~ Quick Reference Guide
TUCASI SCO Dinner Money
Submitting Electronic Catering Return

How do | create a catering return in SCO?

- 05/08/2019
1. Ensure all Pupil name MIT[w[TIF
meals are Fayment I M |V |S |V | M
* Aleen Mina FPayment f M M M M M
entered for Basty. Rani Payment || V |V |V |V | M
the week Blundell Justine Fayment ff V |V [V |V | M
Callar, Morwen Payment M M[M| M| M
concerned. Corleone, Vito Payment [/ M [M [M | M | M
Craddock ,Penelope Fayment ff M |V |V | M | M
Davies Olivia Payment M VIV M V
Doone, Felicity Payment S|IVIV MM
Fauzi,Ahmad Farid Payment M MM M M

@ Meal data can be collected through the Dinner money module in school,

via the Classroom edition or via online meal ordering on SCOPAY

2. Select 3. Select Manage
Reports. catering returns.

~ ~_—
Settings... |‘d Manage catering refumns |

Reports...

 f—

LN
=

' 4. Select
Create New.

Select mode...

Set meal preferences

P YTR—
Q|-

Dinner money transfer Filter.. Displayby  Refresh | Createnew | View Update Cancel
_Kﬂ'!p’ Byweek.all Q) Catering return selection X
Valid entries: I 1
— Report date range
M: Meat meal Select report dates: N
P: Schal lunchbsg 5. Select the == . ]
S: Home Sandwich required I - |
E: Baguette Custom & |
J: Jacket Potato da.te range. e A7 vekbwminn  Ern 5] M
Click OK. To week beginning [25 Nov 2019 B | :
0K I Cancel N
UZSEm 1 T d
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How do | sign off a catering return in SCO?

1. Select 2. Select Manage
Reports. catering returns.

- _~ -~_=

5&““193 | e
B | é Manage catenng relums |
Reports... I

3. Highlight the
Select mode.. appropriate return
and click on Sign off.

Set mesal preferences

Dinner money transfer N

o Manage catering returns

3 8 9aF

Display by Refresh  Create new View  Update] Sign off

_}{B}r )
Valid entries: (_1
M: Meat meal Filter...
Y. Vegetanan

P: School lunchbag
5. Home Sandwich
E: Baguette

J: Jacket Potato

4

4. Enter your name
and select OK to add
your electronic
signature.

Schools Cash Office
Yourname mustbe givenMyou have viewed

and approved the return
Enter your name: Jane Kitcher|

OK Cancel |

o Manage catering returns

5. The Status (.1 g .

Q8 <& B

of the catering Filter... Display by Refh Create new | View Update Cancel
return will now

display the By week. all dates
date and time | | | Week beginning | Revision | Signed off

/19 16:29 by Jane Kitchen

of Sign off.

@® The catering return will now be submitted electronically

to the central catering team
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