Quick Reference Guide

TUCASI SCO Trips & events

How do | add a trip?

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

Select Add Trip.
v 2. Complete the
: Trip details.
Expenditure Banking Trips and events | Communicationg Reports Audit Admin
@ Configure school trip v ? X
Classlist Pupillist Yeargps Cohors Staff list —Tripldetails ~ Online eligibility
» Trip name: l:l Class list  Pupillist Yeargps Cohorts — Staff list
= |Which pupils are geing? "
|:| 108 Cost per pupil: EI--DWhich pupils can apply online?
o S s
-D?E amount: D 118
e VAT coce s
=98 T -
D Reception Places available: (0 =no limit): I:I --DBB
[ Year 1 Tick this box if payments are eligiblefor GiftAid: [~ - [ ]Reception
@ ]Year 2 &-[vear1
] Year 3 Allow overpayments? r [ Year 2
] Year 4 Enable monthly billing? W~
w ]vear5 -] Year 4
w{ ] Year§, . [ Year5
—Trip dates H
Tick this box if tip attendees do notrequire anin- [~ wl]Years
. . school meal:
4. Either select pupils here Enter trip start date: 04 5o 2024 [+
if they are on the trip and Enter trip end date (if different): [11 Sep 2024 = 5. Or the select the pupils
_ owe the money. e moeourt o bo vecd here if the trip is optional
This will show as a debt on [<Select bank a/c from ist> v] to them and/or places are
SCOPAY. imi
—Product group on 'Income’ window————————————————— . I'Imlted'
| |<Prod|.|ct group to use v| This will show as an
optional trip on SCOPAY.
3. Select Tfip n accourt codes V|
available online. | account code> v]
: n account code w |
| {vi
7. Select P et 6. Select Save and
Save and exit. o Tﬂ’gﬂaﬁgil configure forms, if
—Payromt enal }
reqUIred. nimum online top-up:
Trip name: set> (In-school event) ‘ Z
Save and exit Save and edit payment schedule Save and configure forms Cancel
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How do | enter Trip payments?

assigned to the trip.

Alton Towers

o Trip payments

1. Double-
click on the
trip to
openit.

Art Attack Workshop

Football Club Autumn 1

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

Trip payments - L ondon

Banking Trip

button next to the
pupil’s name.

Payments sg

2. Click the Payment

rders Configuration Reports Audit

EZ

N Z

N

Pupil 1D

| Account

Paid

| Discount |Owing

| Consent | Consent notes

3. Select the Payment

type, enter the Amount
and click
Confirm payment.

1.Click on the

Income tab. rl/

* Ackroyd . Marc (1002) 2B Payment 180.00 0.00 40.00 ] Mark will need to take n
Drummond.Vanessa {1070} I []
1412 GoodWaY| Entertrip payment details X [2000 L)
1413 Gurtley. £20.00
1414 Healey.Ki lgooo| [
1415 Hobbs. Ackroyd Marc Paymenthistory | 12000| [ ]
1416 * Honeyw loooo| [
1417 Hutchin Select: ' Payment " Refund ( Discount " \write off balance h]l]]
1418 Jones Jin oo []
Kaur.S Specify the payment type pom| [
Keamey. *  Cash bDI].IIl []
00
Cheque Em
© Credit/debit | [
" On account 120.00 :

Available account balance: 0.00

Effective date 27 0ct 2019 I” Enable
Enter payment amount: Split

Show receipt after payment? 2

|z pupil premium contribution? -

Memo:

|

Confirm payment

How do | record Miscellaneous Income?

ash Office - Tucasi School 12

ccuunts Expenditure Banking

Select account from list:
Or enter A/C number:

2.Select

Miscellaneous
Income.

@ Enter miscellaneo 3. Enter the B3
(PeekeliEEEs payment details. ||
[cakesae | 3 B
— Credit this cost centre: N
Cost centre: |Cha|‘it\es V|
GL code: |<Select an account code> |
510 code: |<Select an account code> v |
CC code: |<Select an account code> v|

[ Specify the payment type

Or select name:

(no pupil selected)

* Cash i~ Cheque " Creditidebit ¢ Onaccount
Show receipt? ¥
Effective date: 27 Oct 2019 I Enable
—Pupil details
Pupil account no:
<Select account> v

—Amount
Gross amount:

12.40

VAT information

VAT'able? VAT amount:
3] eeor Q)+ J 4.Select I-—_P
i '  Done | Cancel
Income | Mo aceount select Done. F'>
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How do | record Income using Product buttons?

1. Select the
Income tab.
Select Sales.

2. Select the Button
you wish to enter i Hriferm | e | m
income for. | :
Enter the pupil - Schools Cash Office
name, if prompted.
This product mustbe sold against an account

Select account name or enter = N
ot account n |+ Ackroyd Marc (3B) 1002 l

[~ ] = |

3. Select the Button Schools Cash Office

you wish to enter o ) dorthis e
. rceen 15 LLL] rins
income for. ryisreq
Enter the amount of Enter price |125.36 1

the Cash or Cheque.

_ o |

4, Select the
Total button.

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

1. Select the
Expenditure tab.
o Schools Cash Office - Tucasi School 12 v

Dinners Extended day Income Accounts | Expenditure |Banking Trips and events Communications

Expenditure functions

2. Select

@ Payment to s upplier ||}/@ Payment to suppliers or regular payees
1< supplier or

Q Miscellaneous expenditure | Record Mlsce"a.neous s
Expenditure.

@ Enter payment details X
 Payee detail,
Select asupplier, or click 'Add new to 3dd a new supplier:

Supplier list: |ABC Coaches o e |

3. Enter transaction !
. — Pay from this cost centre:
details or select o —

‘London V‘
SUPP"er- Select the GL code: ‘<Se|ectan account code> v‘
cost centre, payment SI0 code: <Select an accountcode> |

type and amount. CC code:
Click Done.

‘<Select an account code> v‘

[~ Specify the payment type
¢ Cash " Cheque @ Creditidebit (" Petty cash

Show receipt? 3

Effeclive date: 31 Oct 2019 [+ | I Enable
@ Select the Credit/debit Gross amount
payment option for payments [ e —

made by bank transfer.

o || e |

How do | get Help?
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https://tucasi.atlassian.net/wiki/spaces/SHC/pages/20905985/Trips+and+Events+module

