TUCASI

Quick Reference Guide

SCO Trips & events

1.Click on the Trips and
events tab.
At the bottom of the screen
Select Add Trip.

How do | add a trip?

xpenditure  Banking [ERIvEERGETE

_tusas Configure school trip

=l]Which pupils are going?
=[1108

w[JReception
w{]Year1
w{vear2

Communications Lettings Orddg

2. Complete the
Trip details.

Trip details
Trp name:
Caost per pupil: 0.00
Suggested instalment amount: 0.00
VAT code w
Places available: (0 = no limit): 0

Tick this box if payments are eligible for Gift Aid:

Allow overpayments?

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

This will show as a debt on

Enable monthly billing?

Trip dates

Tick this box if trip attendees do not require an in-school
meal:

Enter trip start date: 08 03 2024 B

Entertrip end date (if different): 08 03 2024 B~

Trip name: <$\/k (In-school event)

Cancel

Bank account to be used
SCOPAY <Selectbank a/c from list> w
- - Product group on ‘Income' window
<Product group to use> ~
7. Select Account codes

GL: <Selectan account code> -
Save and exit. SI0x: <Selectan account code> v

CC: #Qalart an arrnunt radas

Save and edit payment schedule ' Saveand configure forms

W

» Online eligibility

8 Pupil list

Yeargps Cohorts Staff list

B--I:IWhich pupils can apply online?
= ]10B

1B

178

[(sB

{198
=]

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.

6. Select Save and

configure forms, if
required.

Minimum on

\/

3. Select Trip
available online.

I Trip available online

PayPoint enabled
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How do | enter Trip payments?

@® Note that payments made online via SCOPAY will be automatically assigned to

the trip.

ucaz1 Trip payments

2. Click the Payment
button next to the
pupil’s name.

1. Double click the
. v Enter trip payment details )(
trlp name to Open Class Year Paid Di 'S
the payments Ackroyd Marc (1002) Year6 6 0.00
Wl n d OW Jrummond,Vaness. .. 6 Payment 0.00 . Selact .
oodway Catherine (... Year 6 6 Payment 0.00 @ Payment O Refund O [Fissaim OWrite off balance
Isle of Guntley.Mike (1105 the payment type
Maths Workshop April 2023 Healey.Karen (1120 3 SeIeCt the Payment O cheque O Credit/debit ) On account
flob=Sam (112011 type, enter the Amount balance: 0.00
Museum 2023 * Honeywell, Fred (1
Hutchinson,Roger ( an d CI I Ck £~ Sl
Nottingham Castle 2023 . Solit
Jones,Jim (1139) conflrm payment. pafment amount: 110.00) p
School Building Fund Kaur,Samreen (114 receipt after payment? ]
Tower Wood Residential 2023 Kearney,Kev (1150) Year 6 6 Payment 0.00 Is pupil premiumn contribution? | |
[
Change view eme
UL Tl Done Balances/notes Weekly payments .
View payments Trip grid Addtrip Change trip
e

owdol

1.Click on the
Income tab.

—V

record Miscellaneous Income?

Extended day IM Accounts

Expenditure Banking Tripsandevents Ci Details of this transac

E——
3. Enter the

Cake Sale Payment details.

Credit this cost centre

Cost centre: Charities ~
GL: <Selectan account code> w
SI0: <Selectan account code> -
cc <Selectan account code> w

Specify the payment type

i@ Cash {1 Cheque () Credit/debit (") On account
i Sh ipt?
Select account from list: Ac ow recelp V]
Or enter A/C number: Eilecinegate: BN Enable
Pupil details
2 Select e Price Pupil account no:
Miscellaneous Miscellanscus rssaciios <Select account> v
income
Income. {no pupil selected)
preesci Amount
ersier pelence i Gross amount: 50.00)
VAT information
VAT 'able? VAT amount:
4 Select
Done Cancel

Done.




OR

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

income for.
Enter the amount of

How do | record Income using Product buttons?

Total

Cancel

Sales Refunds

COrders Income

Miscellaneous

Account deposit | Account rebate | Account transfer | Account balance

Total Cancel
. . After School
Trips and events Uniform ‘workshops e
Select account from list: ~
tusas Schools Cash Office
*Enter price/qty/code
This product must be sold against an account
Total Cancel

247 (8.50) 267 (8.50) 287 (8.50) 307 (8.50)

<Selectaccount>

Select account name or enter account
number

oK Cancel

you wish to enter _l\
-/

the Cash or Cheque.

Select account from list

(Tucas Schools Cash Offica

5. Select the
Payment type.

4. Select the
Total button.

*Enter price/gty/code:
Price entry is required for this item
Total Cancel C{
Enter price I 0.00 I
Children ir
e | S |l
OK Cancel
Total Cancel
Sales mode Cancel
Credit'debit On account

SCO Quick Guide - Trips and Income

Last Updated 2024



How do | record Expenditure?

1. Select the
Expenditure tab.

\/

ners  Extended day Income Accounts %Expenditu

Expenditure functions

T,

e

e

Payment to supplier

2. Select

Payment to supplier or Miscellaneous

Expenditure.

Irder

—_ =

@

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.

=

Tu cam  Enter payment details

Payee details

Supplier list:

Cost centre:

GL:
SO

CC:

(") Cash

Show receipt?

Amount

VAT information
VAT 'able?

Effective date:

Gross amount:

Select a supplier. or click 'Add new' to add a new supplier:

ABC Coaches

Pay from this cost centre

Museum 2023

<Selectan account code>

<Selectan account code>

<Selectan account code>

Specify the payment type

{_)Cheque (@) Credit/debit
]

0.00

VAT amount:

“ Edit
() Petty cash
Enable
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How do | get Help?
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https://tucasi.atlassian.net/wiki/spaces/SHC/pages/20905985/Trips+and+Events+module

