Twelvel5 - School Meals Portal
User Instructions
Accessing the School Meals Portal

The School Meals Portal is accessed via the Twelvel5 website. Go to the
Twelvel5 Home Page, then click on ‘School Portal’.

This is the School Meals Portal Landing Page.
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When you click on the ‘submit meal numbers’ link you will be taken to a
Log in screen which looks like this:

You will not be able to use your old portal log in, please follow the New
User instructions to get set up.

If you have already signed into the new School Meals Portal before then
you can sign in here.




New user

From the link, click on ‘create an account’ and follow the online
instructions. Please use a school email address that is not the general
school email address.

More than one person in a school can have access to the Portal but every
individual will need to set up an account with a separate email and
password.

Once you are registered sign in with your email and password and click
on the ‘School Meals’ option in the home screen.

If the next screen says you are not authorised, click on the ‘request
access'’ link, and select the school name from the drop-down box that you
wish to enter meal numbers for.

Once your school’'s name is selected your access needs to be authorised
by the School Meals Portal Administration Team and may take up to 24
hours. You will be notified by email when this has been




A list of available weeks open for the entry of school meals will be
displayed below the news box on the home screen.

Submitting Meal Figures

Every Friday at 12pm a new week will become available on the portal for
you to enter the number of meals provided that week.
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Select a week from the list of options to enter your weekly school meals.
If the week selected is a holiday week e.g. half term or summer holidays,

then tick the box ‘This is a holiday week’ and you will not have to enter
any meal numbers. Click Save
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If you have meal numbers to enter then input the numbers of the meal
type in each of the appropriate boxes.

The meal types are:

Pupil Paid The number of meals pupils pay for.

Infant Pupil The number of infant meals for eligible funded free

Free school meals children.

Junior Pupil The number of junior meals for eligible funded free

Free school meals children.

Universal The number of UIFSMs for all KS1 children,

Infant Free excluding the infant eligible free school meals
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Adult Full Paid | The numbers for staff who pay for meals and have
both the main meal and sweet options.

Adult Main The numbers for staff who pay for meals and have

Paid only the main meal option.

Adult Sweet The numbers for staff who pay for meals and have

Paid only the sweet option.
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