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How do I check availability and make a booking? 

 
 

 
 
 
 
 
 

 

 
 
 
 

Quick Reference Guide 

Lettings 

1. On the Lettings 
Calendar tab, select 

Add a booking. 

2. Select One-off 
booking or Regular 

booking. 

3. Select the Facility 
or Group.  

4. Select the required 
Facility or Facilities. 
The colour key will 

indicate availability. 

5. Select OK. 
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6. Select a Hirer or 
select New hirer and 

add the details. 

7. Select OK to confirm 
price or first type in a 

Special price. 

8. Check the details 
then select Save. 
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How do I generate invoices? 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Select the Lettings 
Accounts tab. 

2. Select Generate 
invoices. 

3. Select All hirers or select 
individual hirers from the 

drop down menu. 

4. Deselect any hirers that 
should not be invoiced. 

Select OK. 
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How do I record a receipt payment? 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
  

  

1. Select the Lettings 
Accounts tab and select 

Record receipt. 2. Select the Hirer and 
select OK. 

3. Enter any 
Reference, the 

Payment method 
and Amount. 4. Select Auto-

allocate. Select Save. 

5. Alternatively, 
enter the amount 

against the relevant 
invoice.  Select Save. 
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How do I generate reports? 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 

1. Select the Lettings 
Reports tab. 

2. Select the required 
Lettings Report. 

3. Select the required 
report settings.  

Select OK. 
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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 

Lettings section 

help.tucasi.com 

https://tucasi.atlassian.net/wiki/spaces/SHC/pages/2785462/Lettings+module

