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&&TUCASl Quick Reference Guide
e Displaying Items Online

Schools Cash Office
Income Administration Software

How do | ensure parents can reserve meals online?

7 1
Usex Contomaton r° Banking configuration B
Account configuration Select configuration

1. From the
Configuration tab,
select Banking
Configuration

T A=

2. Select Pre-

4. Click Set Meal payment accounts 3. Select the Dinner
Codes money pre-payment
account heading

Set meal codes Set term dates l

| Setaccount codesVAT | | Setkey colour | 5. Select the codes
Available online @ that you wish parents
Code Code i line?
Minimum online top-up: 10.00 s to use online, then e
i click Done

Online meal preferences [C] View [7] Edit M Meal - 2.00 240 V]
Allow online code entry @] A Pbsent v Absent 0.00 0.00

S Present ~ Sandwiches 0.00 0.00 Vi
Online ordering advance limit: 1 ey V. Meal v Vegetarian School Meal 200 240

6. Tick Allow online
code entry to enable Costcentre:  Dinner Money v
online booking

[ Set meal codes ] [ Set term dates ]

7. Tick Require positive

balance if you wish the [ Setmmm,wﬂ] [ Set key colour ]
parents to top up their
dinner account before R reizble online @
booking meals
Minimum online top-up: 200
8. Set_the Online o Online meal preferences View Edit
Ordering advance limit
to prevent parents play c 3
ordering meals at the last Allow online code entry
minute
Require positive balance
9. Set the Online Exclude childcare voucher pupils  []
ordering future limit to
restrict the amount of Online ordering advance limit: 1 =]
days that meals can be Online ordering futwre it~ [7 =
booked for in advance
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How do | ensure parents can reserve Extended Day
sessions online?

& Accounlmb Banking configuration &
1. From the e S

Configuration tab,
select Banking
Configuration

o

2. Select Pre- -
payment accounts 3. Select the appropriate
: : pre-payment account
4. Click Set session heading
codes

CW .

| Set session codes ] | Set session dates l

[ Setaccount codesiVAT | [ Setkey colour | 5. Select the codes
Available online @ that you wish parents

Code Code type .

e e 000 to use online, then

Online session preferences [¥] View [] Edit B Session code CIle Done 400 4280
Allow online code entry & N Session code R 200 240
CE e e B % | [School closed -] Closed

Online ordering advance limit: 1

6. Tick Allow online code
entry to enable online
booking Costcentre:  Breakfast Club .
7. Tick R_eqUire positive [ Set session codes l l Set session dates l
balance if you wish the
parents to top up the_|r [ = tcod NAT] [ Set key colour ]
account before booking
sessions Available online
8. Tick Exclude childcare R Kk oshe oy (v 0.00
voucher pupils to exclude Online session preferences View [ Edit
these from the positive o _
balance rule boplay cohorta ot clagaco O
Allow online code entry
9. Set the Online Ordering Require positive balance
advance limit to prevent : .
. Exclude childca: her pupils [V
parents ordering places at cluoschideareoncherpopts
the last minute Online ordering advance limit: 1 -
) ) Online ordering future limit: 7 ad
10. Set the Online ordering :
future limit to restrict the
amount of days places can
be booked for in advance
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How do | enable trips to display online?

Trip tick boxes Online payments

_m Trip available online

Trip name: Blackpool 2015 (In-school event) Pupils: 26

‘ ‘ @l -

[ saveandeit | | Save and edit pd

2. Tick Trip available online

1. From the Trips and events tab,
select the relevant trip, then click
Change trip

3. If required, tick and enter
Minimum online top-up for

this trip
4. Select Set up ~"
for the Trip tick 7] YT . .
boxeg |n|rrunodlne top-up:| 100

5. Tick the appropriate
options to determine
whether parents can view
and/or edit the tick box from

their online account

O S [ YR

Pemission slip
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How do | enable products to display online?

| Dinners | _Ennanded day] Income fAccounts |

1. From the Income tab,
select the Sales button

2. Navigate to the
relevant product button
and right click

[¥] Sale against pupil only  [] Staff meal
[] Visible in cafeteria mode [ Boarder meal
Vi odeml L Moo ool £

Select account from list:
Or enter A/C number:

3. Tick Available online,
and select Stock product if
the item is a physical entity
that needs to be collected.
Click Done

Support

Help
If you have any queries please click the @

contact our Customer Support team.

Email: support@tucasi.com

button to access the online Help Centre or

Telephone: 0844 800 4017
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