TUCASI

Quick Reference Guide

Stock Control

How do | enter stock levels?

Dinners  Extended day

Common tasks

Update status or
give refund

Order stats

Open orders: 4

Now showing: 4

Income Accounts Expenditure  Banking

HEHEBE

Status  Value Order no.

Open
Open
Open
Open

8.50 10000005
445 01000000
2.00 01000000...
3.00 01000000

stock

products

2. Select View

Orders: OPEN

View stock products

Advanced Filtering: OFF

Trips and events  Communications LenirmE Configi

For

Ackrayd Marc
Ackroyd Mary
Ackroyd.Marc
Ackrayd Marc

Date opened Last update Details

08/03/24
13/09/22
13/09/22
28/03/22

08/03/24
13/09/22
13/09/22
28/03/22

1item
1item
1item

1item

1:| 1. Select the
Orders tab.

S

Dinners  Extended day

Income Accounts Expenditure Banking Trips and events Communications Lettings

Configuration Reports Audit  Admin

Common iasks Product 3. Select the Available Restockable? Notes
4 ; Calculator 0 10 Yes
R ardigan (24") 4 0 4 Yes
4. Select Edit : .
k d t ardigan (26") 15 0 15 Yes
r

stoc produc ardigan (28") 10 0 10 Yes
rdigan (30") 8 0 8 Yes

Locker Depaosit 49 0 49 No Maximum 50 on first come basis
Locker Replacement ... 8 0 8 Yes
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5. Select Set
stock level
to: and
enter the
amount

‘rucas: Edit stock product

Product: Book Bag
Stock count: 4
Modify stock count

{1 Nochange

(") Increase stock level by: 0
(") Decrease stock level by: 0
(@) Set stock level to: 28]

Motes for this stock product:

I Restockable item

Leave unchecked if this item has a limited supply and
cannot be restocked (e.g. seats ina hall)

OK Cancel

6. Or select
Increase or
Decrease
stock level
by ...

8. Add Notes if
required

7. Tick if item is

Restockable

VAV V4

=

rueam Edit stock product

Product: Book Bag
Stock count: 4
Modify stock count

iy No change

> I {®) Increase stock level by: 25
i Decrease stock level by: 0
{1 Set stock level to: 0

Motes for this stock product:

IBook bag with yellow logo

I Restockable item

Leave unchecked if this item has a limited supply and
cannot be restocked (e.g. seats in a hall)

0K Cancel

4>

9. Select OK
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How do | record Income in school?

Total Cancel Price ‘ Mon-sale ‘ Memo On account
r 1. Select the Income
Sales <}: tab. Select the hos H Invoices Mism
Sales button.
Account Account Account Transaction
deposit Account rebate H transfer H balance history ‘
Total Cancel Price Non-sale Memo
2. Select the Product I—
back: button you wish Uniform - Uniform - Polo Uniform -
to enter income Cardigans Shirts Sweatshirts
for. I
r'?ucnl Schools Cash Office
This product must be sold against an account
3. Select the
Pupil name <Select account: ~
|
0K Cancel
4. _?_EIte(it the 5. Select the
otla
Payment type
button
Total ‘ Cancel ‘ ‘ Cash H Cheque ‘ Credit'debit On account

Schools Cash Office

@ Are you deliveri

ng the stock products immediately?

6. Select Yes —an order will be opened
and completed, no further action

required.

Select No —an order will be opened.
Will need completing once products

Yes No are issued.
Open orders created: 1
An Open @
order is >
created
OK
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How do | complete an order?

4. Select Update 1 I -
. A ts Expendit Banki Ti nd ts  Co it Lett Orders | @Gl it
status or give refund e Account xpenditure  Banking Trips and event mmunications ity Order: nfigura cr%%‘ . Select the

Orders tab.
C ks _
-omi Status Value 3. Select the + next to the Last update Details
Update status or
give refund = o Order to expand' |f Tucas Change order status
Order stats s only some of the order |
[£ ©Cpen . . p8/07 Order status
S is available then select o ot o order status f
i [ Open 4.45 . . . 13/0¢ ease select an order status for
Now showing: 5 £ [oven oo individual items. o¢  Ofder number 1000000583
For- Ackroyd Smith.Bob
[ Cpen 3.00 01000000... Ackroyd Marc 28/03/22 28/02 R
2. Select the
View orders
button

5. Select Complete if all
products delivered or
Received if order is still
open as only some of the
products have been

Orders: OPEN Advanced Filtering delivered. Select OK

2. Select Update  |HOW do | cancel an order and issue a refund?

status or give
refund Accounts Expenditure Banking Trips and events Communications  Lettings Jeli

Configuration Reports  Audit  Admin

1. Select the

Common Mé Status Value Order no.

3. Select the Payment Type

| Order or
giegart:ﬁ_mms or = 10000064 individual for t}'.le refu.nd. ChOO.SG
Open 3.00 BookBag Credit/Debit for online
Ord .
= [ Open 8.50 10000005... Ac product. 08/03/24 payments and click OK
S"B” :rdm 55 B Open ERCNATN Y o0 Change order status
ow showing
[ Open 200 01000000 Ack
Refund option
& Open 300 otoooooo Ak | 4. Select Cancelled:

Please select a ref

(¥ Cash

For: Ackroyd [
{7 Open () Credit/debit
(") Received: ready for delivery (FONZEET

() Complete B Do not retum items to stock
- Check this if the items ordered are no
I longer for sale. e.g. they are faulty.

give a refund.

I i@ Cancelled: give a refund

————
OK Cancel
View stock products

Orders: OPEN Advanced Filtering q
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How do | report on my orders?

Dinners  Extendedday Income  Accounts Banking Trips and events O Lettings [t Configuration Reports  Audit  Admin
Common tasks Status  Value Order no. For Date opened Last update Details
e i [Sforen | 5.00]1000000s... [Ackroya Smith... |osiarze 08103124
Open 3.00 Book Bag
Order stals
B Open 850 10000005  Ackroyd Marc  08/03/24 08/03/24 Titem
O d 5
Gl B Open 4.45 01000000... AckroydMary  13/09/22 13/00/22 1item
Now showing: 5
B Open 200 01000000... AckroydMarc 1310922 13/09/22 1item
B Open 300 01000000 Ackroyd Marc  28/03/22 28/03/22 Titem

1. Onthe Orders
tab, select
Reports

Orders: OPEN Advanced Filtering Filter orders Reports Edit stock product message

=

= _
Tucast Orders report sele

Select Orders

“rucas Product report. Report date range
Select report dates:
Today !
This week
£ O
;W 1 Orders report Last week
3. Select the
Select month . .
required Filters.
Month Mar 2024 Click OK.
|__ j Products report Custom —
From [ER4
Until [Elg
AN .
= Refund d t
*\'@' efunds required repo Al dates @
Select account: <All pupils> ”
Close Select order number: <Al arder numbers= w
Select order status: <Al arders> w
Select stock product: <All stock products=> v
Only show stocked products?
oK Cancel
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Orders Report
Reported at: 06/07/2023 13:35:17

Open orders

Order number Status Value For Class Date opened Last update

1000000580 Open 3.00 06/07/2023 06/07/2023

100000069 Open 4.45 13/09/2022 13/09/2022

100000068 Open 2.00 13/09/2022 13/09/2022

Open 2.00 Ackroyd, Marc Water Bottle
100000055 Open 3.00 28/03/2022 28/03/2022

How do I get help?
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https://tucasi.atlassian.net/wiki/spaces/SHC/pages/31817802/Orders+Stock+Control

