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How do I add a trip?  

 
 
 
 
 
 
 
 
 
 

  

Quick Reference Guide 

SCO Trips & events 

2. Complete the  
Trip details. 

4. Either select pupils here 
if they are on the trip and 

owe the money. 
This will show as a debt on 

SCOPAY. 

5. Or the select the pupils 
here if the trip is optional 
to them and/or places are 

limited. 
This will show as an 

optional trip on SCOPAY. 

7. Select  
Save and exit. 

1.Click on the Trips and 
events tab. 

At the bottom of the screen 
Select Add Trip. 

3. Select Trip 
available online. 

6. Select Save and 
configure forms, if 

required. 
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How do I enter Trip payments? 

 
 
 
 
 

 
 

 
 
 
 
 
 
 
  
 
 
 

How do I record Miscellaneous Income? 
 
 
 
 
 
 
 
 

  

2. Click the Payment 
button next to the 

pupil’s name. 

3. Select the Payment 
type, enter the Amount 

and click  
Confirm payment. 

1.Click on the 
Income tab. 

2.Select 
Miscellaneous 

Income. 

3. Enter the 
Payment details. 

4.Select  
Done. 

ⓘ Note that payments made online via SCOPAY will be automatically assigned to 
the trip. 

1. Double click the 
trip name to open 

the payments 
window 
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How do I record Income using Product buttons? 
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4. Select the  
Total button. 

1. Select the 
Income tab. 
Select Sales. 

 

2. Select the Button 
you wish to enter 

income for. 
Enter the pupil 

name, if prompted. 

3. Select the Button 
you wish to enter 

income for. 
Enter the amount of 
the Cash or Cheque. 

5. Select the  
Payment type. 
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How do I record Expenditure? 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

1. Select the 
Expenditure tab. 

2. Select  
Payment to supplier or Miscellaneous  

Expenditure. 

3. Enter transaction 
details or select 

Supplier.  Select the 
cost centre, payment 

type and amount.  
Click Done. 

ⓘ Select the Credit/debit  
payment option for payments  

made by bank transfer. 
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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 

Trips and events section 

help.tucasi.com 

https://tucasi.atlassian.net/wiki/spaces/SHC/pages/20905985/Trips+and+Events+module

