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The Healthy School Lunches programme 

Guide for kura and schools on automated funding an online expense reports  

Introduction 

 

Most internal model schools and kura receive their funding via automated a funding process. The process calculates 

and automate payments directly to the kura and school the week before the start of a new term. 

• No need to submit Funding forms and invoices. 

• End of Term Expense Reports will be completed online via ESL. 

• All funding and expense information will be available to view on the Ka Ora, Ka Ako portal. 

• Funding will be paid through Pourato, and you will receive a remittance in Pourato confirming the payment.  

 

Setting up the Ka Ora, Ka Ako portal in Education Sector Logon (ESL) 

 

If you have any issues logging into ESL, please contact the Education Service Desk on 0800 422 599 or email 

service.desk@education.govt.nz 

 

In order to gain access to the Ka Ora, Ka Ako Funding Portal you will need to be added to the Ka Ora, Ka Ako Role. 

 

Adding a role to your ESL account: 

• Contact your Delegated Authoriser (DA) with the following:  
o Your username,  
o The name of new role (Ka Ora, Ka Ako)  

• Your DA will locate your ESL account and add the new role  
• When the role has been added you will receive an email to the address on your ESL account  
• When you receive the notification, close down any active ESL window  

o This is to ensure that the new role is included in your ESL browser session. 
 

Once you have been added to the Ka Ora, Ka Ako role, log into ESL. 
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You will see the Ka Ora, Ka Ako option under Roles and organisations. 

 

 
 

 

Click on the icon to launch the Ka Ora, Ka Ako application. 

 

 
 

 

The Ka Ora, Ka Ako option should now appear in the top menu. 
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Submitting End of Term Expense Reports  

Click on the Ka Ora, Ka Ako menu option and you will be taken to the home page.  Click on the “Next” button. 
 

 
 

The following screen will appear. 

 

• Use the drop-down list to select the correct term you wish to report on. 

• Enter your expenses (GST exclusive) into each category and the total will appear in the ‘Total expenditure 
this term’. If you have completed your EoT financial report & cashbook you can use the figures from the EoT 
financial report tab. 

• External Funding received: enter any additional lunch related funding you may have received from external 
sources (e.g.: donations).  Please do not enter the Ministry of Education lunch funding. 
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• You can upload or drop files by selecting the upload button in the ‘Supporting Evidence’ choosing the file and 
clicking ‘Done’.  You can also drag and drop a file. For example, you may wish to upload a copy of your End of 
Term financial report & cashbook tool Excel workbook.   

• School Comments: enter any relevant comments that will be helpful to your senior advisor. 

 

Once you are ready to submit your expense report click the ‘Save’ button.  This will take you into your completed 

online expense report. Note: once your expense report has been submitted you will not be able to make any 

changes to it.  Any changes will need to be made by your Senior Advisor. 
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Funding Information 

 

Funding will be paid through Pourato, and you will receive a remittance in Pourato confirming the payment.  

To view funding information on the portal home page, any funding that has been paid will appear on this screen.  To 

see a breakdown of the funding click on the “See Funding Information” link. 

 

 
 

For a further breakdown of the funding by age group click on the Invoice. 

 

 
 

 

 

 

 

 

 

 

 

 

Test School 

Test School 

Term 3 2025 27/10/25 12.39 pm 

Term 3 2025 

Term 3 2025 

Invoice Type:  Ka Ora, Ka Ako Internal Auto School Invoice 
Payment Term:  Term 3 2025 
Amount: $34,392.16 

Created Date:  27/10/25 12.39 pm 
Reporting Term:  Term 3 2025 
Total expenditure:  $24,300 
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You can see all the information broken down by roll numbers and other details. 

 

27/10/25  
 

If you click View All you will see the information displayed as below. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Test School 

Test School 

Term 3 2025 

 

 Test School 

27/10/25 
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Back on the Funding Information screen you can also access the Expense Report information. 
 

 
 

• You can view the expense information that has been submitted.   

• The ‘Funding Expense Status’ will either be ‘Submitted, ‘On Hold’ or ‘Approved’.  If you need changes made to 

any of the expenditure, contact your senior advisor and they will be able to make changes for you. 

• You will be able to view any comments made by the senior advisor from this screen. 

 

Any questions, please contact your senior advisor.   

Test School 
Invoice Type:  Ka Ora, Ka Ako Internal Auto School Invoice 
Payment Term:  Term 3 2025 
Amount: $34,392.16 

Created Date:  27/10/25 12.39 pm 
Reporting Term:  Term 3 2025 
Total expenditure:  $24,300 

Term 3 2025 


