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How do I login?  
 
 
 
 
 

 
 
 
 
 

 
 

How do I edit my meetings?  
 

 

 
 

Schools Cash Office 
Income Administration Software

  

Quick Reference Guide 
Parents’ Evening Booking 

System - Teacher 

1. Login with 
your 

username and 
password 

 

Go to the Online Payments Website 
www.scopay.com/UserWebapp 

2. Click on 
Parents’ 

evening tab 

1. Within the 
Parents’ evening 
section click on 

Teacher 
configuration 
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How do I add a note for a parent?  
 
 
 
 
 

 
 

2. Select the 
Meeting and 

your name from 
the Teacher list 

 

3. Select Edit location 
and subject for this 

teacher’s meeting and 
amend details, if required 

 

4. Select Invite pupils 
to this teacher’s 
meeting to add or 
remove pupils from 

the meeting 

5. Click on Configure 
invited pupils to increase 
the number of consecutive 
time slots a parent will be 
able to book. For example, 
when a longer time slot is 
required for a discussion. 
 

If your school admin user has allowed Notes to be added to the 
meeting you can add a note for individual parents to see. 

1. Within the 
Parents’ evening 
section click on 

Teacher 
configuration 
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How do I add a Booking on a Parent’s behalf? 

 
 

 

 

3. Click on Configure 
invited pupils to add 

a note. 

4. Select Pupil 

5. Add a comment 
and click OK 

1. Within the 
Parents’ evening 
section click on 

Teacher 
configuration 

 

2. Select the 
Meeting and 
your name 
from the 

Teacher list 

 

2. Select the 
Meeting and 

your name from 
the Teacher list 

 

3. Time slots 
available will 

show 
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How do I see the teacher schedule report? 

 

  

4. For in school bookings, click on “--Free--” and select 
pupil’s name from the drop-down list. 

5. Click on   to add parent’s name 
You can either type in the parent’s name or select from the 

drop-down list if they have registered as an online user, 
then click Save. 

 

6. Select “--Break--” instead of pupil’s name to book time 
slots out for your breaks. 

 

7. Click OK when finished. 
 

Bookings made online by parents will auto populate. 
 
 

Note: if a child’s parents 
prefer to see you separately, 

you can set up double 
bookings for the same pupil – 
simply select the same pupil’s 
name against separate time 

slots. 

1. Within the 
Parents’ evening 
section click on 

Parents’ 
evening reports 
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Support 
 

If you have any queries please click the help button to access the online Help Centre or contact 
our Customer Support team. 

 
Email: support@tucasi.com 
Telephone: 0844 800 4017 

2. Select the 
Teacher 
schedule 

report 

3. Select the 
Meeting and 

your Name and 

click on Select 

mailto:support@tucasi.com

