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How do I enter sessions attended?  

 
 
 
 

 
 
 
 
 
 
 
 

How do I print a list of who is attending today? 

 
 

 
 

 
 
  

Quick Reference Guide 

Extended Day 

1. Click on the 
Extended day tab. 

2. Select the relevant 
Club by clicking the 

coloured button. 

ⓘ Sessions ordered in the Classroom  
or on SCOPAY will automatically  

appear on the Extended day screen. 
 

1. Select 
Reports. 

2. Select 
Attendance report. 

3. Ensure the date 
is selected.  

Click OK. 

ⓘ The report displays who 
is due to attend today with 

space to record the time 
in/out and signature. 

3. Select the Class 
or Cohort from 
the drop down. 

4. Enter the 
session 
codes. 
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How do I enter cash and cheque payments? 
 
 
 
  
 
 

 
 
 
 
 
 

How do I check the total income received? 
 
  

1. Click the Payment 
button to the right of 

the pupil’s name. 

2. Select the Payment type, 
enter the Amount and click  

Confirm payment. 

ⓘ If the payment type Cheque is selected, an extra 
screen will prompt you to add the cheque details. 

1. Select 
Reports. 

2. Select Payment 
activity report. 

3. Select the Date 
range. Click OK. 
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How do I reconcile at the end of the week? 
 
 
 
 
 

 
 
 
 

 
 
 
 
 

 

How do I check for debt? 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Select 
Reports. 

2. Select the 
Reconciliation report. 

3. Select the Date 
range. Click OK. 

1. Select 
Reports. 

2. Select the  
Debt report. 

3. Select the 
required Options. 

Click OK. 
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How do I send letters or emails/texts to chase for debts? 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

How do I get help? 
 

1. Select 
Reports. 

2. Select Generate 
mail merge. 

3. Select the template required 
and click Generate. 

 
 

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 

Extended Day section 

help.tucasi.com 

https://tucasi.atlassian.net/wiki/spaces/SHC/pages/8814834/Extended+Day+module

