IMPORTANT NOTE:  Capita SIMS has made this document
available in Microsoft ® Word format to enable you to edit the
information supplied herein. Capita SIMS cannot be held
responsible for any changes, errors or omissions resulting
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01‘ Getting Started with SIMS Agora

Welcome to SIMS AQOra oo e w1
Registering for an ACCOUNt s e 1

Welcome to SIMS Agora

SIMS Agora is an online marketplace , Which enables schools to sell and collect
payment for items such as school uniform, school meals, trips, events, clubs
and other school activities, in a safe and secure way.

The benefits of using SIMS Agora include:

= the ability to make safe and secure online payments at any time of the
day.

= the ability to make payments via debit or credit card.

= the ability to make payments in person via PayPoint and Post Office
counters.

= the ability to pre -pay for school meals.

= the ability to identify when payments are due and whether sufficient funds
are available.

= the ability to receive email notifications when a balance falls below a set
amount.

= the ability to pay for expensive items (e.g. school trips) in instalments, at
the discretion of the school.

= the ability for parent/guardians with more than one child to maintain a
single SIMS Agora account that serves all of their children, even if they
attend different schools (this is available only if all the schools use SIMS
Agora).

= the ability to view current balances and a payment history.

Registering for an Account

IMPORTANT NOTE: To register a SIMS Agora account, the account holder
must have a Microsoft ® Account. It is possible to use an existing account or
you can create anew  one (https://signup.live.com/signup.aspx?lic=1 ).

Your child's school will send to you a registration letter that contains a unique
child reference. A child reference will be issued for each child attending the
school and will be addressed to the parent/guardian who is linked to the child.
This reference will be required when registering for a SIMS Agora account. The
date of birth of the child referred to in the letter will also be required.
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WARNING: If another parent/guardian of the child wis hes to register an
account, either instead of, or as well as the person to whom the letter was
addressed, please contact the school to request a separate child reference.
Using a child reference intended for another person may cause problems in

the future.

IMPORTANT NOTE: If you already have a SIMS Agora account for a child
(please see Adding Children to My Account on page 14), new children should
be added to this, rather than creating a separate account.

In a web browser, navigate to the SIMS Agora website
(https://www.simsa __gora.co.uk ).

Home | 18 November 2015

CAPITA | |SIMS|AGORA The online payments solution
=l

‘ 7 W N SIGN IN TO AGORA
SIMS Agora A A

Secure online payments. .. Sign in with your
- Microsoft Account

For Parents
Quick. Safe. Convenient.

Need help logging in or don't
have a free Microsoft Account?
Please access our

Frequently Asked Questions

3

da AEE

Secure online payments solution

SIMS Agora provides a cost-effective, secure
and easy way for schools to collect parent
payments and sell school items online. With
SIMS Agora, schools can benefit from reduced
administration, faster payments and improved
security and safeguarding

Quick. Safe. Convenient.

SIMS Agora gives you a more convenient and
flexible way to pay your school online and
helps to keep your child safe. By making
cashless payments you know that your
money has reached the school safely.

FIND OUT MORE

Secure. Integrated. Efficient.

Schools are under pressure with increasing
workloads and reducing budgets. SIMS Agora
can help improve efficiency with a secure and
simple way of handling online payments for
the whole school community.

Registered office: 71 Victoria Street, Westminster, London SW1H 0XA. Registered in England No. 2299747. Legal | Privacy policy | Information policy
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5.

Clickthe Sign in with your Microsoft Account

page.

01| Getting Started with SIMS Agora

button to display the

SignIn

ur account, our priority

Adding security information helps protect your account

Enter your Microsoft Account login details (

Click the Signin button to display the

Sign in
Microsoft account What's this?

Email or phone

Password

Keep me signed in

Can't access your account?

Sign in with a single-use code

Don't have a Microsoft account? Sign up now

Welcome to SIMS Agora

and Password
page.

Email or phone

account for the first time.

NOTE: This page is displayed only when you sign in to your SIMS Agora

SIMS| AGORA

=

CAPITA |

Welcome to SIMS Agoral

First time using SIMS Agora?
Ifthis is your first ime using SIMS Agora you will need to register your account

« Ifyou arrived atthis page without entering a username and passwaord, the
system may be using a different Microsoft Account than the one you are
expecting — you may find it safer to explicitly sign out using the Sign Out button
and then sign in again to SIMS Agora before continuing to register.

« There are 4 simple steps to go through in order to register your account

« For security, you will need the Child Reference issued by your school and your
Child"s Date of Birth to register your account. A Child Reference should only
be used by the person to whom it was issued.

« Once you have completed the simple steps, you will receive an email to
confirm that your account has been created; you will need to click the link in
the email to activate your account

= After your account has been activated, you will be able to sign in to SIMS Agora
and make payments for school items straight away.

Ready to register your account?

Please click on the Register Account button below to get started with your SIMS
Agora account registration

SN

Secure Cashless Payments

Account Registration

Already registered your SIMS Agora account?

Ifyou have already registered, you may be seeing this page because SIMS
Agora does not recognise the Microsoft Account you are currently signed in with

Please click on the Sign Out button below to sign out from the current Microsoft
Account, then return to www.payyourschool.co.uk and enter your username
and password when prompted.

Still having trouble signing into your scoount? First try viewing our quick help guide
{PDF file}; if that doesn't selve your problem, please contact your schoal.

Need to associate more than one child with your SIMS Agora
account?

Once you have registered with any of your children, you can add additional
children to your existing SIMS Agora account easily — use the Add Child button
on your homepage.

To register an account, click the yellow
bottom of the page.

Register Account button at the

SIMS Agora for Parents
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The registration process consists of four steps.
Step 1

=

Step 1 of 4

Please enter the token you were issued by an administrator in order to make purchases for your child online
+ Child Reference * » Child's Date of Birth *

STGLHDMYC 01 01 2001

CAPITA | [SIMS|AGORA Secure Cashless Payments

Account Registration mandatory fields marked with a * A Child Reference

Before continuing please ensure
you have your child's reference

Child references are issued by your
child's school

Add the reference and date of birth
to the box to the left for full access to
SIMS Agora.

a. Enterthe Child Reference contained in the letter received from the
school andthe Child's Date of Birth for the child referred to in the letter.

b. Clickthe Continue button.
Step 2

H]
Account Registration mandatory fields marked with a *

Step 2 of 4

Please confirm your child's details below:

» Forename » Sumame » Preferred Name *
Abjit Abhra Abjit
» School

Waters Edge

Lo [ come

CAPITA | [SIMS|AGORA Secure Cashless Payments

A Preferred name

Preferred name needs to be unique
between all children within your
account.

This can be changed if there is
another name you wish to use

a. Check the details recorded for your child and enter their
Name .

Preferred

NOTE: Ifth ese details are not correct, contact your School
Administrator.

b. Clickthe Continue button.
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Step 3

Welcome, Mrs Abhra
M AGORA
[

My Homepage

My Details

Mrs
TR Nilesh
Abhra
_— Nilesh.Abhra@example.co.uk
S Nilesh.Abhra@example.co.uk

Mrs Nilesh Abhra

7 Rose Clnse|

Kempston

Bedford

MK42 7D]

WARNING:  These details are for the parent/guardian to whom the
registration letter from the school is addressed. If another parent/guardian

of the child wis hes to register an account, either instead of, or as well as the
person to whom the letter was addressed, please contact the school to
request a separate registration reference. Using a registration reference

intended for another person may cause problems in the future.
a. Confirm your details, record an Email address and repeat this in the
Confirm Email field.

b. Deselectthe Enable automatic email notifications from SIMS Agora
check box if you do  not wish to receive emails regarding your account.
Thiscanbe ch angedatany time (please see Checking My Details on page

10).
c. Cardholder information is pre - populated with the details of the primary
contact. If these are incorrect, enter the Cardholder Name and Billing

Address (including Town and Postcode )forthecard holder who will be
making payments.

TIP: Cardholder details will be used during the checkout process to save
time. If you would prefer to enter these details at the checkout each time
you pay for an item, these details can be left blank.

d. Clickthe Continue button.

SIMS Agora for Parents | 5
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Step 4

CAPITA | [SIMS|AGORA Secure Cashless Payments
=l

Step 4 of 4

Congratulations! Your account has been created.

We've sentyou a confirmation email, to activate your account please follow the the link in the email. You will need to activate your account before you can use SIMS Agora
e-payments.

a. Click the Finish button. This prompts SIMS Agora to send you a
confirmation email to the email account recorded in Step 3.
TIP: Ifthe email has not arrived in your inbox, check the junk and SPAM
folders.
b.  Follow the instructions in the em ail and click the link to display the Your
account has been activated dialog box.
CAPITA | [SIMS|AGORA Secure Cashless Payments

&)

Your account has been activated

You can now continue and start using SIMS Agora

c. Clicktheyellow Continue button to return to the Sign In  page. You can
now use SIMS Agora.
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Using SIMS Agora

Signing In e e,
Managing My Account ...,
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Increasing a School Meal Balance . e

Purchasing Products and Services

My Basket ..o e

Checking Out  ..ocveeiiiiiiiieieeeee
Paying with PayPoint or at the Post Office

Viewing School Meal Statements

Viewing Transaction Statements s e

The Microsoft Account that you used or created when registering a SIMS Agora

account is required to be able to sign into SIMS

for an Account onpage 1).
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23
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25
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Using SIMS Agora

1.

2.

In a web browser, navigate to the SIMS Agora website
(https://www.simsagora.co.uk ).

Home | 18 November 2015

CAPITA | [sIMS|AGORA The online payments solution

SIGN IN TO AGORA

SIMS Agora
Secure online payments.

.. Sign in with your

. Microsoft Account

For Parents
Quick. Safe. Convenient.
For Schools : JIAS
Secure. Integrated. Efficient. i p Need help logging in or don't
- have a free Microsoft Account?
Please access our

Frequently Asked ons

Secure online payments solution Quick. Safe. Convenient. Secure. Integrated. Efficient.
SIMS Agora provides a cost-effective, secure SIMS Agora gives you a more convenient and Schools are under pressure with increasing
and easy way for schools to collect parent flexible way to pay your school online and workloads and reducing budgets. SIMS Agora
payments and sell school items online. With helps to keep your child safe. By making can help improve efficiency with a secure and
SIMS Agora, schools can benefit from reduced cashless payments you know that your simple way of handling online payments for
administration, faster payments and improved money has reached the school safely. the whole school community.

security and safeguarding

FIN MORE FIND. MORE

Registered office: 71 Victoria Street, Westminster, London SW1H 0XA. Registered in England No. 2289747 Legal | Privacy policy | Information policy

Clickthe Sign in with your Microsoft Account buttontodisplaythe  SigniIn
page.

Sign in
Microsoft account What's this?

Email or phone

Password

_| Keep me signed in

— Can't access your account?

Your account, our priority

Sign in with a single-use code

Adding security information helps protect your account

Don't have a Microsoft account? Sign up now

8 | SIMS Agora for Parents
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Enter your Microsoft Account sign in details ( Email or phone and
Password ).
Click the Signin button to display the SIMS Agora home page ( My

Homepage ).

TIP: For problems with logging in, please review the Troubleshooting section
of this handbook.

My  Account
Once an account has been set up, its details can be managed via the My
Account page.

My Homepage is displayed when you sign in. It is also available by selecting
the My Homepage  tab on the top right -hand side of the screen (unless you
are already o n the home page).

The My Account  page is available from My Homepage by selecting the My
Account tab on the top right  -hand of the screen.

Welcome, Mrs Abhra [Sign Ouf]
AGORA Waters Edge
|

My Account = MyBasket £0.00[0]

N Abjit -
[ -.__.'. é Statements Your balance is
— » School Meals Add funds between £5.00 and £100.00

+ Transactions

Waters Edge Products
1] 0AK
¥ Uniform

a » Stationery
+ Trips

Neel
» School Clubs

b Events

+ Transport

+ Online Shop
» Fees & Subs

b Exams & Lessons

CAPITA C Windows Azur
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Checking My Details

1.

TIP: My Homepage s displayed when you sign in. It is also available on the
My Homepage tabonth etopright -hand side of the screen (unless you are
already on the home page).

From My Homepage ,selectthe My Account tabonthetopright -hand side of
the screen to display the My Details  page.

Welcome, Mrs Abhra
w AGORA
m|

My Homepage

My Details

Mrs
Nilesh
Abhra
Ema Nilesh.Abhra@example.co.uk
nfirm Ema Nilesh.Abhra@example.co.uk
Mrs Nilesh Abhra

7 Rose Close

Kempston

Bedford

MK42 7D

WARNING:  These details are for the parent/guardian to whom the
registration letter from the school is addressed. If another parent/guardian

of the child wishes to register an account, either instead of, or as well as the
person to whom the letter was addressed, please contact the school to
request a separate chil  d reference. Using a child reference intended for
another person may cause problems in the future.

Ensure that these details are correct.

If any of these details change, update SIMS Agora and contact the School
Administrator.

The Enable automatic email notifications from SIMS Agora check box
should be selected if you wish to receive email notifications from SIMS Agora.
This can be changed at any time by deselecting or reselecting the check box.

10 | SIMS Agora for Parents
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TIP: Cardholder details recorded here are for the purpose of auto - completing
fields during the checkout process. Cardholder details do not have to be

recorded inthe My Details  screen but if they are  not recorded, they will
need to be entered manually during the checkout process for every

transaction.

Managing My C  hildren

TIP: My Homepage s displayed when you sign in. It is also available on the
My Homepage  tab onthe top right -hand side of the screen (unless you are
already on the home page).

1. From MyHomepage ,select My Account on the top right -hand side of the
screen to display the My Details  page.

2. Select My Children  from the menu on the left -hand side of the screen.
Welcome, Mrs Abhra
.
My Homepage
£
My Children A%, Abjit Abhra
{5 =1 Waters Edge You can use the up and down arrows to change the
-:' 1| OAK order your children appear on the homepage. Use the
D edit icon if you wish to change your child's preferred
name or if you wish to hide them from your homepage
£
Neel Abhra
’ Waters Edge
= 1] 04K

Changing the Display Order of Multiple Children

The display order of the children can be changed by clicking the Up and Down
arrows in the header of each child.

Using a Preferred Name

A preferred name can be added to any child in your account. This may be due

to personal preference or for identification purposes, e.g. if there is a duplicate

record for a child because the child has moved school (please see Moving
Schools on page 16).

1. Clickthe editicon in the heading of a child to display the Manage Child  dialog.

f Edit icon

SIM S Agora for Parents | 11
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2.

3.

Manage Child - Neel

Preferred Name * Neel 9

Show Hide | a

coee |

Enterthe Preferred Name that you would like to be displayed in SIMS Agora
for this child.

TIP: A Preferred Name may include other information, e.g. Neel -
Bedford School if, for example, a child has moved school (please see

Moving Schools onpage 16). This helps to identify the correct child's account
when making payments.

Click the Save button to return to the My Children  page.

Hiding a Child from the Home Page

1.

2.

You may wish to hide a child f rom My Homepage if, for example, a child has
moved schools (please see Moving Schools on page 16). Hiding a child stops
all notifications for that child until the child is re-instated (please see
Re-instating a Previously Hidden Child on page 13).

Click the editiconin the heading of a child todisplaythe Manage Child dialog.

£ Edit icon

Manage Child - Neel

Preferred Name * Neel 0

Show Hide | a

oo |

Click the Hide button.

Hidden children will still be visible on the My Children  page but they will be
displayed with a grey heading.

12 | SIMS Agora for Parents
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Re -instating a Previously Hidden Child

1.

2.

Re-instatingachildto My Homepage also restarts notifications for that child.

Email notifications can be enabled or disabled at any time (please see
Checking My Details on page 10).
Click the editicon in the heading of a child to display the Manage Child  dialog.
Edit icon
£
Manage Child - Neel
Preferred Name *  Neel (7]

Show Hide |@
| cancel |m

Click the Show button.

Children who are not hidden will appear on the My Children  page with a
yellow heading.

Viewing My Payments

Viewing payments from the My Account  tab will show all payments made via
your account. It will not show payments made by other account holders for

this child. To view all payments made by all account holders for this child, see

the School Meal Statements 0 r Transaction Statements  (please see Viewing
Transaction Statements  on page 25) area of the home page.

TIP: My Homepage is displayed when you sign in. It is also available on the
My Homepage  tab onthetopright -hand side of the screen (unless you are
already on the home pag e).

From My Homepage ,select My Account from thetop right -hand side of the
screen to display the My Details  page.

Select My Payments  from the menu on the left -hand side of the screen.

Welcome, Mr Abbot [Sign Ouff
m AGORA | Secure Cashless Payments
t ]

My Homepage

My Details Payments in Progress

My Children

MNo payments in progress

Last year IZ|
Payment History > From 24 Sep 2014

MNo completed payments

My Payments

SIM S Agora for Parents | 13
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=  Payments in Progress are shown at the top of the screen.

= PaymentHist ory is shown below for the period being displayed. The
default periodis  Last week . Itis possible to change the period by
selecting from the drop  -down list and clicking the Show button.

Each transaction is listed. Double -click any transaction to view the payment
receipt.

Adding Children to My Account

2.

3.

SIMS Agora enables parents to add multiple children to a single account,
providing that all of the schools involved use SIMS Agora.

Each child will require a child reference from their own school to enable the m
to be added.

TIP: My Homepage is displayed when you sign in. It is also available on the
My Homepage tabonthetopright -hand side of the screen (unless you are
already on the home page).

From My Homepage ,clickthe Add Child button ontheleft -hand side of the
page to display the  Add Child dialog.

Add Child

Reference *  SBLTGTTGD @

Date of Birth = |01 01 2001

Enter the child Reference for this child (provided in the letter that you
received from the child's school) and their Date of Birth

Click the Next button to display a confirmation message.

Confirmation

Please check your child's details below.

Forename Meel
Surmmame Abhra
School  waters Edge

Preferred Name *  Neal (%]

14 | SIMS Agora for Parents
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Enter a Preferred Name and check your child's  details (please see Using a
Preferred Name on page 11).

Click the Next button to display the Child Added dialog.

Child Added

Your child has been successfully added.

Click the OK button to complete the process and return to My Homepage
Welcome, Mrs Abhra [Sign Ouf]
AGORA | Secure Cashless Payments Waters Edge

My Account ' MyBasket £0.00[0]

Statements Your balance is No messages currently available

+ School Meals

* Transactions

Waters Edge Products
1] DAK

Add funds between £5.00 and £100.00

¥ Uniform

l ¥ Stationery ¢
+ Trips
Neet i

ltem Date Cost
£0.00 + School Clubs
b Events
+ » Transport
Add Child » Online Shop
¢+ Fees & Subs
b Exams & Lessons
Registered office: 71 Victoria Street, Westminster, London, SW1H 0XA. Registered in England No. 2299747, Help Centre Contact Us Privacy Policy Legal
CAPITA o VERIFIED '
© 2013 Capita ple. All rights reserved B v B3 @ : by VISA EJ Windows Azure
The added child is displayed below any existing children on the left -hand side

of My Homepage
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Combining Multiple Accounts

You may want to combine multiple accounts if separate accounts have been
created in error, or family circumstances mean that you now wish to add a
child to your account who was part of another person's account.

If you wish to combine multiple accounts:

1. Contactyour child's school. They will unlink the child from the account you will
no longer be actively using.

The school will provide another child reference for the unlinked child.
Sign in to the account that will remain active.

Add the unlinked child using the new reference  number (please see Adding
Children to My Account  on page 14).

NOTE: Accounts cannot be deleted. The transactions that were made with
the previous account must be available to the account holder but it will not be
possible to view children or carry out any transactions via an unlinked
account.

Moving Schools

When a child moves from one SIMS Agora school to another, any payment

history must be kept separate. For this reason, when a child joins a new

school, they will be issued with a new child reference (by t he new school) and
the parent can add the record to their existing account (please see Adding
Children to My Account  on page 14).

To distinguish b etween the two records, it is recommended that the preferred

name for the child in both records is edited to include the name of the relevant

school (please see Using a Preferred Name  on page 11).ltis also
recommended to hide the 'old' record from the home page (please see Hiding
a Child from the Home Page on page 12). This will stop any notifications from
being issued for that record.

Increasing a School Meal Balance

SIMS Agora enables parent/guardians to manage payments for School Meals

by maintaining a balance in SIMS Agora that the schoo | can use to pay the
school meal provider. This gives parents the option to 'top up' their balance

less frequently in SIMS Agora than they would be required to pay for school

meals directly. Funds can be added at any time for any amount between £5.00

and £ 100.00. The school will use these funds to pay for School Meals until the
balance in SIMS Agora is reduced to £0.00. If you have email notifications
enabled, a message will be sent to you when your balance reaches a

pre - determined threshold, to give you a chance to 'top up' before the balance
runs out. If a payment is made without sufficient funds, the balance will show
what is owed.

TIP: My Homepage s displayed when you log in. It is also available on the
My Homepage  tab onthetopright -hand side of the screen (unless you are
already on the home page).

16 | SIMS Agora for Parents
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From My Homepage |, click a child's name or their picture (if there is one) on
the left -hand side of the page to display the selected child at the top of the
group.

Welcome, Mrs Abhra [Sign Ouf
AGORA Waters Edge
]

My Account e MyBasket £0.00[0]

fﬂ Abjit -
P | No messages currently availabl

| Statements Your balance is ¢
=
.. &  Sehool Meals Add funds between £5.00 and £100.00
» Transactions
Waters Edge Products
1] 0AK
+ Uniform
ﬁ » Stationery
¥ Trips

Neel
+ School Clubs

) » Events
+ + Transport
» Online Shop
re——— » Fees & Subs
b Exams & Lessons
CAPITA =8| &) Windows Azure
The School Meal Balance for the selected child is displayed in the centre of

the screen. It is also displayed under the child's name and (if it is available)
picture.

NOTE: Ifa School Meal Balance falls below the threshold set by the school
and you have ena bled email notifications, you will receive an email
notification from the school. The negative School Meal Balance in SIMS

Agora will be displayed with a red heading until funds are added and the
balance becomes positive. Funds can be added at any time.

Your balance is - £95U

Add funds between £5.00 and £100.00

Enter Amount Add to Basket

To Add funds  enter the amount you wish to pay in the Enter Amount field.

Click the Add to Basket button to send this item to the My Basket page and
display this item on the My Basket tab.

SIM S Agora for Parents | 17




02| Using SIMS Agora

An item that costs £10.00 will show on the My Basket tabas £10.00( 1).The
(1) indicates the number of items in the basket.

My Account = MyBasket £10.00[1]

f{ School Meal Balance L

Your balance is -£9 50 Mo messages currently available
v
‘.- Already in basket
.9

Purchasing Products and Services

Your school will decide what products and services are available for you to
purchase through SIMS Agora based on your child's class/year and activities.

TIP: My Hom epage is displayed when you log in. It is also available on the
My Homepage  tab onthetopright -hand side of the screen (unless you are
already on the home page).

1. From My Homepage |, click a child's name or their picture (if there is one) on
the left -hand s ide of the page to display the selected child at the top of the

group.

Nick 3items found

Statements

*» School Meals
©
» Transactions .
Waters Edge Products \
Blue School Jumper Tie

>

6] 6KH
» Unifor

White Polo Shirt
ﬁ » Stationery
» Trips

Stephanie 4 Options 4 Options
» School Clubs From £10.00 £4.00 From £8.00

» Events
g » Transport
X
Ben * Online Shop

» Fees & Subs

n » Exams & Lessons
2

2.  Fromthe Products menu (displayed below the child's name), select a product
or service to view the associated items.

18 | SIMS Agora for Parents
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3. Click an item to view more information.

Blue School Jumper
£10.00

In stock

Option 5-6 B

Unisex blue school jumper

Quantity 1

4. Selectan Option fromth e drop -down list.

IMPORTANT NOTE:  Thenature ofthe  Option you selectwill vary according
to the selected product type. For example, a jumper that forms part of the
school uniform might offer size options, colour options, etc.

5. Entera Quantity andclickth e Add to Basket button to send this item to the
My Basket page and display this item on the My Basket tab.

NOTE: The school may place restrictions on the quantity that can be
purchased.

An item that costs £10.00 will show on the My Basket tabas £10.00(1) .The
(1) indicates the number of items in the basket.

My Account ™ MyBasket £10.00[1]

f{ School Meal Balance _

Your balance is -£950 0 messages currently available
v
\- Already in basket
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My Basket

The My Basket

page shows all the items that are pending payment. Items can

still be added to and deleted from the basket at this stage.

1. Selectthe My Basket tab on the topright -hand side of the screen to display

the My Basket page.
Product Quantity Price Cost
School Jumper
- (Large) 1 Update £10.00 £10.00
I‘ﬁ.l[‘.ﬁ‘; Remove from basket -
1= School Meals
m Remove from basket 1 10.00 £10.00
o School Polo Shirt
= (Medium) 2 Update £5.50 £11.00
I‘ﬁ.ll‘.ﬁ‘g Remove from basket -
Product Quantity Price Cost
1= School Meals
m Bemove from basket 1 6.00 £6.00
Product Quantity Frice Cost
" "Q School Meals
L Remove from basket 1 9.00 £9.00
Total Cost for 6 items £46.00
Items are listed by child and product.

2. To change the amount you want to pay, enter a different value in the Price
field and clickthe  Update button. This applies to variable pri ceditems only. It
is not possible to change the amount payable for fixed price items.
=  To cancel the purchase, click the Remove from basket link (this is

located below the  Product name).
= Additional items can be added to your basket. Select the My Homepage
tab and navigate to the required product or service (pleasesee Purchasing
Products and Services on page 18).
3. Clickthe Checkout button to proceed tothe checkout (please see Checking

Out on page 21).
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The checkout process requires the input of your personal and card details to
complete the purchase of any items added to your basket.

1. From My Basket
Secure Cashless Payments

, clickthe Checkout
screen.

button to be display the SIMS Agora

AGORA
visa| B ) [ [VIsA
ed * are mandatory
@
Expiry Date* 7)
Security Code* @
Note: Clicking on the links r_:v \f»vdrb brows
eririe
Mastercard. "yp1 Ay = Trustwave
Leamnmute "“"“ learn more
CAPITA R Windows Azur
2.  Enter the required details.
3. Clickthe Continue button to display the Additional Information screen.
AGORA
|
Additional Information
All fields marked * are mandatory
Cardholder's Name* andrew bedford )
Address 1* 23, the ford @
Address 2
Address 3
County bedford
Country ‘ uk\
Postcode® mk42
CAPITA == B Windows Azur
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NOTE: If you have recorded cardholder details on the My Details  page, they
will be displayed au tomatically. If cardholder details are not recorded, you
must enter this information each time you carry out this process.

4. Complete the required details and click the Continue  button to display the
Payment Confirmation page.

AGO RA
u|

Payment Confirmation Page

You are aboutto make a payment for the fransaction shown below. Please check that these details are correct and then either click
on the "Make Payment” bution to continue with your payment or click on "Back” if any details need to be amended.

Once you click on "Make Payment” your transaction will be authorised on-line. This will typically take about six seconds but various
factors can affect the actual time taken.

Please refrain from clicking on any other browser buttons or navigating to other sites while this process takes place. If the
process stops responding for any reason then we recommend that you simply close your browser.

PURCHASE DETAILS

PLEASE CHECK THAT THE PURCHASE DETAILS BELOW ARE CORRECT

Any free products you've added fo your basket will not appear on the below list

Football club donation 1 £20.00
School Meal 1 £6.00
TOTAL £26.00

Card Details

Please check that your card details are correct

Card Number 037
Cardholder andrew
Expiry Date 12/18

CAPITA == Windows Az
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5. Clickthe Make Payment button to confirm the transaction and to display the
Confirmation page.

Welcome, Mr
w AGORA
Iu,

My Homepage My Account Administration My Basket £0.00 [0

Thank you - your payment is complete

You will shortly receive an email confirming your order.

Confirmation

Authorisation Code 173517

Transaction Number 54444

Transaction Date 05 Feb 2016

Payment Reference VISA*037

Football club donation 1 £20.00 £20.00

School Meal 1 £6.00 £6.00
Total Amount Paid for 2 ftems £26.00

Just so you know... You can always check your online.

Payments are processed on behalf of the school by Capita Payment Management Services. This will appear as ‘School Payment-Capita’ on
your card statement

Flease note your payment card number is not stored by the School or Capita Payment Management Services.

Ifyou have a question about SIMS Agora you can always find out more online in our section.

CAPITA

Windows A

6. A summary of your payment is displayed.

Paying with PayPoint or at the Post Office

If a person with parental responsibility does not wish or cannot use SIMS
Agora to pay online for school items, it is possible to pay for items using
PayPoint or at the Post Office.

1.  Contact your child's school to request barcodes for the items you wish to
purchase.

2. Your child's school will provide a printed barcode for each item requested
(each item has a uni  que barcode).

3.  Take the barcodes to your PayPoint or Post Office counter.

Inform the cashier if you wish to purchase more than one of any item, as these
will be scanned separately.

4. The cashier will scan the barcodes and take payment for the items.
=  Some items will be fixed price, e.g. uniform.

= Someitems, e.g. school meals will require you to notify the cashier of how
much you intend to pay.
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5.  If the payment is for school meals, it will show in the Statements  section of
your account immediately (please see Viewing Transaction Statements on
page 25).

IMPORTANT NOTE: Payments made by barcode cannot be assigned to an
account holder and will therefore on ly be displayed in the ~ School Meal
Statement  or Transaction Statement screens. The Payer will be
displayed as Other .

Viewing School Meal Statements

Payments shown on this page are for all account holders. Payments made by
the person logged in are shown in the Payer columnas self and payments
made by anyone else are shown in the Payer columnas other.

TIP: My Homepage is displayed when you log in. It is also available on the
My Homepage  tab onthe top right -hand side of the screen (unless you are
already on the home page).

1. From My Homepage |, clicka child's name or their picture (if there is one) on
the left -hand side of the page to display the selected child at the top of the

group.
2. Select School Meals fromthe Statements menu under the child's name.

AGORA Green Abbey
|

Ben
g Last week EI
: Statements Current Balance: £0.00

4

Welcome, Mr Abbot

My Homepage My Account Wy Basket £25.00[3]

» Transactions

Green Abbey Products
1] 1B
» Uniform

ﬁ » Stationery
- » Trips
Nick
m » School Clubs
» Events
“f. » Transport
+ Online Shop

» Fees & Subs

K‘ » Exams & Lessons
|

The Current Balance and any payments made during the period will be
displayed. The default period is Last week . ltis possible to change the period
by selecting from the drop -down list and clicking the Show button.
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Viewing Transaction Statements

Payments shown on this page are for all account holders. Payments made by
the person logged in, are displayed in the Payer columnas self andpayments
made by anyone else, are displayed in the Payer columnas other

TIP: My Homepage is displayed when you log in. It is also available on the
My Homepage  tab onthetopright -hand side of the screen (unless you are
already on the home page).

1. From My Homepage |, clicka child's name or their picture (if there is one) on
the left -hand side o fthe page to display the selected child at the top of the
group.

2. Select Transactions  fromthe Statements menu under the child's name.

Welcome, Mr Brown [S
AGORA Agora 1066.1
.|
My Homepage My Account Administration = My Basket £20.00 [4]
Kelsi
Last year v
Statements
» School Meals
-
@gg[ﬂ;”‘ s Products 02MNov2015 64050 Manual Refund M/A  good luck (red) 1 £250
» Uniform
- - Credit/Debit N -
» Stationery 01Mov2015 64058 e Self  good luck (red) 1 £250
i~ " ks 230ct2015 64046 Cash Self  testrip (instaiment) NA  £2000
230¢12015 64045 g;‘?ﬂ‘“DE“" Self  testtrip (instalment) NA  £133.00
230ct2015 64044 Discretionary  Self testtrip (instalment) N/A  £122.00
fiefer 230ct2015 64043 Cash Self testtrip (deposit N/A  £85.00
06 OCt2015 54035 CredWDebll st varianle 1 £5850
ard
255ep2015 64031 Barcode Other  fixed product 1 £1.00
Vesenia
23 Sep 2015 64022 Manual Refund  N/A trip (deposit) NIA -£5853
22 Sep 2015 53997 Barcode Cther  trip (instalment) N/& - £175.47
Eldridge H4 172 3 pH

The Transactions made during the period will be displayed. The default
period is Last week . Itis possible to change th e period by selecting from the
drop -down list and clicking the Show button.
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SIMS Agora Security
SIMS Agora operates inside of secure parameters to protect both financial
information and personal/child info rmation.

=  SIMS Agora can be accessed only after the successful completion of
various security steps.

= No card details are stored in SIMS Agora.
] No card details are ever disclosed to the school.

=  SIMS Agorais PCIDSS Level 1 certified and uses the highest lev els of card
payment security and 3D fraud protection measures.

= You will receive an email receipt for all payments.
= Payment history is available at any time via your account.

=  SIMS Agora is synchronised with the main SIMS system to ensure that all
account ho Iders have up -to-date Parental Responsibility permissions.

=  SIMS Agora flags account holders whose parental responsibility
information has been removed from the school's main SIMS system. This
also applies to parent/guardians who have a current court order recorded
against them in SIMS. Account holders who are not flagged as having
parental responsibility for a child (and therefore do not qualify for a new
SIMS Agora account) can still sign into SIMS Agora but cannot view any
child details, or purchase produ cts or services.

Cookie Policy

A small number of cookies are used to provide the features in the web site and
to help us to improve its performance.

We operate an 'implied consent' policy, which means that we assume that you

are happy with this usage. If y ou are not happy with this, then you should not
use this site, you should delete the cookies after you have visited the site, or
you should browse the site using your browser's anonymous usage setting.

The name of this setting varies, depending on the web browser:

= Incognito (Google Chrome)
= InPrivate (Internet Explorer)
= Private Browsing (Firefox and Safari).

For more information on cookies, you are advised to visit the About Cookies
website (http://www.aboutcookies.org ).

The following table describes the cookies we use on this site.
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Cookie Name Purpose

_ga Google analytics tracking

_gat Google analytics throttling

ASP.NET_Sessionsld Used to identify a user's session

FedAuth Used to track the current signed in Microsoft
Account

_RequestVerificationToken_Lw_ Cross - site request forgery prevention

capitaSimsAgoralLoginRedirection Identifies a new administrator being registered

cookies -consented Used to confirm that the user has consented to
cookies

Technical Requirements
To use SIMS Agora, your system must meet the following minimum
specifications:

Internet Connection

A minimum network connection speed of 512Kbps is required to operate SIMS
Agora.

NOTE: Bandwi dth tests performed on a O6clignt
least 0.5Mbps or 512Kbps.

Supported Browsers
PC users:
= Internet Explorer © version 10 or later with the latest service packs
= Firefox © - latest version
=  Chrome ® - latest version.
MAC user s:
=  Firefox - latest version
= Safari ® - latest version.

FAQ

Child Reference Has Expired

You have 28 days to activate your account once your reference has been
generated by the school. If the reference you have received from your School
Administrator does not work, please contact your school.
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Forgotten Your Microsoft Login?

1.

From https://www.simsagora.co.uk , click the  Sign in with your Microsoft
Account  button.

At the bottom of the Sign in page, click the Can'taccess  your account? link
to displaythe Why candt youpagegn in?
Select the relevant radio button and follow the on -screen instructions.

Can't Access SIMS Agora?

If you have already set up your account and are encountering problems when
attempting to access SIMS Agora, check that you are signed into the correct
Microsoft Account. This is particularly important where a computer has
multiple users.

Navigate tothe M icrosoft website (https://account.live.com ), sign out of your
account and then sign in again with your Microsoft credentials.

If you continue to experience problems when attempting to sign into your
SIMS Agora accou nt, please contact your School Administrator.
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