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SPS – Main Program Features 
 

School Payments System (SPS) is an Access / SQL database designed to manage and analyse all aspects of 
parent/carer payments for activities such as field trips & curriculum resources. Program features include:  

 Managing payments (cash / cheque / BACS / subsidy / bursary / transfers etc) 

 Fund transfers to subjects 

 Payment reports & analysis – student / tutor group / year group / subject etc 

 Student information & photos 

 Print options e.g. payment receipts, address & name labels 

 Email – student / staff and parent / carers e.g. payment receipts 

 Mail merge letters  
 
Most program features are available from the various sections of the Main Menu screen. For example: 

Payment transfers menu 

 

 

 

 

 

 

 

 

Students menu 
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The Admin Menu screen contains additional items used by SPS Managers to manage the program: 
 

 
 

1. Edit Payment Activities 

This is used to enter details of curriculum activities for which parent/carer contributions are 
required. From the Admin Menu, select Activity Cost Management then Edit Payment Activities 
 

 
 
Use the drop down lists to select the year group & subject then enter details of the activity. 
The final column should be ticked if all students in the year group are involved in this activity. 
 
A printed report is also available. 
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2. Enter individual payments made by parents/carers 

Individual payments by cash or cheque are entered by selecting Payments then Enter Payments 
from the Main Menu screen 
 
The student payments form contains a summary of payment activities and costs together with 
details of the last payment made. Enter the payment details as shown below: 
 

 
 
When the payment details are completed, you will be asked to confirm the payment. 

 
 
The payment totals are then updated & the latest payment is displayed: 
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The student payments form can also be used to: 

a) View student info 
 

 
 
This form can also be used to send a letter or email to parents / carers. 
 

b) Print a payment receipt 

 
 

c) View payment history 
 

 
 

d) View contact record 
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e) Print a payment & contact record 

 
 

NOTE: the payments form is normally LOCKED to prevent unintended editing of payment records 

At times, it may be necessary to edit existing payments where a mistake has been made or a 
cheque has ‘bounced’. To do so, select Payments then Edit Payments from the Main Menu screen. 
 
The student payments form opens in EDIT mode: 

 
 
Select the payment to be edited. A message box appears with 3 choices: 
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 Click YES to delete the payment record. Payment totals will be updated automatically 

 Click NO to edit the payment record. The Edit Payment screen appears: 

 
Edit the payment details and click Save Changes. Payment totals will be updated automatically 

 Click CANCEL to keep the payment record without editing it 

3. Import BACS payments 

Many parents prefer to make payments online using bank automated payments (BACS).  
These payments will then be credited to the designated bank account for the school. 
 
In order to process these payments, bank statements are first exported to Excel as a CSV file. 
The export file will normally have 4 columns: 
 

 
 
The CSV file is then imported into the program. 
From the Main Menu screen, select Payment Transfers then Import BACS Payments from Excel. 
 
Select the CSV file to be imported then click Import Data: 

 

  

The Description column will be used to match the payment to the correct student record. 
 
The program will check the payment reference for the student admission number, name and tutor 
group in order to make a match. Where the payment can be matched, it will be credited to the 
student record. 
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Where the payment cannot be matched with certainty, it will be rejected. 
Such records can then be checked manually and a decision made 
 
You can modify the level of record matching that is approved automatically: 
 

 
 
After the imports have been matched, receipts will be created as PDF files:  

 
 
By default, receipts will then be emailed as a PDF file attachment to parents & carers 
 

 
 
A detailed explanation of the import payments process is available as a help file or in the program’s 
user guide 
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4. Transfer funds to subject areas 

At appropriate intervals, funds should be transferred to subject capitation. 
The amount to be transferred is obtained from Payments Transfers then Subject Fund Transfers. 
 

 
 
All payments should then be transferred to capitation funds using standard school procedures. 
 

5. Use reports to keep staff informed about the progress of payments for curriculum activities 

A wide range of reports are available for finance staff / tutors / heads of years / heads of 
department etc. For example: 
 

 Total Payments to date summary Total Payments by date range 

 
 
 
 Payments History by date range Total payments by year group 
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 Payment activities summary Total payments by year group & subject 

 
 

 Payment History – Students with payments 

 
 

 Payment summary by tutor group 
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6. Contact parents & carers using mail merge letters  

Select a group of students whose parents/carers are to be sent a letter then enter the letter text. 
 

 
 
Parent names / addresses and the staff name will automatically be added to the letters. 
Gender-specific words like he/she; him/her will automatically be updated for each student. 
 

 
 
For convenience, the layout is designed for use with windowed envelopes. 
However, the program can also create address labels for the selected group of parent / carers: 
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7. Contact parents & carers using email  

Select a group of students whose parents/carers are to be emailed then enter the email subject & 
message text: 
 

 
 
The email then be created for each parent / carer for whom a home email address is known: 
 

 
 
Where appropriate, a report will then be displayed listing all students for whom no home email 
address is known 

 

8. Update student & staff data from School Data Analyser 

Student & staff data is kept up to date using the School Data Analyser program. 
This ensures that records are maintained for all new admissions, students changing tutor groups or 
timetabled subjects and for student leavers. 
 
The update process will normally take no more than a minute or so. 
It is RECOMMENDED that this is done at regular intervals e.g. weekly. 
It can also be done at any time if it is known that student or staff changes have occurred. 

 
 

 


