@ParentPay

How to use the End of Year Assistant

The End of Year Assistant has been designed to help complete essential end of academic
year and new academic year tasks.

By ensuring these tasks are completed early, the school’s ParentPay site will be prepared for
the start of the new year, reducing the tasks to be completed during that busy period.

The End of Year Assistant will be made available to schools early in the Summer term. While
it will be available for completion, initially, you are able to postpone completing it until a more
convenient time if needed. Approximately one month before the end of the Summer term, it
will become mandatory to complete any critical items. This should take no more than 10
minutes and as a minimum requires you to have the following to hand:

e Term dates for the new academic year

¢ Closing dates for the new academic year (may be updated if changes occur)

o Meal prices for the new academic year (where appropriate)

¢ Free school meal allowance for the new academic year (where appropriate)

NOTE: We strongly encourage you to complete all critical tasks as soon as you are able to.
Viewing the End of Year Assistant

Once the End of Year Assistant has been enabled by ParentPay, a new icon will appear on
the home screen when the school’'s ParentPay manager logs into the system.
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When the End of Year Assistant icon is selected, a list of tasks to complete will be displayed.
NOTE: Only the tasks relevant to the school will be shown.
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End of year assistant

This daghboard will aasest you @ completing the end of yesr asis equined 1o bagen a new academic yea within PareniPay It alss provides & simpls senies of optonal asks, teloned ba your schooly’
usage, thal endaure you ane approgeiiely configured Belore the rew yes hegng

Vil can access thes dashibosid &l iy D nam The mevm of using the sisigned buibon on the home page. Ary piogress made by you of other mansgers al your school, will be shown on the dashboaid
#ach time you open it

if 'yoas are not responsible for sy of the administrative activities listed, you should not attempt to complete the tasks. This may be because a local suthority or caterer sdministers your site o because
you only have limited duties within ParentPay as o user.

Tia baagin & Rirak. selact il Troen the hiel below

Update application settings - 0 of 7 tasks complese (7 mandatory task remaining)
Updae contact detaile - 0 of 1 asks complete (1 mandstory task remaning)
Update meeal/session prices - 0 of 2 tasks complete (2 mandstony 1ask remaining)
Managirsy debt and credit balances - 0ol 2 tashs complete

Updaie meal patterns - 0 of 1 iasks complete

Update menis - 0! 1 ks complete

Upload new pupils: - 0 of 2 1asks complete:

Recosd upcomiang changes - 0 of 1 tasks complete
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Getting belp
Should you wish 10 get m touch with the support team diuectly about these tasks. or aboutl any other issues oo quesisors you have, you can conbact us using

w Telephore - call us on 004 T8 994 B30 between 0830 and 1630 Morday 1o Friday (exc Bank Hobidays)
= Email - you mary email suppori@oarenipay.com ol any bme and we will contact you as scon as we are able in relation 1o your QUETY OF ESSUe

Postponing the End of Year Assistant

The End of Year Assistant can initially be dismissed until a later date. School managers can
enter any date prior to the mandatory deadline, and the End of Year Assistant will re-appear
on the date selected.

If you would like to complete the assistant at a later date, you can set a reminder here

Please note that the deadline for completing all the tasks is el ’
=

If the End of Year Assistant is not completed by the deadline, the list of tasks to complete will
automatically appear on screen the next time the school’'s ParentPay manager logs into the
system. At that point, it will not be possible to navigate away from the End of Year Assistant
until the mandatory tasks have been completed.
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When the End of Year Assistant is accessed, the dashboard will be displayed containing the
tasks to be completed. The number of tasks will vary depending on how the school uses
ParentPay.

There are potentially nine tasks to complete:

Update application settings — term dates and closure dates

Update contact details — update or add new contact details

Update meal/session prices — meal or session costs and FSM Allowance
Managing debt and credit balances — enabling the school to manage any debts or
credits

Update meal patterns — adding, amending or ending meal patterns

Update menus — adding or extending menus

Update new pupils — uploading new pupils and producing activation letters

Record upcoming changes — prompting the user to state if they are about to
change MIS systems, cashless till providers, school name and/or DfE/SEED number
o Final considerations — prompting the user to update site data settings

Tasks

Some tasks will need to be completed before the end of the summer term. Other tasks, such
as pupil uploads, will not need to be completed until the school returns at the beginning of the
autumn term.

The status of the task will update once a task has been fully or partially completed:

Task is complete
A Task is partially complete

x| Task has not yet been completed

&

The mandatory tasks will need to be completed in the order they are listed, for example, a
user will not be able to update meal prices until the term dates and school closure dates have
been entered in the Update application settings task. Once the mandatory tasks have been
completed the user will be able to access the remaining tasks in any order.

Not a task that requires any action, the page contains useful information only

Once a task has been marked as completed, it cannot be accessed to make additional
changes. If further changes are required, or the school’s ParentPay manager made a mistake
when completing the task, the details can be amended from within the main ParentPay site.
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The first task within the wizard is updating the application settings. This will require the
school's ParentPay manager to add new term dates and closure dates.

The user will not be able to move forward to the next task within the End of Year Assistant
until the term dates have been entered and saved.

Application settings

New academic year term dates
The term periods will need to be added for the Autumn, Spring and Summer Term.
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1. Select Update application settings

2. Enter the Start Date for the Autumn Term by either typing the date in, or using the
calendar icon to select the correct date.

3. The End Date will then be made available. Type the required date into the box, or use
the calendar icon to select the correct date.

4. If required, select the Add a half term holiday Add a half term holiday

check-box and enter the first and last dates of the

holiday.

Repeat the process as required for the rest of the terms.

Select Save and continue or Save and close.

oo
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Scheduled closure dates

Closure days will then need to be entered. These usually include INSET/Teacher training/In
service days, and bank holidays that fall during the school terms.

The closure days can be set by selecting the appropriate dates from the calendar displayed.
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Msane Fabes (141 be wETWY Jor InTE Suben 001 dunng hobing paiads ease o der pu wilvid § Snaes dames 15 nBe ot diys where P wohood @ 1ed e igen datng leey

s, polieg daye, wic |

o ot 13 e spprap iy enckaded Pl o o s wll s Saskenge 1a b made Ax
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A maximum of 15 closure dates can be entered. Any weekends and school holidays will be
greyed out and cannot be selected. Once all the closure dates have been entered, select the
I have entered all my Closure dates check box, and select Save and close.

NOTE: Once term and closure dates have been saved no further changes can be made via the End of
Year Assistant. If changes need to be made, or additional closure dates need to be added, this can be
completed in the main ParentPay site in Settings > Manage calendar.

Update contact details
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Update contact details will allow the school to update any contact information for the
person or department who deals with queries regarding ParentPay.

nd of year assistant

L

Thig tazk i& prawided 16 caplue of updste the suppert contact infosmatesn we hold loe your school. Wheis sppiopiisle vou may slie pravide & secondary comlad Tor meal ielated
queries. This miomation will be used by the ParentPay Support Team and where approprate, by parents thad require school suppori

All fuelds are mandaiory unless obherwise stated

Please erier the contact details for the person that deals with your school's gereral support enquines.
Hame

Telnphons b
Ernail address

Should parents conmact somesne different if the enquiry
i maal pelated?

Mol el

cance | sevamickee

If the school provides meals, and &Ny | shoudparents cotoct somesse different i the enquey
queries regarding meals should be directed = *™ ™"
to someone other than the main contact,

. Hairs
select Yes in answer to Should parents
contact someone different if the enquiry
is meal related?

If yes is selected, additional text boxes

requesting contact information will be

displayed. Cancel m

Mol Ve

Teligpbeora numbaer

NOTE: This information cannot currently be edited within the main ParentPay site.

Meal/session prices

The End of Year Assistant will display the current meal or session price for any live lunchtime
event types. Any new prices/charges can be entered if any meal/session costs are due to
change at the start of the new academic year.

A link to a guidance document will be displayed, and provides further information on entering
price changes.

Select either Save and continue or Save and close to lock in the lunchtime meal type
prices.
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The End of Year Assistant will display the current FSM allowances on screen for any relevant
groups. If any of the allowances are due to increase at the start of the new academic year,
the School Manager will be able to update the prices on screen.

The system will either extend the allowance dates to retain the current value, or will create
new FSM allowances to reflect any increase inputted by the School Manager.

The School Manager will either leave the allowance values as they appear on screen or will
update the values depending on the new prices inputted into the Daily FSM value field.

The School Manager will need to select Save and close to lock in the FSM allowance values.

If there is an increase in price a new FSM allowance will automatically be created for the start
of the new academic year displaying the new daily FSM value.
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End of year assistant

! — 1

pdale meal/Sess10n prces

Confirm or amend your daily FSM allowances

We have automatically completed your daily FEM allowances far the next academic year usang your current values
I you are hapgy that the values provided are correct for the start of the next academic year you can simply save and conbinue
If any of the allowances ane due to change at the start of the new academic year, please enter new walues before saving

Please note: we advse that the Free School Meal allowance should be squal o ar greater than the associated meal prsce. I it is less then payers will need to
pay the difference beteeen the meal price and the daily FSM allowance or go into debt

Years Duily F5M Valwe [£)

RLZILEEN £ 17

o by ro changesd vy P allowances, 76 yog mre ts i oaTect?

If the user selects to Save the changes without e e R R s e
updating the meal type cost, they will receive a

message on screen asking them to confirm this is B -
correct.

If the user has updated any meal type costs they Plsenneteht b combering b 454 showerces b edo o
will receive a message on screen asking them to

confirm this is correct. B -

School that use cashless till solutions

Schools with a cashless till system will be able to view the meal price within the End of Year
Assistant however, the price box will be greyed out and they will not be able to amend the cost
of the school meal.

Meal time: Lunch time

Meal type Group{s) Price to school Price

DC meal type Pupils, Stafi, Other E 0 - £ 0 %

B

This is to ensure unnecessary changes are not made which may result in errors with pricing
and charging at the till.
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The End of Year Assistant provides information on managing debt and credits within the
ParentPay site.

Debt and credit balances

The option to Download debt balance list can be selected, and a list of all pupils with a debt
against their account will be provided. This can then be used to reclaim the outstanding debt.

Guidance on the best practise for chasing debt can be accessed by using the link, How do |
chase a debt? Selecting Create debt letters now will redirect the page to the ParentPay
Communication Centre, where a variety of debt letter templates can be accessed and used
as required.

Thits Nicak o deigivind 10 acisisn with chasing anendancs nelaied datn i & Seby resihng from meels, eeenis asd seaiions
Usie thir bution blow 10 produce & kst of puplds sith an appropns te debt, shech you can then pint and wse with 1he debt reminder 1emplaies foured i Communica tion > Creabe leer

There is a helpiul guide on chasing debi within ParentPay below  you need help with this task

Hirw i | Ehiced b dabit?
Coeale debil letiers now

Some schools may find that some school leavers have meal balances remaining on their
account. Also, some schools, caterers, or Local Authorities may require all pupils to end the
year with a £0.00 balance. As with the debt option, a link will be displayed enabling a list of
credit balances to be downloaded. This link is titled Download a credit balance list. Selecting
How do I record an adjustment will open a supporting guidance document.

Selecting Record adjustments now will redirect to the Record Adjustment tab within the
ParentPay site to enable them to make any adjustments required to the accounts with a credit.

This 120k 1S designed 10 asust with completing manual redunds for where online refunds are not poasitie or desved

Tiere miry be some bafances that have besn manmnally entered oo ParerPay (cach/chegos/ Paypoint payments) or whsre the aoginad paymnent mettod cansol be refunded onfine
{exprad payment card/payment oider than 12 months) Where appropriate, you wil need 8o refund thess bafanoes using cash or chague and then debil the acooum (Fimance » Hecord
adustment)

Please consider any pupd prosum payments, barsanes, chidcare vouchers, etc that have been appled as these are not noemally 10 be iefunded

Download crede balance hist

How do | tecord an eduatioeon?

Becoud adustiments nom

Guidance on completing an electronic refund can be found here.
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@ParentPay

NOTE: Some local authorities and caterers do not allow schools to make electronic refunds. If a

refund is required, and cannot be made by the school please contact the owner of the bank account
to process a refund.

Meal patterns

Meal patterns may not apply to all schools, and as such may not be displayed on all school’s
ParentPay sites.

A link is displayed providing guidance on How to extend and add meal patterns.

To update the meal patterns, select Extend or add meal patterns now. The page will
navigate to People > Groups. Follow the guidance document to update the patterns as

required.

End of year assistant

Our records indicate that you currently use meal patterns within Farentiay. If you wish to continue to use them in the new academic year you will need 1o
check that they encompass the next year, extend them, or add new patterns

If you are unsure how to extend existing or set up new mesal pattemms, we have linked the appropriate guidance below.
tadlistionally, there is & link that will take you dirsctly to the appropiabe sereen Tor you 1o complete the lask now
How do | exiend or add meal patierns?
X i | pia TR MO
Flease choose from the options below before continuing

Please selart o

Cangel

Select the Please choose from the options below before continuing drop down menu.

Please choose from the options below before continuing

Please select. ..

| will come back to this later

Iy school does not need to complete this task
| have completed this task

Depending on whether the task has been actioned, select of the following choices:

I will come back to this later — this will leave

the task outstanding on the dashboard and B Update meal patterns - Oaf 1 tasks complete
enable users to return and complete the task

later.

My school does not need to complete this
task — this will mark the task as completed on Update meal patieme - 1 of 1 tasks complete
the dashboard.

| have completed this task — this again will
mark the task as completed on the dashboard.

Update meal patterns - 1 of 1 tasks complete
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Make the required selection, and select Save
Save and close
and close

Menus

Menus applies to any schools that allow payers to book or select meals via the ParentPay
system.

The menu task will not display to any schools who do not use menus currently.

Select the link How do | extend or add menus? to open a document providing information
on updating the menu.

End of year assistant

Update menus

Extend or add menus

Our records indicate that you currently use menus within ParentPay. If you wish to continue to use them in the new academic year you will need to extend
them or add new menus.

If you are unsure how to extend existing or set up new menus, we have linked the appropriate guidance below.
How do | extend or add menus?

If this is usually done by ParentPay support, please call us on 02476 994 820.

Please choose from the options below before continuing

Please select... v

Save and close  Cancel

Select the Please choose from the options below before continuing drop down menu.

Please choose from the options below before continuing

Please select. .

| will come back to this later

My school does not need to complete this task
| have completed this task

Depending on whether the task has been actioned, select of the following choices:

I will come back to this later — this will leave

the task outstanding on the dashboard and m Lo s 9= e SG = 2
enable users to return and complete the task

later.

My school does not need to complete this
task — this will mark the task as completed on Update menus - 1 of 1 tasks complete
the dashboard.

| have completed this task — this again will — | of 1 task et
mark the task as completed on the dashboard. ate mentis - 1 of 1 fasks comprete
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Make the required selection, and select Save
Save and close
and close

New pupils and activation letters

This task is provided to highlight the need to complete an upload of new intake pupils for the
new academic year. Completing this section is dependent on the MIS system you use as this
will dictate when pupils are moved into their new year groups. There are three sections
provided to guide you through this task, one for manual uploads through the ParentPay
managers screen, one for integrated upload solutions such as Scholarpack, CMIS, RM
Integris or SEEMIS, and one for all other uploads using the MIS: Sync application.

NOTE: if you have permanent UPN’s available for each new starter, it is possible to complete a ‘pre-admission’
upload. If this is something you are interested in and are unsure of how to do this, please contact the support
team.

End of year assistant

0,

N ™y 74

Pupil upload
Ipload new pupils

Before the start of the new academic year, you may wish to add potential new intake students as pre-admissions. To do so
you must have their allocated UPN's. You can not upload pre-admission students without thewr UPN's being allocated

Once your new academic year has started, and once you have promoted the academic year within your MIS system (where
applicable), you will need to complete your first upload of students into the new year. These student records will then be
available throughout the ParentPay system in their correct year groups. Failure to complete this task will impact meal
allowances, not enable new intake students fully and make it difficult to search your records correctly

When you are ready to complete your first upload into the new academic year.

« |f you manually upload your data into ParentPay, the link below will take you to the upload screen for you to complete
your upload
Upload new pupils now

« If you currently use an integrated solution, the link below will take you to the upload screen where you will have the
option to select and upload your data from the integrated system

Upload new pupils now
« If you use the MIS:Sync application to upload your data, please follow your normal processes for uploading pupils

Please choose from the options below before continuing

Please select v

cﬂncﬂl Save and close Save and continue

Select the Please choose from the options below before continuing drop down menu.

Please choose from the options below before continuing

Please select. ..

| will come back to this later
My schoaol does not need to complete this task
| have completed this task

Depending on whether the task has been actioned, select of the following choices:
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| will come back to this later — this will leave

the task outstanding on the dashboard and m Upload new pupils - 0 of 2 tasks complete
enable users to return and complete the task

later.

My school does not need to complete this
task — this will mark the task as completed on Upload new pupils - 1 of 2 tasks complete
the dashboard.

| have completed this task — this again will . i
mark the task as completed on the dashboard. Ml Uploadnew pupls - 1 0f 2 tasks complete

Make the required selection, and select Save
) Save and close
and close or Save and continue.

Once the upload has been completed, activation codes will be created for any new starters.
These can be distributed to the parents/carers of any new starters in order for them to activate
their accounts and make any required payments.

Selecting How do | create activation letters? will provide access to a guidance document.

Selecting Create activation letters now will redirect the ParentPay site to Communication.
This will provide access to the letter templates, and the activation letters can be created.

End of year assistant

If you haven't already, you will need to send out activation letters 1o parents/carers of all new students in your school to
enable them to log into ParentPay. You may do this with pre-admission students if you have completed this upload or with
the data from your first full upload into the new academic yeat

If you are unsure how to create activation letters, we have linked the appropriate guidance below

Additionally, there 1s a link that will take you directly to the appronate screen for you to complete the task now
How do | create activation lettess?

Create activation letiers now,

Please ch from the options below before continuing

Please select v

Select the Please choose from the options below before continuing drop down menu.

Please choose from the options below before continuing

Please select. .

I will come back to this later
Iy school does not need to complete this task
| have completed this task

Depending on whether the task has been actioned, select of the following choices:
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Update meal patterns - Dof 1 tasks complete

I will come back to this later — this will leave the
task outstanding on the dashboard and enable
users to return and complete the task later.

My school does not need to complete this task | £1 1ask |
— this will mark the task as completed on the Hpdate mesl patiems - 1 o T esks complete
dashboard.

| have completed this task — this again will mark
the task as completed on the dashboard. Update meal pattems - 1 of 1 1asks complete

Make the required selection, and select Save and

Record upcoming changes

Itis vitally important you inform us if you are intending on changing any solution that integrates
with ParentPay. This task enables you to inform the ParentPay support teams of upcoming
changes, allowing us to contact you to help avoid potential migration issues.

@FﬁrEﬁtP&}' Homa | Halp Logaut G

Please indicate below if you are plannng any of the aemlsble changes before the siar of the next academic pear s e will affect your Pareni®ay spstem
[ WIS gyssem

Cashless ull provider

DeE/SEED numiber and/ior school nams change

Hew service inlegralions
Please chotse fram the cptons ek Beloe camtinuing

Please sebect

Canece

® ® ©®

MIS system

1. If the school is changing the provider of their MIS system or pupil database, select the
MIS system check box.

2. Select the new MIS provider from the WIS syssen
drop-down menu. =

3. If the provider is not listed, select Other
and enter the name of the new provider
into the text box.

Pleane sshe]

Ewte of changs

4. Enter the date that the school will switch from the old MIS system to the new system.
5. The ParentPay support team will contact the school with further details on tasks to
complete and factors to consider prior to the MIS switch being made.

Cashless system

1. If the school is changing the cashless till e
. . . Hew cashiess ey
provider, or will be starting to use a

Flepme elieci bl

Diate of change
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2. Select the new cashless provider from the New cashless provider drop-down menu.

3. If the new provider is not listed, select Other and enter the name of the new provider into
the text box.

4. Enter the date that the cashless tills will be switched from the old provider to the new.

5. The ParentPay support team will contact the school with further details on tasks to
complete and factors to consider prior to the MIS switch being made.

cashless system for the first time, select
the Cashless till provider check box.

DfE/SEED number and/or school name change

1. If the school is changing the DfE/SEED % DIE/SEED number asdios schaol name chasge
number or the school name, select the e DR ke
DfE/SEED number and/or school name
change check box.

2. Enter the new DfE/SEED number (if ke o chang
required) s

3. Enter the new school name (if required)

Few bl raamee

4. Enter the date that the name or DfE/SEED number will be changing

New service integrations

If the school will be making any other changes | « sewservic inesranians
that may affect the usage of ParentPay, select | Mo atioes
the New service integrations check box.

Enter details of the new systems into the text

box. This may be the introduction of an

integration with Pebble or Private Fund

Manager.

Final considerations

Final considerations contains a list of items that a school may want to be aware of. These
include advice on reviewing school information visible to payers, and reviewing the
notifications displayed on the manager home screen.
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Reviewing your school information visible to parents

You may wish to review and update the information that you have configured on your payers’ screens. For instance, you
may have changed the services you offer or changed some of the schools' processes that you may wish to make your
payers aware of

How do | update the school information visible to parents?

hool inform. ibl f
Reviewing all notification items
During the end of the current academic year penod, and throughout the beginning of the new academic year, ParentPay

may introduce new notifications withing the My notifications area of the manager home screen to highlight the status of
critical tasks. You should review these notifications regularly

How do | select which notifications are visible on my manager homepage?
Update which notifications are visible on my manager homepage

Close

Completion of the End of Year Assistant

Ideally, all tasks within the End of Year To begin a task. select i fram the lst below

Assistant will be completed. This ensures the
ParentPay site is set up correctly and ready
for the start of the new academic year.

The End of Year Assistant dashboard will
display a set of green ticks against each task
to confirm it has been completed.

NOTE: if you have any concerns or queries as you
complete the assistant at your school, please
contact the service team who will assist you with
any concerns or queries that you may have.
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Updatw application seftings: - 7 ol I lezks complele

Update mealisession prives - 7 of 2 fasks complete

Update meal panenss - 1 of 1 tasks comglese

Upload new pupls - ¥ ol 7 ks complate

Record upoosming changes - 1 of 1 fesks compleie

Final consaderataons
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