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USING THE LUNCHHOUND PRE-ORDER SYSTEM 

Log on to the LunchHound online admin website at https://manage.lunchhound.co.uk 

Your main office email address will have been pre‐authorised as an office user by LunchHound. If you are not sure which email 

address has been configured, please call us on 01625 448844. 

From the website home page, click the ‘Sign In’ button, top right, to begin the sign in process. To log on: 

1) If you use Google Apps for Education (Gmail) accounts in school, you can log on by clicking the ‘Google’ button and following 

the instructions to log on to your school Google account. 

 

2) If you use Office365 in school, you can log on by clicking the ‘Microsoft’ button and following the instructions to log on to your 

school Office365 account. 

 

3) If you prefer, you can create a standalone account and log on to the system using your school email address and a password 

you specify. To do this, click the link underneath the blue sign in button (‘Don’t have an account? Sign Up Now’) and follow the 

instructions. As part of this process, the system will generate a code which will be sent to your email address so that we can 

verify you; therefore, you will need access to your email account to complete this process. 

Note that options 1) and 2) above do not give LunchHound access to your Google / Office365 account, we just use Google / 

Microsoft to confirm your identity so that you can log on to our system without having to remember a password. 

If you require logons for additional office users, see the ‘Adding new teachers and office staff’ section. 

 

HOME SCREEN  

 

 
 

Once logged in, you will see a summary chart of home & in school orders for the current date. Below the chart is a list of classes 

who have not yet submitted any orders using the classroom booking system. 
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PRE-ORDERS 

 
 

Click the ‘Accounts’ menu, then Pre-Orders to access the pre-order screens. 

Here, you will be shown a summary of the number of orders of each menu item. You can choose to view the summary by key 

stage or by class, if you prefer – use the links in the lime green menu bar. 

To add or change an order, click the ‘Individual’ button. You will be shown a list of items on the menu, and a list of your school 

registration groups. Click the child’s registration group or click ‘All’ to display the whole school. 

Select the child’s choice, then use the scroll bar, or type the child’s name in the search box to find the child you wish to book a 

lunch for. Existing orders are shown. Click the child’s name to order the selected menu item for them.  

A red hand icon next to a child’s name indicates that the currently selected menu item is not suitable for that child due to a dietary 

requirement (vegetarian or halal).  

A green star icon next to a child’s name indicates that they are entitled to a free lunch (either FSM or Infant Free) if you  have 

balance checking enabled on your pre-order system. 

A yellow ‘PL’ icon next to a child’s name indicates that their meal pattern is set to a Packed Lunch for that day (only for SIMS 

schools where meal patterns is enabled). 

After the set system cut-off time, you will not be able to enter any more orders. An error message will be shown if this is the case. 

To download or print a report of all orders, use the print / download icons, top right. The download icon creates an order 

spreadsheet, whereas the print icon creates a pdf. 

If the menu is been changed, orders made by parents may become invalid. To find these orders, click in the search box and type 

‘Choice’ – the list will update to show only invalid orders.  To see/enter orders for a future date, use the arrows next to the dates to 

change the date shown.  
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ACCOUNTS 

To view accounts in your system, click the ‘Accounts’ menu, then ‘View’ 

 

You will see all accounts listed. To sort by a column, click the arrow in the column header. To search for a specific account, type 

the person’s name into the search box. To limit the list to show only overdrawn accounts, click the ‘Debtors’ button.  

To view further details for an account (FSM status, dietary requirements, etc.), click the (i) button in the last column.  You will be 

shown more information about the child / staff member and can make temporary changes to their meal pattern, FSM info and 

allergies if required. Please note that these will be overwritten the next time your MIS sync runs.   

For children requiring a medical diet, please use the switch on the ‘Dietary Needs’ tab. 
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To view a child’s statement, click the ‘£’ sign in the last column. You will see a list of their recent transactions, in date order. 

 

SERVED MEALS 

When a child takes their lunch during the lunch service, the kitchen staff acknowledge this at the till point. This information is then 

fed back into the system after service. Once this information is processed, the child is charged for their meal and the transaction 

information is available to view online. Please note that this is not an instant process – at peak times this may take a few hours to 

show. 
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If a child pre-orders a meal but it is not acknowledged at the till point, a transaction is not generated, and the child is not charged. 

This is known as a ‘No-Show’.  

Ad-hoc transactions (i.e. transactions for which there is no corresponding pre-order) can also be entered by the kitchen staff at 

lunchtime. These are known as ‘Extras’. 

To view a list of transactions for individual children, click ‘Accounts’ then ‘Transactions’. By default, today’s transactions are 

shown. You can filter the list by service & class using the drop-down boxes.  

 

To see more details about an individual transaction, click the ‘i’ icon in the final column. 

 

Below the list of transactions, you will see a list of ‘No-Shows’. These are children or staff members who ordered a lunch but there 

is no corresponding confirmatory transaction on the system. Parents will not have been charged, therefore you may need to 

process these transactions if the meal was actually taken. To submit a no-show for processing, click the ‘Submit’ button next to 

the order details. Please note that this button does not become visible until the day after the date the order was for (i.e. you 

cannot process a no-show in the afternoon after the lunch service, as it may actually have been entered by the kitchen but not 

sent for processing yet).  
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PAYMENTS 

To view payments downloaded from your payment provider, click ‘Accounts’, then ‘Payments’. 

 

A list of all payments is shown. Note that payments are not downloaded instantly from your payment provider, they are 

downloaded on a schedule to prevent overloading the payment provider servers. You may need to wait an hour or so for a new 

payment to appear on the system. Parents should be made aware of this if you have balance checking on pre-order enabled, as an 

early morning payment may not be processed in time to allow a child to order. 

MENU 

To view the current menu, click the ‘Menus’ menu, then ‘Menu Builder’. This will show you the weeks and days in your menu 

rotation, and the items on the menu for each day. 

 

If you would like to see the dates for which your menus have been scheduled, click the ‘Menus’ menu, then ‘Menu Dates’. You will 

see a calendar view of any upcoming menu dates & school holidays. If anything is incorrect, please log a support call.  
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If you would like to view information about items on your current menus, for example, allergen and nutrition information, click  

‘Menu’ and ‘Recipes’. Click a recipe name in the list on the left hand side to display information about that recipe. 
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CONTACTS 

To view all contacts in the system, click the ‘Admin’ menu, then ‘Contacts’. 

 

 

All students are listed, together with details of any parent/guardian emails held in the system. You can also  see whether the 

parent /guardian has registered. To invite a new parent to register, click the ‘Send Welcome Email’ button next to their contact 

details. This generates a standard email inviting them to register for an account. You can see whether a parent has registered – a 

green tick will be displayed in the ‘Registered’ column. 

If a student has missing contact details, please check that you have entered their email address correctly in your MIS and also that 

they are correctly linked to their child with priority 1 or 2, and have parental responsibility. Please also check that, in the case of 

siblings, you have linked all siblings to the same contact record. If you have duplicate contacts in your MIS these will be indicated 

in the red error box at the top of the screen. After correcting any issues in your MIS, please remember to wait 24 hours for 

Groupcall to synchronise the changes. 

To allow a parent to access the system without having their email address in your MIS, you will need to generate them an 

activation code. To do this, click the ‘Generate Activation Codes’ button at the top of the screen. When the activation codes 

screen is displayed, pick a class to generate activation codes for. You can then print an individual code, or download / print all 

codes. Parents can then use these codes to link a child to their account. 

MIS SYNC 

Please note that the system synchronises with your MIS overnight, therefore any changes to your MIS will not be reflected in the 

system until the following day. Should you wish to refresh your data sooner than this, please log on to Groupcall 

(manage.groupcall.com) and click ‘Refresh my data now’. Your sync request will be processed but may take some time to 

complete (normally a couple of hours). 

If you are planning to change your school MIS, please let us know in plenty of time as we will need to confirm support and plan 

migration to your new system. 
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ADDING NEW TEACHERS AND OFFICE STAFF 

 

To authorise teachers and office staff to log on to the classroom booking or office admin parts of the system, first ensure that they 

have been added to your school MIS system and have had a LunchHound account created by the sync process. Then, click the 

‘Admin’ menu, then Users. You will be shown a list of your currently registered teachers, and a list of currently registered office 

staff. Click on the ‘Unregistered Adults’ tab to display all staff members imported from your MIS who have not yet been granted 

access to log on to the system. Please note you only need to register accounts for staff members who need to use the office or 

classroom ordering system – you do not need to register staff members to if they just want to buy a lunch. 

 
 

 

Click the ‘Register’ button next to the new staff member. 

 

 
 

 

The forename, surname and email address (if available) will be shown. If there is no email address displayed, please enter the 

email address for the new staff member, then select whether this user should be an Office or Teacher user. Click Register to create 

this new system user. The staff member can then log in using their Microsoft or Google account, or sign up for a standalone 

account (see the teacher instructions for details) and will be asked for a password during this process. 

If the user you want to add will never be in your school MIS (e.g. a supply teacher), scroll down to the bottom of the screen and 

click ‘Add a temporary user’ then add their details. 
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GENERAL MAINTENANCE 

If your classes are not showing in the correct order, click the ‘Admin’ menu, then ‘Groups’ 

 

Use the ‘Move Up’ and ‘Move Down’ buttons to order your Registration Groups and Year Groups, then click ‘Save Order’ when you 

are happy with the order. You can also use this screen to view & amend infant free, key stage and price group information for each 

year group. 
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HELP 

To display help information for the current screen you are viewing, click the ‘Help’ button at the top right of the screen. This will 

open the help information in a new browser tab. Close the tab to return to the page you were viewing. 

In the bottom right-hand corner of every page is the Help button. 

 

The Help will suggest search terms based on which page you are on.  Alternatively, you can enter a term as all help is available to 

search and it will present a list of results from our knowledge base.  The help will provide all the information you need to perform 

the task or understand the information on the screen. 

 

 

The Contact us button enables you to send an email direct to our LunchHound support desk if you are unable to find the 

information within the help. 
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