N\ Quick Reference Guide
TUCASI Lettings

How do | check availability and make a booking?

Dinners Extended day Income Accounts Expenditure Banking Trips and events Communications| Lettings

1. On the Lettings
Calendar tab, select

Add a booking. bn 07 Aug 2023

Cm Date Time  Facility Description Hirer Booking notes Ref. B

2. Select One-off

; 3. Select the Facility
booking or Regular

or Group.

booking. i
f_uy;é~ —2. Select facilities: ———|
 One-off booking -
=¥ Astroturf - Ful
On: [Mon 08-Jan -2024 @~ l From: | V| To: (1800 ~ i@ Astroturf Half 1
o Astroturf Half 2
" Regular booking %3 Lhanaing Rooms
— S &I+ % Classrooms
. . uesda [T Thursday i@ Classroom 1
4. Select the required |~ veorecier T Fooe L% D&T
ili iliti ™ Saturday ‘- ICT Sute 1
Fa;“lty|or Fo‘I;I(CIhtIeISI. 700 s (g Couts
The colour key wi i.-# Tennis Court 1
.. L End:  |Mon 07-Aug-2023 1 )
indicate availability. O] I i | - & Tennis Court 2
v ‘ b -2 Dining Hall
0 - #2 Gvmnasium
3. CheTI%. _Afity: On 08/01/2024 from 17:00 to 18:00
Facity 15:00 16:00 17:00 18:00 19:00
[ & Astroturf - Ful
[ # Astroturf Haff 1
(] & Astroturf Half 2
[
5. Select OK.
Already booked: BB Confirmed I Frovisional I Standby i
N T Showdates
— o )| cweu |
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8 Booking form: 'New booking'

6. Select a Hirer or
select New hirer and
add the details.

Select name

Type name or select from list: l

Astroturf - Full

Astro Turf - Full

Standard

All other days

0.000

7. Select OK to confirm
price or first type in a
Special price.

s

price;
Price group: | Astro Turf - Full ~ || Price band: v
Discount: % Nett price:  [25.00 I~ Special pricing

Help

8

. Check the details
then select Save.

H Booking form: ‘New booking’

2 Booking form: "New booking Nasio Cortact
C tash Archers Football Team Mr David Plummer
5 . . Badminton Club Mrs Jenny Witchalls
Hirer: <Click here to select a hirer> Braintree Town Mr David Barber
Select hirer TR Henry Gribbon Mr Henry Gribbon
s Description: John Smith Mr John Smith
o VAT treatment: & Use facility rate " Exempt il ket
Change facility —Facilities booked: Mr Green Mr John Green
Change prices Reemsrrg
e - e rorl ||, e
PR ¥ Astroturf - Ful Mon08Jan .. 17
ategory: | <Al hirers> v
—
Confirm price X
Facility Price group Price band Period Discount Nett price

&7 Booking form: "New booking'
Common tasks
Hirer: |Archers Football Team |
Seloctiirer Description: [Archers Football Team |
bl VAT treatment: & Use facility rate " Exempt
Change facility ~Facilities booked: —Status
Change prices
i Faciity Date From To @ Confirmed
S coetmsen ¥ Astroturf - Ful Mon08Jan ..  17:00 18:00 " Provisional
C s
Other tasks =y |
Concel dos Booked: (07/08/202314:13 [F+
Edit date Confirmation sent: <Not sent>
[~ Booking form notes:

Remove date
Change time < >

) 1item Nett: £25.00
Delete booking form i P - £0.00
View facility v OK X Cancelled | Clashes with another booking _ VAT:£500
iiew hirer ﬂ Holiday date Gross: £30.00
View reminders
Al s u Bt L General
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How do | generate invoices?

1. Select the Lettings
Accounts tab.

Lettings accounts

3. Select All hirers or select
Common tasks Date Hir| individual hirers from the

Issue invoice This process drop down menu.

lssue credit note [teps:
ue creding 1. Who do you want to producSeferces for?
Record receipt
[«N hirers>> v|
lssue a refund = —
2. \When would you like to generate invoices up to?
View item
o Bookings upto: [Mon 31-Jul 2023 (@~ |
2. Select Generate 3. What date did you want 1o use for the invices?
invoices.
Invoice date: | Tue 01-Aug-2023 (I~ |
Deletes, ~ 4. Do you want to print the invoices straight away?
Generate invoices ® Yes  No
Confirm invoices 5. Press "OK to start generating invoices.
Allocate "On accounts”

Help

Print invoices

Print receipts
%] Invoice @] Credit note '%] Payment Bold: Unconfirmed invoice or credit note

Print ramindara

4. Deselect any hirers that
should not be invoiced.

Select OK. O =
book have been selected for inveicing. Please uncheck any entries which you do
Q=
Invoice? Date Time Hirer Nett price Facility Status VAT rate _
v Thu 14 Mar... | 20:00-21:30 | Majorettes | 22.50 Dining Hall | Confimed Standard V...
v Thu 21 Mar... | 20:00-21:30 | Maj 22.50 Dining Hall | Confimed Standard V...
I Thu 28 Mar... | 20:00-21:30 | Majorettes | 22.50 Dining Hall | Confirmed Standard V...
I Thu 04 Apr... | 20:00-21:30 | Maj 22.50 Dining Hall | Confimed Standard V...
14 Sat 23 Feb ... | 19:00-23:30 |Mandy King |67.50 Dining Hall | Confirmed Standard V...
v Tue 12 Mar... | 19:30-21:00 | Tennis Club | 15.00 Tennis Cou... | Confirmed Standard V...
4 Mon 18 Fe... | 18:00-19:00 | The Bridge... | 10.00 Classroom 1 | Confirmed Standard V...
v Mon 25Fe... | 18:00-19:00 | The Bridge... | 10.00 Classroom 1 | Confimmed Standard V...
v Mon 04 Ma... | 18:00-19:00 | The Bridge... | 10.00 Classroom 1 | Confirmed Standard V...
v Mon 11 Ma... | 18:00-19:00 | The Bridge... | 10.00 Cl 1 | Confirmed Standard V...
v Mon 18 Ma... | 18:00-19:00 | The Bridge... | 10.00 Classroom 1 | Confirmed Standard V...
v Wed 20 M... |20:00-21:30 | The Bridge... | 15.00 Cl 1 | Confirmed Standard V...
v Mon 25 Ma... | 18:00-19:00 | The Bridge... | 10.00 Classroom 1 | Confirmed Standard V...
I Mon 01 Apr... | 18:00-19:00 | The Bridge... | 10.00 Cl 1 | Confirmed Standard V... | v
Help 0K Cancel
. ﬂ
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How do | record a receipt payment?

1. Select the Lettings

Dinners Extended day Income Accounts Expenditure Banking Trips and events Communications Lettings

@ New receipt

4, Select Auto-
allocate. Select Save.

Seled _der
Auto-allocate
Print receipt

Other tasks

View audit log

Reference, the
Payment method
and Amount.

Accounts tab and select 5 Sal he Hi P
Record receipt. Date Select n - Select the Hireran X Total
= 01108202 _ select OK. 102.00
gZ @o108202 ' P¢ == £18.00
Issue c¥dit note 201081202 | Name oo £81.00
Record receipt @01’08/202 Archers Football Team 189.00
®01/08/202 - - 17000 4
Issue a refund ©201/08/202 | Braintree Town Mr David Barber 240.00
View ilem ©201/08/202 | Henry Gribbon Mr Henry Gribbon 03200
©01/08/202 | John Smith Mr John Smith 612.00
Confirm item Majorettes Mrs Jo Mason
Mandy King Miss Mandy King
Mr Green Mr John Green
* School Hirer
Tennis Club Mrs Joan Wilson
The Bridge Club Mr Jack Jones
Category: I<N|'im> v
New hirer I 0K Cancel
3. Enter any

Hirer:

kchers Football Team

Date received: 07-Aug-2023 [~ 5. Alternatively,
Reference: enter the amount
Payment method: ' Cheque " Cash  Credit/debit card against the relevant
Amount received:  [1020.00 | invoice. Select Save.
Unallocated: 0.00 * )
Transactions: N/
Date | Number | Type | Reference Total | Outstanding | Allocated
1 Invoice BR: 1 1,020.00 1,020.00 1.020.00
01/08/20232... 6 Invoice BR:1,12,13 612.00 612.00 50.00
07/08/2023 1... 0 On accourt -50.00 -50.00 -50.00
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How do | generate reports?

Calendar:

Common tasks

Add a booking
View date booked

Facilities

Dinners Extended day Income Accounts Expenditure Banking Trip

ey

Mon 07 Aug 2023

Accounts

1. Select the Lettings
Reports tab.

ons Leuings

Date

Time  Facility

Description

Hirer

Booking notes

Ref. B

2. Select the required
Lettings Report.

A4

3. Select the required
report settings.
Select OK.

S

° Lettings reports

A
i

Holiday dates |

Booking analysis |

Invoice analysis by month |

— Select report style:

° Booking calendar report selection

(* Report: List

{" Excel: One day
" Excel: One week
" Excel: One month

Booking calendar I

|

|

Uninvoiced bookings I

me::;nm I

Unpaid invoices |

o AdEE® S

wew |

8o e e e a s olle

VAT rates |

— Report date range

From

Until

|01 Sep 2022

@~ |

31 Aug 2023

@~ |

—Select facilities to report on:

<

Show cancelled bookings?
Hide contact details
Hide notes

L

_Conesl |
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How do | get help?
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https://tucasi.atlassian.net/wiki/spaces/SHC/pages/2785462/Lettings+module

