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How do | text and email for dinners, extended day or

trips?

day mail merge

1. Select either Trip mail
merge / Dinner money
mail merge / Extended

Text/Email. Click Generate

2. Select the relevant
template and
correspondence type i.e.

3. Select Email contact
priorities.
Ensure you select the
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appropriate priority and click
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How do | send general messages?

1. Select
Create a
message

0

3. Choose the Recipients and
compose the message.
Ensure you select the Priorities

before clickina Send

\
Please may | remind you about the cake sale tomorrow, please bring all cakes in to the school office
before 10am.
Kind regards,

p
We recommend that you do
not exceed 150 characters in
your text messages.

\,

Q Create 3 message =2
Message content .
2. Select Email
Y B and/or Text as
required
Recipients
f Able Benjamin; Aleen Mina; Basry, E
Craddock Penelope; Davies.Of auz Ahmad Fand; Guihe Jessica; Harker,Mina
Heaney,Seamus: Hutchence, Pauletts
Email message
Subject  cakeSale - Friday
®) By BE= Ao -

Dear Parent,

School Office

’.’:‘.,m lﬂ]

I [ Email contact priorities IPriorities selected: All contacts

If copying & pasting email contents from a Word document, ensure that you
remove all Word formatting by pasting the contents to a Notepad before pasting
to a message window. You can apply basic formatting before clicking Send.
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How do | add an attachment to

an email?

1. Click before

you send the email

B o ey 2. Click
Message content Message fomat Send Ad d
== =
e - =
Custom Template Email Text S
Recpients
t Able Banjamin. Aleen Mina; Basry Rani: Bundel, ;. Callar, ~
Craddock Peneiope; Davies Ovia; Doone Felicty. Fauz Ahmad F: G\MM Harker Mina Q Add attachment : ‘
Heaney.Seamus: Hutchence Paultte. Kent Lewss. Kusterica Ivanka s -
s Ou | Desitop y M ]:’
Emai message Organze v New foldes - 1 ®
Subject  cakesale-Friday n
L Favorites T (-bum
; Domiom S
=i ) 377U == = 9
e ® Blily BEE B A s %M,M 3. Select
Dear Parent, I Deskiop the ﬁle and
Please may | remind you about the cake sale tomorrow, please bring all cakes in to the school L '& Kmn kae I k O
before 10; o St
etoe oam iae; click Open
K
ey o . o S
i Pictures « ystem Foide
B videos

We recommend that the overall size of all attachments does not
exceed 2MB. Saving them in a pdf format will keep the size down.

How do | edit the templates?

=X 1. Select
| Dis T empl ate mn]sanmglrmmmms Communicatons Lconswa-on[R-m«sl,\mm | Admin|
H manager
g 2. Select the
= N 000 | Creste messagefor aselectabie lstof Category and
R T v template
Mail merge for tip debts ek o
0s || B2 | &2
Mail merge for inner mong L) L) .
1 Choose category 2Choose template 3 Edit template
Mail merge for extended dal e ‘ raliodé
| debtdnnedeestt
; 5 Account balance debt | debtdnnenvvoice
e Trip deb T r— £t adec oo “
Nail mecgeior gt wdrogll | & D% money dt ‘ P /‘J 3. Select the
ket type of template
View and edit mad merge Wl Exdanded sccount deit Edit email terrgiste . .
: e e e N \I_l you wish to edit
5 [ = S All oo ot = ‘
- - Gikt aid registration 8 ‘
Z l Display R Edllmrresapehn'dmj
8] [ remicomarmer | ooct -
@E@on @)Hdp @D«xmmuboﬂ 15 Calculator femcmmm é’nmm«n .
e & : Don't forget to click Save, once you have

finished editing the template.
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How can | view sent messages?

Ho

1. Select
Message
history log

ations

Sy ]

Feserd?

L

v | o | 2. Click on the
=——— message line
P | o= |t to view the

P J contents
7 | Extel ry masl merge

B o == 3. Click Filter
N === messages to find a

[E { \ / J specific message
| renhstemamge | e.g. sent before
a - today or regarding a

@ Messagehistorylog | Dispiay bt of messages sect via emasl o text message particu|ar pup”

eb L Message credt bulance J Ovsglay remasneg credt balance for text message service

Message credit

1. Select

balance

| Message credit balance I

2
===

Current message balance

Balance
2. Here you | Textmessagebalance: 100 |
can view your —
Text Eb
message
balance

[ Select How to top-up? to request more text credits.
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How can | send a message to selected recipients
from home?

1. Using the Internet browser, log into the
school’s administration account at
www.scopay.com/UserWebapp

Login

Username:

Password:

2. Click on the
Communications tab
and then Create a
message

. Communications Iu Ints’ evening
| Create a message I reate message for a selectable list of recipients

Parents’ evening messages Send messages to accounts related to parents’ evening bookings

Crcal ncdent message 1o be sent o all ext and emal contacts
Dislay st of messages sentvia emai o text message
m Display remaining credit balance for text message service

Configuration Reports Audit Admin

Create a message

3. Click Select
Select accounts accou nt

! Email messy Select accounts

Subject: IERGEI LI Class Year Cohort Gender

Trips

=
+" | Able, Benjamin . . .
R Ackioyd Smith, Bab 4. Pick yogr pupils via a_my
< [ Ackroyd, Marc of the available tabs. Tick
I Ackroyd, Mary to select the pupil(s)
+ | Acklon, Stan
" I Adamc lamac

Helvetica

ol

5. Click Select

accounts

SCO Quick Guide - Communications.doc 4 September 2017 V1


http://www.scopay.com/UserWebapp

Create a message [x]

Recipients

Able, Benjamin; Ackroyd, Marc; Ackton, Stan; Adams, James
Select accounts
6. Deselect Email

message or Text
message, whichever is

+ Email message

Subject:

applicable
[Heveica ~ ~]| B I u | T 1 I~ T~ [E E
Dear Parent
7. For Em aiIS’ enter a After School Club will be finishing early today, at 4pm rather than 4 30pm
Su b] eCt and the Kind regards

message text School Office
For Texts, enter your
message into the
message box.

Attachments: D

Contact priority:  Priority 1 and higher v

+" Text message

You can also select the
Contact priority for
both types of messages

After School Club will be finishing early today, at 4pm rather than 4.30pm.

8. Click Send message

and then click Send in
the message

confirmation window.

A warning message will be displayed if your text message exceeds
150 characters. Messages of more than 150 characters may be
charged as two texts.

Text messages will not be sent if you have insufficient credits.

TIP: you can check your text credit balance by selecting ‘Message
\_ credit balance’ on the Communications tab. )

How can | send a critical incident message from
home?

1. Using the Internet browser, log into the
school’s administration account at
www.scopay.com/UserWebapp

~_ =

Login

Username:

Password:
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2. Click on the
Communications tab
and then Send critical

incident message

ning  Configuration

m Craate message for a salectable list of recipients

Send messages 1o accounts related 10 parents’ evening bookings
I(:whca‘l incidant message 1o be sent to all text and emall contacts

Desplay remaining credit batance for lext message service

Reports  Audit  Admin

Critical incident message (This will be sent to ALL contacts)

You can use this page fo send a critical incident message to all the contacts for pupil
and staff accounts configured in Schools Cash Office

This critical incident message will be sent via text to all mobile numbers and via email to

all email addresses, irespective of message preferences specified for normal messages.
Text messages will be counted against message credits but you will be able to send 3 Entel‘ yOUI‘

them even if this will result in you having negative credits. message |nt0 the

message box and

click Send urgent
message

| Send critical incident message I |

This message will be sent via SMS (text) and E-mail to all contacts in
SCO irrespective of message preference or priority. SMS messages
will be sent even if you have insufficient credits.

How can | check and/or resend messages?

Parents’ evening  Configuration  Reports  Audit  Admin

E Craate message for a salectable list of recipients
tab and then

Send messages 1o accounts relatid 1o parents” avening bookings
Message history
|Og Critical incident message 1o be sent to all text and email contacts

Ospy st ot messages sentia emal o ext message
Desplay remaining credit balance for lext message service

1. Click on the
Communications

Date created
OO 1444
071072014 1644 S

e 2 2. Select the record
o v you want to resend
meiEDa; and then tick the

Resend box.

Tyoe
Emal
Fmal
Emat
Emat
et
Emat
Fowl
Emad
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How can | check the Text message credit balance?

I Communications I rents’ evening Configuration Reports

Audit  Admin

Create message for a selectable list of recipients

1. Click on the
Communications
tab and then

_l\k
Message credit _I/

balance

Parents’ evening messages Send messages to accounts related to parents’ evening bookings

[r—

Send critical incident message

Critical incident message to be sent to all text and email contacts

Message history log Display list of messages sent via email or text message

Message credit balance

Message credit balance Display remaining cr

Text message
balance:

Top-up message credits m

46

Support

Hel
If you have any queries please click the @) " in SCO to access the online Help Centre
or contact our Customer Support team.

Email: support@tucasi.com
Telephone: 02380 016 564
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