
Meal ordering guide. 

Step 1. Log into your account @ Sodexo | Parent Portal (myschoolmealorders.com) and you will 

then see the following on your screen. 

 

Step 2. If you do not have to pay for your child’s meals, please skip ahead to Step 6. 

If you do pay for your children’s meals, you will need to first top up your account by clicking 
on the “Top up balance” tile. 

 

Step 3. You will then be able to click on a pre-selected amount to add to your account or you 

can enter an amount of your choosing. 

1 x Meal = £2.10  

5 x Meals = £10.50 

https://sodexoparents.myschoolmealorders.com/login


 

Step 4 .Click on the “Next “ button and you will be shown the amount you have selected to 

add. At this point you can either click back if the amount is incorrect or you can click 

proceed. 

 

Step 5. Now you will be asked to enter your card details and click on the “Pay” button to 
complete the Top Up. 

 



Step 6. To order meals you will need to click on the “Order meals” tile. 

 

You will then see the following on your screen. This shows the menu options available. 

 

Step 7. To place an order, you first need to select the chosen meal by clicking on the red + 

symbol next to the meal. This will add it to your basket. You will then need to do the same to 

add the dessert to your order (if dessert is not ordered it will not be provided). Once placed 

in your basket you will be able to see this on the right-hand side in the “Summary” box. 



 

Step 8. You will now need to do the same for the rest of the week. You would do this by 

selecting the next day at the top of the screen and then repeating the process of selecting 

the meal and dessert required. As you do this, all of the meals will be added to your basket 

and will appear in the “Summary” box. 

 

Step 9. Now you will need to click on the “Checkout” button to complete your order.  

(If you do not checkout the order is not complete, and the meals will not be ordered) 

 



Step 10. You will then see the following screen, just click on the “Confirm and Pay” button 
and your order will be complete. 

 

All orders need to be received by midnight on Thursday evening for the following 

week, failure to order meals for the next week will result in you having to provide a 

meal for your child for the entire week. We are unable to provide meals if you fail to 

order. 


