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How do I check availability and make a booking? 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Schools Cash Office 
Income Administration Software

  

Quick Reference Guide 
Lettings 

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

 

1. Click on 
Add a booking 

 
 

3. Select the facility or group 
 

4. Tick the required 
facility or facilities. The 
colour key will indicate 

availability 

5. 
Click 
OK 
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7. 
Choose 
Hirer or 

click 
New 
hirer 

 

9. Click Save 

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

 
 

6. Select hirer 
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How do I generate invoices? 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
 
 
 
 
 

1 Select Accounts 
 

2. Select Generate 
invoices 

 
 
 
 
 
 
 

3. Choose All hirers or 
select individual hirers 

from the drop down 
menu 

 
 



 

Quick Reference Guide – SCO Lettings 4 November 2017 v1 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

How do I record a receipt? 
 
 
 
 
 

 
 
 
 
 
 

5.  
Click 
OK 

4. Click 
OK 

4. Untick any 
hirers that 

should not be 
invoiced 

 

2. Click to select a Hirer 
or Type the name of an 

individual hirer 

1. Select 
Record a 
receipt 
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How do I generate reports? 
 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

4. Select Auto-
allocate  

3. Enter Amount 
received, Payment 

method and Reference 

5. Alternatively 
type in amount 

against the relevant 
invoice and click on 

Save 

1. Select Reports 
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4. 
Click 
OK 

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 

2. Choose the 
required Lettings 

report 

3. Set the report style, 
report date range and 

facility 
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