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How to make a meal or event booking

If your child’'s school make use of the booking service, you will be able to pre book your child’s
meals and/or event places. This will enable you to book places for services offered by the school,
enable your school to more effectively budget, minimise food wastage and will reduce the
administrative burden on the school administrators.

To determine if your school use the booking feature, select your child and check the side menu to
determine if you have the option for Bookings.
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Ethan Ellie Cara

Unpaid bookings: £-10.00
Bella Add child

My page > g:ﬁrt;brl‘.emsecr:igl'gce:id meals o
Childs page > View all payment items

Bookings

Make or view bookings > Date Taken Details Amount

Unpaid bookings > ADL59 x Lunch

View menus and choices > Aug v Lunch

04

To make/edit a booking:

1. Select the child you wish to make bookings for

2. From the navigation panel select Bookings > Make or view bookings

3. Select the appropriate '‘Booking type’ e.g Lunch time. If only one service is available there will
only be one option listed

4. Choose the period you wish to make or edit a booking for using ‘Week commencing’ then

select Make or view bookings

Make bookings for:| Lunchtime v

Week commencing:| s Sep 2016 v

Make or view bookings O’I Add to bookings balance
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5. Select Make selections.
Depending on the type of bookings available at your school, you will now be presented with a
booking screen with the relevant functionality, as below:

BOOking only - the ab|||ty to book meals or Cara's meal selections
events for specific days Utopia Test Site

Lunch time selection

PLEASE NOTE: When confirming your booking, if the Payment due value is not £0.00, you will need to credit the
account within 2 hours. Failure to do so will result in your booking being cancelled.

This will in no way affect free school meal bookings as these are always considered as zero cost.

Week commencing 18th Jan 2016

Mon Tue Wed Thu Fri
18 Jan 19 Jan 20 Jan 21 Jan 22 Jan

Book a meal Book a meal Book a meal Book a meal Book a meal
Clear day
Booking with selection — the ability to Lunch time selection
. . PPLEASE NOTE: When confirming your booking, if the Pa due value is not £0.00, you will need to credit the account
reVIeW the |temS planned for the meal or within 2 hours. Failuletodasngw‘i(“ resultin yliur bmkiny;:inng cancelled. .

This will in no way affect free school meal bookings as these are always considered as zero cost.

event and then the option to book that item

CI e Week commencing 18th Jan 2016

Tue Wed Thu Fri
19 Jan 20 Jan 21 Jan 22 Jan
Sook ameal Bookameal 800k a mea 800k a meat

Menu selection - the ability to view and Lunch time selection

select individual menu choices for a day in [ i

a combination of mandatory and optional S S B s

choices Week commencing 25th Jan 2016 =3

Tue Wed Thu Fri
25 Jan 26 Jan 27 Jan 28 Jan 29 Jan

Sweet Chilli Roast Beef Roast Jumbo Fish Roast Turkey Italian Beef
Chicken Rice Potatoes Carrots Fingers Chips Mashed Meatballs Pasta

Peas Green Beans Baked Beans Potatoes Shells
Carrots &
Brocolli
Stir Fry Cauliflower Veggie Bites Red Onion & Quorn Balls in
Vegetables Rice Cheese Roast Chips Baked Cheese Quiche Tomato Sauce
Peas Potatoes Carrots Beans Mashed Pasta Shells
Green Beans Potatoes
Carrots &
Brocolli
Jacket Potato Jacket Potato Jacket Potato Jacket Potato Jacket Potato
with Baked with Cheese with Tuna & with Bacon & with Curried
Beans Sweetcomn Beans Chicken

Mayonnaise

Iced Sponge Fruit Jelly Mixed Fruit Apricot Flapjack Chocolate
Sponge & Custard Cookies

Yoghurt Yoghurt ‘Yoghurt Yoghurt

Fresh Fruit Fresh Fruit Fresh Fruit Fresh Fruit Fresh Fruit
Clear day Clear day Clear day

Select the meals for your child. A summary of your bookings will show at the bottom of the page
with any previous unpaid bookings showing in red.
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Ellie Shelley’s Lunch time

Bookings added 5
Bookings cancelled 0
Cost of new bookings £10.00
Unpaid bookings £10.00
Payment due £20.00

Note: Lunchtime meal bookings must be paid for within two hours of selecting them. Failure to do
so will result in them being automatically cancelled.

6. Review the Booking summary screen and select Confirm bookings. Any credit from your Parent
Account will be deducted from the balance to pay. If there is a value in the ‘Payment due’
section, select Pay Now and you will be taken to the payment screen to complete your
booking.

Ethan Ellie Cara item Totalcost  Edit Remove £20.

Ellie - Bookable School Meals £000 / ] ota £20

Bella Add child Pay by Parent Account credit: -£7.50
My page > Paxﬂcard: :1&50

Note: Free School Meals (FSM) and Infant Free School Meals (UiFSM) are automatically calculated
and will reduce the ‘Payment due’ value where appropriate. In most cases this will show a zero
cost. You should still confirm the bookings to ensure that they are registered on the system for
your school to view and plan for.
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