definition
I_j hew “ Search [ Open & Delete (2 Print w Browse {;Nm Fresnous

Descripbion [ ] Meal Type Icﬁu‘l}r.‘r w EI Year Group .uz.Pn'_.-:- w I:l

Description Meal Type Year Groupls) Cumrent Charge
N2 R 1234586

Home Home N2 R.1,23.4.5.6 0.00

Packed Lunch Packed Lunch N2 R 1,23.4.56 0.00

School Meal School Meal N2 R. 1,2 3.4.5.6 210

To add a new definition, click on New

Pupil Meal Definiion Detail

M save 5 unda = Print
1 Basic Detzils 2 Charges

1 Basic Details

Sowiin [Vt Ot — Enter a description and
Meal Type [Vegetrian Option v] link to meal type.
Year Group(s) Descnption
Year N1
% T:: N2 Select year groups that can
B Year R have this option.
Year 1
A Year 2
B Year 3
2 Charges
SatDale  End Date Chamge | B New

14122017 % Open
9 Delete

Repeat the process of adding the new lookup and meal definitions until all the new options have been added.
Please note - you can set up a new meal definition 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 definitions from the
day they are required or during a holiday period in preparation for the day pupils return to school.
10.
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