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Schools Cash Office
Income Administration Software

Quick Reference Guide

Reviewing Templates

How do | review my templates in SCO?

Sometimes when you upgrade Schools Cash Offi

receive a message prompting you to review your customised templates.

ce to a new version you may

ST - — P

Schools Cash Office

The default onlineCommsAccessLetter letter template has recently
been updated in C:\sco\DefaultDataFiles.

Your customised version of the template should be reviewed and
updated in line with the default template.

This message will no longer be displayed if your customised template is
saved again.

1.Right click on the
SCO icon on your

deSktOp Troubleshoot tibility
roubieshoot compatibi .
e 2. Select Open file
: pen file ot.:a. on |Ocat|0n
# Run as administrator
1library = Share with » E-mail Burn New folder == + [

MName Date modified Type

3. Select the ExcelTemp 31/03/2014 14:54 File folder
. b 3L/U3/ 2 4104 1

DefaultDataFiles | | DefaultDataFiles 04/04/2014 14:50 File folder
folder and open . Backup 13/03/2014 18:00 File folder

B debttriptemplate
ot giftaidRequestForm

- messagegeneral

-

The best way to open the
new file is to browse to the
folder where it is saved.

~

Important: You may
receive some error
messages but please
ignore them.

o

/2014 09:3

/2014 09:36

6 Micros

Micros

nNo A

/2014 09:36 Micros

E" onlineAccountAccessLetter

o

4. Open the first
template you wish to
review

72014 10:15 Micros|
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Opening this document will run the following SQL command:
SELECT * FROM debtmaimergetemplate.csv
Data from your database will be placed in the document. Do you want to continue?

Show Help >>

5. Click Yes

NB If you get the next message = e . :
you will need to find the data B O W

source. If you don’t see this
message, then continue to step 9.

6. Click on Find Data source...

Organize v New folder == v [
& os(c) *  Name . Date modified Type

7. Locate your SCO - A"I'I’s #) debtextendedinvoicebt.DOC 26/09/20131548  Microsoft Office
folder. This will be in a S ) debtextendedtemplate.DOC 26/09/201310:52  Microsoft Office
Shared |Ocati0n on - @J debtextendedtemplatebt DOC 26/09/2013 15:48 Microsoft Office|
your server. : i \g] debtmailmergetemplate.csv 20/08/201212:00 M:crosoft Office
- ;Z:)c ) ) debttripblankpaymengerdAd.doc 05/11/20121539  Microsoft Office
- ecne 05/11/201215:39  Microsoft Office

8. Select debtmailmergetemplate.csv

Once you open the template read carefully through the wording.

Keep this document open whilst you review your own template from the Template
Manager, to compare against any changes you might want to make.

9. From the I Import from extemal system ‘ Import data generated from an external system

Configuration tab [ — } i
menu, select —o iew and edit mail merge templates
Template Manager
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Q Mail merge template manager

10. Select the
appropriate
category and
template

7 Extended account debt
*) Extended account credi

) Online access letter

) Gift aid registration
Returned cheque

Template Settings
] =
2
New Template
(L —
1 Choose category 2 Choose template 3 Edit template
) Message debtiripblankpaymentcardAd
debttripblankpaymentcardAS
_l\ ") Account balance debt debttripinvoice
debttriplabelsL.7160-3x7
= © Trip debt debtriplabelsL7162-2x8 Edit letter template
_l/ ) Dinner money debt
") Dinner money credit

Edit email template
=

Edit text message template

11. Select the

template format
you wish to review

/Y

o

ou should now have both template documents open (your customised template
and the new template from the latest upgrade). You can compare the differences
and copy/paste relevant text to update your customised template in line with the
changes.

Important: Even if your customised letter looks identical you must make a small
change and save the document otherwise the ‘Date modified’ won’t update. Once
saved, the message prompt in SCO will no longer appear.

J

Microsoft Word

“ Fnjmail Template editor for

& Do you want to save changes you made to
debttriptemplate?

Don'tSave | | Cancel

]

Save

11. Save the template once edited

Email template

Subject

Outstan

Dear «ParentSalutatio
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