TUCASI

Quick Reference Guide
Childcare Vouchers

How do | configure Childcare Voucher Payments?

Before childcare voucher payments can be entered, you need to add childcare voucher payer(s) and
childcare voucher provider(s) to the relevant pupils’ accounts.

1. Select the Configuration tab and
then Account configuration.

@ Account configuration

Select configuration

2. Select
Pupils . .
- Pupils. ings. and update free school meal status

% 0 Pupil configuration

Classlist Pupillist Yeargps Cohorts

Select pupils:
L = A_II pupils -

B A o First name: Stan 4. Select

- Able,Benjamin
3. Selectthe I_ i mo'n.51an"| General Accour| Preferences |p Preferences.
Pupil. |' Sl unnamon Select the relevant
- Akram, Amina Iub
- A Amin, Ranjit C .
@ - Aleen Mina M T W T F
- - Mloia,Paclo

- Amiel, Tanzee! -
- Ansell,Richard
- Aperen, Alex . :
... Atlieri Carmela Session choices
e Bl s

B

#C

D

5. Select Uses childcare :
Uses childcare vouchers I
vouchers.
Manage childcare voucher payers...
Search pupils
Jane 6. Select Manage childcare

Last name |Ackton |

Note: If you already have contacts set
up for the pupil they will be displayed,
you can select the name of the
contact to use as a new Childcare
Voucher payer.

voucher payers ...

o Childcare voucher payer configuration: Ackton,Stan

Any contact or linked online user can be made into a childcare voucher payer by adding the childcare voucher details.
Click the row to edit the information.
Alternatively, add a new childcare voucher payer or link to an existing childcare voucher payer by using the buttons below.

7. Select Add new childcare |_l\
voucher payer.

\‘,s;lﬂl,?;apr:yer? Name Childcare voucher provider Childeare voucher reference
O Robert Acton Contact info
Add new childcare Link to existing childcare
voucher payer voucher payer Save Cancel

SCO Quick Guide - Childcare Vouchers.docx

June 2023



Tl

o Add new childcare voucher payer X

Please fill in the information for the new childcare voucher payer. All fields are reguired.

|Mr5 |
8. Enter the relevant payer’s
. |Susan |
details.
_ |:‘\don|
Childcare voucher provider: V| Configure <IJ S.
Childcare voucher reference: | | l—l
Done Cancel

Select
Configure.

° Childcare voucher provider config

Providers

Double click ona provider to edit the name.

10. Select Add
provider.

N/

Delete provider

Add provider

Enter a name

Cancel

| | KiddiVoucher|

I\

Childcare voucher provider: | KiddiVouchers o I Configure
13. Add a reference. r':'l>referenw;| MrsS Acton| I

11. Add the provider’s name
Dene and select OK, Done.
0 Add new childcare voucher payer >
Please fill in the information for the new childcare voucher payer. All fields are required.
12. Select the Childcare provider
Title:
from the dropdown.
First name: oo ] O
N
Last name: |F|dnr1 A4 |

=

/\\
ZAN
14. Select Done,
Save.

Note: Repeat the above steps to add more
childcare voucher payers, if required.
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How do I link an existing childcare voucher payer
to a sibling’s account?

1. Select the Configuration tab and then
Account configuration

@ Account configuration ? X

Select configuration
- 2. Select
E Pupils Pl.lp“S ings. and update free school meal status

& @ Pupil configuration ? >

Classlist Pupillist  Yeargps Cohorts

| Select pupis: Last name: |Ackton |
= }\_II pupils ~

SA Fistname: [stan | 4 Select the

- Able, Berjamin
; Preferences tab.

3. Select the |_ e General  Accour Pefernces | p
Pupil. |' —mmmrl Drnermoref_ Breaos b | Select the relevant
- Aleram Amina

[ - A Amin, Ranijit CIUb'
% - Aleen Mina
. . - Aloia,Paolo
- Amiel, Tanzeel
- Ansell Richard
- Aperen, Alex - .
- Mdleri Camnela SBEBT"”; ;‘"wﬂ;t
" = Inc ‘€al
+~ Azlan Bliott N - No Breakfast
=B
#-C
;— &-D
el =4
5. Select Uses childcare I )
Uses childcare vouchers [
vouchers.
| Manage childcare voucher payers... |
| Search pupils ‘
\L‘ 6. Select Manage childcare
voucher payers ...
o Childcare voucher payer configuration: Ackton, Stan >
Any contact or linked online user can be made into 2 childcare voucher payer by adding the childcare voucher details.
Click the row to edit the information.
Alternatively, add a new childcare voucher payer or link to an existing childcare voucher payer by using the buttons below.
Is childcare N Child ch id Child cher rf
voucher payer? ame ildzare voucher provider ildcare voucher reference
O Robert Acton Cortact info
7. Select Link to existing I;] E Link to existing childcare < Coneed
. voucher payer
childcare voucher payer. !""1
L
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° Select childcare voucher payer X

Search
First name: | | S& 8. Select the
Lastname: | | Il search Search button.

Matching childcare voucher payers (click to select)

Title  First name Last name Childcare voucher provider Childcare voucher reference 9. Click on the
Kiddi Care MrBobAble Payerls name

10. Click Save on next option screen and then click Done to
complete the pupil’s account configuration.

How do | process Childcare Voucher payments?

Childcare voucher payments should be entered via the Extended Day tab.

Dinners Extendedday Income Accounts Expenditure Banking Trips and events Communications Letings Orders Configuration Reports

- 1. Navigate to the
Select class: |Y1 - Mike Jones v| Home | Select account: g _
relevant club.

|« 12/0672023 19/0672023 2610612023 L3
LBupil pame MITIwliTlFlImM[T[wl[T T W, T| F|Sthtus |Breakfast Club notes Account
B|B B B |B Paid: 0.00 Owing: 15.00 Sessions: 5
Paid: 0.00 Credit: 0.00

4 o

2. Locate the pupil and select Enter Breakfast Club payment details X

the Payment button.
Ackton, Stan Payment history |

Select: ¢ Payment (" Refund (" Discount (" \write off balance

Specify the payment type:
" Cash
Cheque
3. Select the @ Credit/debit
Credit/debit option. Tl On accoot

Available account balance: 0.00

Effective date 25 Jun 2023 I™ Enable
4. Enter the amount of | Enter payment amount [1_500 |
the voucher. Show receipt after payment? v
Is pupil premium contribution? r
Memo:
5. Select Confirm | l
oayment. [atmpomen ]| e |
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Credit/debit details

Credit/debit payment to: School Account
Payment amount: 15.00
Enter Credit/debit

details/reference: IActon (Kiddie Vouchers) I

Record as childcare voucher payment? T ||Robert Ackton|

6. Select the Childcare
Voucher Payer.

I

Cancel |

AN

7. Select Done.

How do | run the Childcare Voucher Report for an individual club?

<Select account>

v Preferenc -
_ BreakfastCub | Qfeer s |

1062023 > »
W, T | F |Status

. Breakfast Club notes' Account notes

Reports...

Paid: 0.00 Credit
Paid: 0.00 Credit

Paid: 0.00 Credit
Paid: 0.00 Credit
Paid: 0.00 Credit
Paid: 0.00 Credit

Paid: 15.00 Credit: 0.00 Sessions: 5.

:0.00
:0.00

Paid: 0.00 Owing: 402.00

:0.00
:0.00
:0.00
:0.00

Paid: 0.00 Owing: 201.00

| No Milk relevant club and

ool |

1. Navigate to the

select the Reports
button.

° Breakfast Club reports

—Select report

Breakfast Club statement
report

Breakfast Club attendance
sSummary

Brealcfastrg:nriﬂmdam | $ Breakfast Club register |
Breakfast Club childcare
wvoucher payments report

&
=
%
\®

‘Generate mail merge |

@ Breakfast Club payment activity
report

|_ Breakfast Club reconciliation
£ report

Breakfast Club credit report | Fa Brea? El
| |

2. Select the club
childcare voucher
payments report.

o Breakfast Club childcare voucher payments report sel.. 3
__Report date range
Select report dates:
Today e
This week e
Last week o
Select month «
Month Jun 2023 bl
Custom c
From 26 Jun 2023
Until 26 Jun 2023
All dates s
Select class: |<NI classes> ~ |
A
Select account: <All pupils: v
Select childcare provider: #{
3. Select the required
date range and

select OK.
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How do | run the Childcare Voucher Report for all clubs?

1. Select the Reports tab and then
Financial Reports

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

Reports
L@ Banking @ Financial reports ? >
—Select report
Account reports
[:;_/Ej Imm::iﬁ; EI Transaction audit report ——
Ullwe Trip reports
= @ Costcentre ledger report ‘_:ws Pupil "anr?.m T
;Tg Dinner money reporis ;
s s Chil dcare voucher paymenis
G e ||| cniromenn || [ @ e
7N I
‘ Products and orders Gift Aid payers report g Fil‘lill{ &mﬂ
=~ Online reports - 2. Select the club
i % Gift Aid regisiration form @' childcare voucher rE
_; Financial reoort payments report.
- & :
é__} Petty cash report ﬁ TOTOTET Ty agT TepOTT I |
‘_ws Lettings reporis
B
0 Childcare voucher payments report selection x
- Benort date range
Select report dates:
Today =
This week o
Last week o
3. Select the
£EEETIL 2 - required date
Month Jun 2023 v| < range and
Custom -~ l select OK.
From 26 Jun 2023
Until 26 Jun 2023
All dates =
Select class: |<.NI classes> e |
Select account: |<AII pupils: ~ |
Select childcare provider: |<.NI providerss - |
Carcs
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How do I get help?
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https://tucasi.atlassian.net/wiki/spaces/SHC/pages/2110881966/Manage+Childcare+vouchers

