TUCASI

Quick Reference Guide
Pupil Premium

How do | configure Pupil Premium?

The Pupil Premium indicator can be imported to SCO from your MIS system. The field will import
automatically if using the Wonde or SIMS dynamic link.

If using a csv file to import pupil data, the Pupil Premium Indicator field will need to be added to your

import file.

You can also manually configure pupil accounts to indicate Pupil Premium status, as follows:

1.

Select the Configuration tab and
then Account configuration

0 Account configuration

Select configuration

Contacts/Motes Biometrics | * | *

Has completed online

. On the Account

tab, tick Pupil
premium

2. Select Pupils Amend pupil details, configure siblings, and update free school meal status
Pupils
Eb Staff Amend staff details
0 Pupil configuration
.Q Classlist Pupillit Yeargps Cohors
' Select pupils: Lastname:  |Able
3. Select the 108 - ) . —
. >. Able, Berjamin First name: ‘Benjamm
Pupil’s name-lr_l//___m_en Mins
- Basny,Rani
Blusr:;ell Justine General | Account | Prefersnces  Photo
L - Callar, Morwen
. Corleone Vito Account number: 1002
- Craddock Penelope
. Davies Olivia Alternate account number: |
- Doone Felicty
- Fauzi,Ahmad Farid Chegues payable to: |-'°'b|9
- Guthrie Jessica
- Harlcer Mina
- Heaney.Seamus Can register online
- Hutchence, Paulette
- Kart Lewis [ Allow automatic meal 4
- Kusterica,lvanka . )
- Mccartney.John eI mer
rr:]dijoguler;‘Ka;j):]eigh ] Do net allcwon—%
- Naipaul,Madhur o
Pupil has registered for gift aid
Add new pupil Delete this pupil
Manage gift zid payers...
Search pupils
Dare <|_| 5. Select Done [Cancel
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How do | configure a Pupil Premium Cost Centre?

1. Select the

Configuration tab

| Dinners | Extended dayl Income |Accmmts | Expenditure | Banking | Trips and events | Communications | Ordersl Configuration IRepons I Audit\m

Configuration

System options

-
@ Banking configuration

User configuration

Account configuration

Income configuration

2. Select
Banking
configuration [

Banking configuration

Lettings configuration

Select corfiguration

a I[ Bank accounts/cost centres ]I &
s

71

7E=’ Pre-payment accounts Configure pre-payment accounts

[EZR=)

3. Select Bank ]

accounts/cost
centres

J &

b

€

€

4. Select the
relevant Bank
Account then

select Add new

y

System configuralion
= W View and edit mail merge templates
J w Upload a new online school logo

m—m sy lours

o Bank configuration

Bank accounts and cost centres  Pre-payment accounts  Pupil premium

Bank accounts Details

[z All bank accounts
= Official Account

5. Enter the name of
the cost centre e.g.

Ater School Activities ‘ Pupil Premium

- After Schoal Club
- Bank Charges
Breakfast Club
- Charties
- Diinner Money
- Doniations
- English Department
- Exam fees
- France
- Jorvik Viking Centre
- Lockers
- London
- Maths Departmernt
- Music Tuition 2015/16
- Pupil Premium
- Out of School Care
- Photos
- Science Department
Stationery
- Uniform
= Unofficial Account
i+ Alton Towers
Fundraising
i.. School Fund Donation

Delete cost centre

Cancel

Enter the name of the cost centre here. <

Pupil premium

8. Select the Pupil
premium tab

6. Select Done

nking configuration

7. Select Bank I-H

corfiguration

accounts/cost .
centres
Account codes Configure account codes for further reporting
Pre-payment accounts Configure pre-payment accounts

Close

o Bank configuration

Bank accounts and cost centres  Pre-payment accountd

Pupil premium

If the school tracks pupil premium spending on pupils, all such spending is
recorded against a dedicated cost cenfre.

Pupil premium cost centre

Select the cost centre used for pupil premium spending here.

Select the cost centre to be used:

= =

9. Select the Pupil
premium cost
centre created

above

Pupil Premium -

10. Select Done

Cancel

Dene

V
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How do | record Pupil Premium payments?

Dinners & Extended Day

Note: Pupils entitled to

Pupil Premium display with

an * next to their name

ZH02r2016 I PG 07032016

= 1. Select the | F TlwlTlF
aokrovd Marc /L Payment button next M

Ackroyd, Mary Fayment <~ W
Drummaond Vanessa Fayment \\r— to the nam_e of the
Goodway, Catherine Fayment h pupll
Guntley, Mike Fayment
Hesley Karen Fayment
Hobbs, Sam Fayment
Honeywell,Fred Fayment
Hutchinson, Roger Fayment
Jones Jim Fayment
Kaur, Samreen Fayment
Kearney Kev Fayment
Kingston, Sarah Fayment
Lester.John Fayment

Enter Dinner money discount amount -
Ackroyd Marc Payment history
2. Select

Select: Discount i
() Payment () Refund | (@) Discou \n Discount

Specify the payment type:

Cash
Cheque
Credit/debit
On account

Awailable account balance: 0.00

Effective date
3. Enter the amount of

Enter discount amount: Pupil Premium and tick

Show receipt after discount? box Is pupil premium
Is pupil premium contribution? contribution?
Reason for discount: Pupil premium contibMaof
Confirm discournt | Cancel
| L

4. Reason for discount populates as
‘Pupil premium contribution’.
Select Confirm discount
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Trips and events

4. Reason for discount populates as
‘Pupil premium contribution’.
Select Confirm discount

Note: Pupils entitled to
Pupil Premium display with
an * next to their name
Trip payments - Marwell Zoo
1. Select the
Pupil ID Account Class Slip? I? B p t butt t Trip specific notes
T820200100026 * Ackroyd Marc (1228) 98 Payment | & ayment button nex
LE20200100003 * Ackroyd Mary (1229) 28 B | N to the name of the
Ca20200100044 Drummond Manessa (1230) 2B Payment | pupil
V220200193048 Goodway,Catherine (1231) 28 Payment | [ | | [ |
V220200100047 Gurtley, Mike (1232} 2B Paymert | [ | | [ | 0.00 0.00 10.00
X820200199059 Healey, Karen (1233) 2B Paymert | | | | [ | 0.00 0.00 10.00
P220200193064 Hobbs,Sam {1234) 2B Payment | [ | | [ | 0.00 0.00 10.00
Z320200100042 Honeywell.Fred (1235) 2B Payment | [ | | [ | 0.00 0.00 10.00
L820200100032 Hutchinson, Roger (1238) 2B Paymert | | | | [ | 0.00 0.00 10.00
(820200100025 Jones Jim (1237) 2B Payment | [ | | [ | 0.00 0.00 10.00
Y220200193079 Kaur,Samreen (1238) 28 Payment | [ | | [ ] 0.00 0.00 10.00
¥220200100029 Keamey,Kav (1239) 2B Paymert | [ | | [ | 0.00 0.00 10.00
J820200100050 Kingston,Sarah (1240) 2B Payment | [ | | [ | 0.00 0.00 10.00
1820200199089 Lester.John {1241) 2B Payment | [ | | [ | 0.00 0.00 10.00
Enter trip discount amount >
Ackroyd,Marc Payment history
: 2. Select
Select: Dhscount .
(O Payment () Refund | ® Discount
Specify the payment type:
Cash
Chegue
Credit/detit
On account
Avrailable account balance: 0.00
Effective date 02 Aug 2016 [ ] Enable
Enter discount amount:
F ot after i . 3. Enter the amount of
recel e S C0UInT ¢ . . .
_ _ o Pupil Premium and tick
| pupil premium contribution? box Is pupil premium
Reason for discount: contribution?
Confim discount
— 1 [
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How do | record Pupil Premium for Income using Product buttons?

Dinners | Extended daﬂ Income ||M:|:oums | Expenditure | Banking | Trips and events | Communications | Orders | Configuration | Reports | Audi

N

1. Select the
Income tab

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

<No account selected>

2. Select the Sales

button.

3. Select the Product button you wish to
enter income for.
Enter pupil name if prompted or select pupil
name from the “Select account’ list”

p—— -

This product must be sold against an account

Select account name <Select account> -
Note: PUpilS entitled to g;lﬁraooountnumber |
Pupil Premium display with an
* next to their name ok | e
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° Schools Cash Office - Tucasi School 1

Dinners Extended day Income Accounts Expenditure Banking Trips and events Communications Orders Configuration Repors

Items purchased:

o

4. Select the product item at the top
of the screen. The blue Price button
at the bottom changes to Pupil
premium. Click on the button

Select account from list: |' Ackroyd, Marc (8B) 1228 v
Enter price/gty/code:

Schools Cash Office

Enter amount of pupil premium contribution

Pupil premium: 300
1 i i
oK -
5. Enter the amount you wish to
allocate for Pupil Premium.
Select OK
° Schools Cash Office - Tucasi School 1
Dinners Extended day Income  Accounts enditureBanking_Trips and events Communications Orders Configuration Reports
Items purchased: 6. The item will now
Book bag X 3.00
Pupil premium show as discounted, -3.00
Pupil Premium
Select account from list: |* Ackroyd,Marc (8B) 1228 vl
Enter price/qty/code: |
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° Schools Cash Office - Tucasi School 1

Dinners Extended day Income Accounts Expenditure Banking Trips and events Communications Orders Configuration Rep

Items purchased:
Book bag
Pupil premium

3.00
-3.00

7. Select the Total button

Schools Cash Office

o Are you delivering the stock products immediately?

8. Select Yes

° Schools Cash Office - Tucasi School 1
Dinners Extended day Income Accounts Expenditure Banking Trips and events Communications Orders Configuration Reports
Items purchased:
Book bag 3.00
Pupil premium -3.00
TOTAL 0.00
9. Select Complete :
mp list * Ackroyd,Marc (8B) 1228 v
transaction
unt: | |

Non-sale

° Schools Cash Office - Tucasi School 1

Dinners Extended day Income Accounts Expenditure Banking Trips and events Communications Orders Configuration Reporis Audit  Admin

Ttems purchased:
Book bag
Pupil premium

TOTAL

3.00
-3.00

0.00

03/08/16 09:53 Transn: 9901 / 1000000036
Terminal: ALEXFINSTER-PC Operator: Bobbi Browrn
Tucasi School 1

The transaction now
shows as
completed.
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How do | report on Pupil Premium?

Trip Balances Report

(Trips and events tab, Reports, Trip balances report)

Trip Balances Report

Reported at: 14/08/2023 16:25:37

Pupil premium

column
Trip: Museum 2023 (Date of trip: 15/03/2023) v
Name Class Paid Discount Pupil Owing
premium
Ackroyd, Marc Year 6 0.00 0.00 5.00 5.00
Drummend, Vanessa Year 6 0.00 0.00 0.00 10.00
Goodway, Catherine Year 6 0.00 0.00 0.00 10.00
Guntley, Mike Year 6 0.00 0.00 0.00 10.00
Healey, Karen Year 6 0.00 0.00 0.00 10.00
Hobbs, Sam Year 6 0.00 0.00 0.00 10.00
Honeywell, Fred Year 6 0.00 0.00 5.00 5.00
Hutchinson, Roger Year 6 0.00 0.00 0.00 10.00
Jones, Jim Year 6 0.00 0.00 0.00 10.00
Cost Centre Ledger Report
(Reports tab, Financial reports, Cost centre ledger report)
Reporting on Pupil Premium cost centre provides a breakdown
of all Pupil Premium contributions over a period of time.
Cost Centre Ledger Report
Reported at: 14/08/2023 16:12:10

Cost centre: Pupil Premium Funding

Report dates: 01/01/2023 to 14/08/2023

Date/time Trans.no. Description Payment ID Credit Debit Balance

Opening balance 0.00

05/01/2311:15 1000000577  Onaccount Sale:Basry,Amal (Tower WoodResidential 2023) 250.00 -250.00

14/08/2316:01 1000000579 On accountDinnerIncome: Ackroyd,Marc (Pupil premium (Dinner Mone 15.25 -265.25

14/08/2316:02 1000000580  On accountSale: Ackroyd,Marc (Pupil premium (After School Club)) 30.00 -295.25

14/08/2316:03 1000000581  On accountSale:Ackroyd,Marc (Museum 2023) 5.00 -300.25

14/08/2316:04 1000000582  On accountSale: Ackroyd Marc (Book Bag) 3.00 -303.25

14/08/2316:06 1000000583 On account Sale: Honeywell Fred (Museum 2023) 5.00 -308.25

Total credits/debits 0.00 308.25
Closing balance -308.25
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Pupil Premium Contributions Report
(Reports tab, Financial reports, Pupil premium contribution report)

The Pupil Premium Contributions report provides a
breakdown of all Pupil Premium contributions per pupil,
over a period of time.

Pupil Premium Contribution Report
Reported at: 14/08/2023 16:14:56
Transactions between 01/08/2023 and 31/08/2023
Ackroyd, Marc

Date Transaction  Item Amount
14/08/2023 1000000579  Dinner Money 1525
1000000580  After School Club 30.00
14/08/2023 1000000581  Museum 2023 5.00
1000000582  Book Bag =
Total 53.25

Honeywell, Fred
Date Transaction  Item Amount
14/08/2023 1000000583  Museum 2023 5.00
Total 5.00
Grand total 58.25

How do I get help?
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https://tucasi.atlassian.net/wiki/spaces/SHC/pages/2216132609/Pupil+Premium+Contributions

