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How do I 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. 
 

 
 
 
 
 

  

Quick Reference Guide 

Childcare Vouchers 

1. Select the Configuration tab and 
then Account configuration. 

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. 

2. Select  
Pupils. 

3. Select the 
Pupil. 

4. Select  
Preferences. 
Select the relevant 
club. 

5. Select Uses childcare 
vouchers. 

6. Select Manage childcare 
voucher payers … 

7. Select Add new childcare 
voucher payer. 
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 Note: Repeat the above steps to add more 

childcare voucher payers, if required. 

8. Enter the relevant payer’s 
details. 

9. Select  
Configure. 

10. Select Add 
provider. 

11. Add the provider’s name 
and select OK, Done. 

12. Select the Childcare provider 
from the dropdown. 

13. Add a reference. 

14. Select Done, 
Save. 
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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 

2. Select  
Pupils. 

3. Select the 
Pupil. 

4. Select the 
Preferences tab. 
Select the relevant 
club. 

5. Select Uses childcare 
vouchers. 

6. Select Manage childcare 
voucher payers … 

7. Select Link to existing 
childcare voucher payer. 
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How do I process Childcare Voucher payments? 

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

 
 
 
 
 
 
 

 
 
  
 
 
 

 
 

 
 
 

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

8. Select the 
Search button. 

9. Click on the 
Payer’s name. 

2. Locate the pupil and select 
the Payment button. 

1. Navigate to the 
relevant club. 

3. Select the 
Credit/debit option. 

4. Enter the amount of 
the voucher. 

5. Select Confirm 
payment. 
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How do I run the Childcare Voucher Report for an individual club? 
 
 
 
 

   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. Select the Childcare 
Voucher Payer. 

7. Select Done. 

1. Navigate to the 
relevant club and 
select the Reports 
button. 

2. Select the club 
childcare voucher 
payments report. 

3. Select the required 
date range and 
select OK. 
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How do I run the Childcare Voucher Report for all clubs? 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

1. Select the Reports tab and then 
Financial Reports 

2. Select the club 
childcare voucher 
payments report. 

3. Select the 
required date 
range and 
select OK. 
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How do I get help? 
 
 

 
 
 
 
 
 
 
 
 
 

 

 
 

Email your query to the 

Tucasi Customer Support Team 

support@tucasi.com 
 

 
Tucasi Customer Support Team 

02380 016 564 
8.30 am to 4.00 pm Monday to Friday 

SCO Help Centre 
See the 

Childcare Vouchers section 

help.tucasi.com 

https://tucasi.atlassian.net/wiki/spaces/SHC/pages/2110881966/Manage+Childcare+vouchers

