ﬁ.
& TUCASI Quick Reference Guide
S— Lettings

Schools Cash Office
Income Administration Software

How do | check availability and make a booking?

1. Click on
Add a booking
o Schq  |Cash Office - Tucasi School 4
Extended day | Income | Accounts | Expenditure | Banking | Trips and events | Communicati

| Dinne|

| Lettings il

Cg mdar: Wed21Dec2016

Comnon tasks Date Time Facility Description Hirer

Add a booking

2. Choose One-off or
Regular booking and
select date and times

| ]
>
= Ch* ){ability =5
y 1L
1. Select dates: 2. Select facilties:

@ One-off booking =R

3. Select the facility or group

On: Tue 10-Jan-20 v  From: 0900 ~ To: 1230 +«

() Regular booking

4. Tick the required - y
facility or facilities. The [ Saturday
colour key will indicate ? T

availability 8
4Pk
1/2017 from 09:00to 12:30 Interval: 30 mins
07:00 07:30 08:00 08:30 09:00 09: 5 0:30 1
— - N
——= Click
%t Meeting Room OK

% Sports Hall
I | I 3

<

Already booked: [N Confirmed I Provisions| [N St=ndby

Help
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Choose Select name [
4 Booking form: 'New bocking' Hl rer or Type name or select from list
6. Select hirer | click ,
T.:: "ew lwhrg. M0 SOH. NeW Zumba Group ) iss Katie Zua
c.,..{)m hirer
Hirer: <Click here to select a hirer>

: Description:
Add facilities VAT trestment @ Use facility rate ©) Exem
Change facility Facilties booked:
Cha rices

) nae P ) Facility Date From To Categary: | -
Print confirmation + BadmintonCout ~ Tue 10Jan.. 0900 1230

Confirm price

Facility

Badmirton Court

Frice group

Badmirton Court

Youth Groups

Al other da

8. Click OK to confirm price or type in a
Special price and click OK

Selected price: \
Price group: | Badminton Court = | Price band: I Youth Groups M
Discount: 0.000 % Mett price: 31.50 Special pricing
Help [ ok || Cancal |
9. Click Save
::5. Booking form: "4 ﬁ
Eile Edit Help
Hirer: 1st Scout Group
Description: 1st Scout Group
pdiectiti== VAT trestment. @) Use facility rate ® Exernpt
Change facility Facilties booked: Status
Cha rices =
) reee ) Facility Date From To oyl
Frint confirmation + Badminton Cout~ Tue 10Jan.. 0900  12:30 © Provisionsl
©) Standby
Other tasks
Booked:  21/12/2016 10:07 -
Cancel date 4 | 1 3 - E]
Edit date e Nett: £3150 Confirmation sent: <MNot sent>
R . Insurance: £0.00 Booking form notes:
emove dale v OK X Cancelled | Clashes witt VAT: £0.00
Change time @ Holiday date Gross: £31.50
Delete booking form
View facility General |
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How do | generate invoices?

1 Select Accounts

° Schools Cash Office - Tucasi School 4

| Dinners | Extended day | Income | Accounts | Expendit Banking

_________ =

Accounts

Calendar: Mon 02 Jan2017 - Fri 03 Feb 2017

Commeon tasks Date Time Facility
] + Mon 02 Jan... 17:30-18:30 Badminton Court
Add a booling
A Toe 07 lan O-0019-(s0 Snnts Hal
o Schools Cash Office - Tucasi School 4 .

3. Choose All hirers or
select individual hirers
from the drop down

Dinners | Extended day | Income | Accounts | Expe|

menu
- § — 1]
2. Se|eCt Gen erate (Generate invoices q t E
invoices \/
] i This process automatically generates invoices.
h Steps:
Commeon ta Date Hirer 1. Who do you want to produce invoices for?

20M212016 Zumb =
lssue invaid e um <<All hirers> hd

El2012/2016  1st 84

lzsue credil B B 12/12/2016  Zumb| N 2. \when would you like to generate invoices up to?
Record rect Bookings upto:  Wed 21-Dec-201 -
lesue a refi 3. What date did you want to use for the invoices?
Wz e Invoice date:  Wed Bl Dec-201 -

. 4. Do you want to print the invoices straightaway ?
Confirm ite:

Yes (@ No
Other N
5 Press 0K to start generating invoices.

Delete item

Help [ ok ][ Cancel

Generate invoices
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@ Bookings o invoice ' ===
4_ Unt'ck any I;e\iglmﬁ?ﬁvn;ig.have been sel i for invoicing. Please k any entries which you do
hirers that
Date Time Hirer Mett price Facility VAT rate Status
ShC_)UId_nOt be b I Fi16Dec ... |16:00-17:00 |1t ScoutG... [9.0 |Badminton .. [NovAT |0
invoiced Mon 19 De... [17:30-12:30 | Zumba Group | 10.0 |Badminton .. [No VAT [0
5.
Click
OK
Help 0K Cancel |
How do I record a receipt?

I:R’L Selzct 2. Click to select a Hirer
ecord a or Type the name of an
receipt individual hirer

@ Schools|  |h Office - Tucasi School 4 Select name | |
Dinners ended day | Income | Accounts | Expenditure | Bankir, Type name or select from list: \/‘z
....... | Ll (oot
1st Scout Group Mr Danny Gibbons
e o
Zumba Group Miss Katie Zumba
Lettil |s accounts
Comi s Date Hirer
)21/12/2016  Zumba Group .
Issuein E22112/2016 st Scout Group 4. Click
lzzue cre\fit note EQZEI.I"IZI'ZEI‘I{:T Zumba Group OK
B12012/2016 1=t Scout Group p— :
B112112/2016  Zumba Group Category:
lssue a refund l oK I Cancel
View item
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3. Enter Amount
received, Payment

method and Reference

1
D Hirer: 1st Scout Group
| Select hirer e Wed 21-Dec-2016 5. Al'gernatively
Auto-allocate Ret : type in amount
e _ ) against the relevant
4/%’\% mymentmethod: | @ Chequs ~ © Cash  © Craditidebit card invoice and click on
Amount received: | 24.00] | Qave
4. Select Auto- Unallocated: 0.00
a.l I ocate Transactions: %
Date Number Type Reference Tatal Outstanding cated
TS 20/12/2016 1... 2 Invoice 15.00 15.00 0.00
21712206 1... 4 Invoice BR: 3 9.00 9,00 0.00
How do | generate reports?
D Schools Cash Office - Tucasi Schoal 4 1. Select Reports

| Dinners | Extended day | Income | Accounts | Expenditure | Banking | T

Calendar: wono02Jan20°" ~— -

Look for: | Findnow || Clear
Common tasks Date Time F = Mon 02 Jan 2017 - Fri 03 Feb 2017
:  Mon 02 Jan...  17:30-18:30 aﬂ Ueo T izas Lal ]
Add a booking 2 Tosn ) loe 1o.nndgnn  olEN | |
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3. Set the report style,
> Choose the report date range and

) ; facilit
required Lettings ey

report {}

]
Q Lettings reports 4 ; L2 i @ Booking calendar report selection - ﬂ
SERRlETE Select report style:
| @
() Excel: One day

& == | @ e

() Excel: One month

Booking analysis Invoice analysis by month Report date range
From 21 Dec 2016 B
Booking calendar Invoice totals Until ] Dec 2016 @~
Booking list Price band list Select facilties to report on:
E|-- All facilities
Uninvoiced bookings ; Badminton Court

[¥]Classrooms
[V Classroom
Meeting Room

Receipts and refunds

I

&6 ®® a0

Future provisional and standby
booki

Unpaid invoi
= npaid invoices

Hirer list ) VAT rates

=
=
B[ ==
%
L

5

Support

If you have any queries please click the Help button or press F1 on the keyboard to access
the Help Centre or contact our Customer Support team.

Email: support@tucasi.com
Telephone: 02380 016 564
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