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How do I enter stock levels?  
 
 

 
 
 
 
 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

                     

Quick Reference Guide 

Stock Control 

2. Select View 
stock 
products 

3. Select the 
Item 

4. Select Edit 
stock product 

1.  Select the 
Orders tab.  
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5. Select Set 
stock level 
to: and 
enter the 
amount 

6. Or select 
Increase or 
Decrease 
stock level 
by … 

8. Add Notes if 
required 

7. Tick if item is 
Restockable 

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

 
 
 
 
 
  
 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

1.  Select the Income 
tab.  Select the 
Sales button. 

2. Select the Product 
button you wish 
to enter income 
for. 

3. Select the 
Pupil name 

4. Select the 
Total 
button 

5. Select the 
Payment type 

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 
are issued. 

An Open 
order is 
created 
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How do I complete an order? 

 
 
 

 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

How do I cancel an order and issue a refund? 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

1.  Select the 
Orders tab.  

2. Select the 
View orders 
button 

3. Select the + next to the 
Order to expand.  If 
only some of the order 
is available then select 
individual items.  

4.  Select Update 
status or give refund 

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

1.  Select the 
Order or 
individual 
product.  

2. Select Update 
status or give 
refund 

4. Select Cancelled: 
give a refund. 

3. Select the Payment Type 
for the refund. Choose 
Credit/Debit for online 
payments and click OK 
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How do I report on my orders? 

 

 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
  

1. On the Orders 
tab, select 
Reports 

2. Select Orders 
report. 

3. Select the 
required Filters. 
Click 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 

Orders/Stock Control section 

help.tucasi.com 

https://tucasi.atlassian.net/wiki/spaces/SHC/pages/31817802/Orders+Stock+Control

