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Schools Cash Office
Income Administration Software

Quick Reference Guide
Childcare Vouchers

How do | configure Childcare Voucher Payments?

Before the childcare voucher payments can be entered, you need to add childcare
voucher payer(s) and childcare voucher provider(s) to the relevant pupils’ accounts.

1.

Select Configuration tab and
then Account configuration

T e
[+ B

@
@D

@ Account configuration ? X
Select configuration
& Pupils 2. SE!ECt |s. and update free school meal status
Pupils
& ‘ | @ Pupil configuration I ? X
Classlist Pupillist Yeargps Cohorts
& ‘ 1 Select pupis: Last name: |Ackton 1
= All pupils ~ First .
—L aA irstname: | Stan 4. Select Preferences
3. Select | @ Ackroyd Famiy . tab and the relevant
Pupil name __ -~ [Send= Gm"_""' club that you want the
| Acam A = vouchers to be used
[ iiyrivig against
— | |- Aloia Packs
|~ Amiel Tanzeel
|~ Aperen Alex
| Atlieri Camela

Uses childcare vouchers

Search pupils

5. Tick the Uses childcare u
vouchers option ,
Manage childcare voucher payers... I

Note: If you already have contacts
set up for the pupil they will be
displayed, you can click on the
name of the contact to use as a
new Childcare Voucher payer.

7. Click Add new childcare
voucher payer

EgN

6. Click Manage
childcare voucher
payers

° Childcare voucher payer configuration: Ackton,Stan X

Any contact or linked online user can be made into 2 childcare voucher payer by adding the childcare voucher details.
Click the row to adit the information.
Alternatively, add a new childcare voucher payer or link to an existing childcare voucher payer by using the buttons below.

Is childcare .
cucher payer? Name Chidcare voucher provider Chidcare voucher reference

O Robert Acton Contadt info

SCO v2.4 Quick Reference Guide — Childcare Vouchers 1 August 2016 v1




° Add new childcare voucher payer

X

Please fill in the information for the new childcare voucher payer. All fields are required.

Mrs
8. Enter the relevant e
paver’s details
IActonI

Childcare voucher provider: [

— 9. Click
1 ' Configure

Childcare voucher reference: [

Q Childcare voucher provider
Providers
Double click on a provider to edit the name.

10. Click Add
provider

\? Add provider
Add provider Delete provider
Enter 2 name
| Do |
11. Add the
provider’'s name and [ KiddiVouchers|
click OK

12. Click Done on next option screen

o Add new childcare voucher payer

X

Title:

Please fll in the information| 13- Select the Childcare |4 are required.
provider from the drop

]

First name: [Susan

~ l

Last name:

14. Add

_'

Reference

15. Click
Done

16. Click Save on next option screen

Note: Repeat the above steps to add
more childcare voucher payers.
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How do | link existing childcare voucher payer to a
sibling’s account?

1. Select Configuration tab and
then Account configuration

@ Account configuration

2. Select

Pupils

sr=C

b, and update free school meal status

& Q Pupil configuration

Classlist Pupillist Yeargps Cohorts

&
3. Select
Pupil name

@8
we
@0

vouchers option

5. Tick the Uses childcare

Last name:

First name:

'k

Stan

General Account | Preferences

Dinner

Breakfast Club

4. Select Preferences
tab and the relevant
club that you want the
vouchers to be used
against

Uses childcare vouchers

| Manage childcare voucher payers... I

EgN

6. Click Manage
childcare voucher
payers

@ Childcare woucher payer configuration: Ackton, Stan

Any contact or linked online user can be made into 2 childcare voucher payer by adding the childcare voucher details.
Click the row to edit the information.
Al ively, add hil voucher payer or link to an existing childcare voucher payer by using the butions below.

Is childcare

wvoucher payer?

Name Chidcare voucher provider

Chidcare voucher reference

O

7. Click Link to existing
childcare voucher payer

Link to existing childcare
voucher payer
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° Select childcare voucher payer X i

Search
Fistneme: | | Ca 8. Click Search
Lastname: | [|| search

Matching childcare voucher payers (click to select)

9. Click on the payer’'s
name to select it

10. Click Save on next option screen and then click
Done to complete the pupil’s account configuration.

How do | process Childcare Voucher payments?

Childcare voucher payments should be added via the Extended Day tab.

° Schools Cash Office - Tucasi School 1

Dinners Extendedday Income Accounts Expenditure Banking ™ ' o ’ "rns Orders Configuration Reports Audit Ad

1. Navigate to the 7 [ BreakiastCiub
relevant club = et eoaeiGhd |
I

Selectclass:  |1B - Miss Brownlow | | Home | Selec

] 18-07-2016 2507-2016 -~
Lo A T W T FIM T W T FIm T IO T F ISwms
Payment B|B|B|B|B | [Paid: 0,00 Owing: 20.00 Sessions: 5
] Paid: 0.00 Credit: 0.00
Baggley.Ch” \_ | Payment Paid: 0.00 Credit: 0.00
Barr. iz N Payment Paid: 0.00 Credit: 0.00
= /== Paid: 0.00 Credit: 0.00
2. Select the Paid 00N Ceadit 000
relevant pupll Enter Breakfast Club payment details X
and click on the
Ackton,Stan Payment history

Payment button
— Select: ® Payment O Refund (O Discount () Write off balance

Specify the payment type:
O Cash

3. Select I—I\\ ﬁ::
Credit/debit |—|/’ :
() On account

Awailable account balance: 0.00

Effective date

Erter . 4. Enter the amount
A 5 received via voucher
Is pupil premium contribution?

Memo:

5. Select Confirmu
payment
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Credit/debit details

Credit/debit payment to: Official Account

Payment amount: 25.00

Enter Credit/debit details/reference: | Ackton |

6. Select the childcare

Record as childcare voucher payment? ™M voucher payer

7. Click Done

How do | run the Childcare Voucher Report for
individual clubs?

1. Select the
lectaccount: | <Select account> © AfterSchool Club [ Setings.. Extended
016 08082016 | | W] ‘IEIIEpIacesrenﬁiﬂ: Day tab,

TIFim T TLF S _ relevant club
_. Paid: 0.00 Owing: 24.00 | and then
Paid: 0.00 Credit 0.00
Paid: 0.00 Credit: 0.00 Reports
Paid: 0.00 Credit 0.00
Paid: 0.00 Credit: 0.00
Paid: 0.00 Creit 0.00
Paid: 0.00 Credit. 0.00
Q Breakfast Club reports ? X
Select report
@ BC statement report é . BC payment activity report
& BC attendance report (_31 [ BCreconciliaion report
ﬁ' BC debtreport & . BC attendance summary
| 2. Select BC
\ Vi @] childcare voucher
payments report
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3. Select the date
range, class,
provider or
individual pupil if
appropriate.

4. Click OK

° BC childcare voucher payments report selection X
Report date range
Select report dates:
Today ®
This week O
Last week (@)
Select month O
Month Aug 2016
Custom O
From [03 Aug 2016 B-]
Until [03 Aug 2016 B-]
All dates @]
Select class: | <Al classes> o |
Select pupil: | <A pupils> v
Select childcare provider: | <Al providers> V |

clubs?

How do I run the Childcare Voucher Report for all

Reports

-

ol

oK edad

»H W E O 0 F

Banking reports

Account reports

Trip reports

Dinner money reports

Sales and payments

Products and orders

Online reports

1. Select the Reports tab and then

Financial Reports

4o h

king reports todisplay

Y

Financial reports

Lettings reporis

o Financial reports

£
i

13

Income and expenditure

Cost centre ledger report

Gift aid payment report

Gift aid registration form

Petty cash report

Transaction audit report

Pupil presmsum coninbution

. statements and letters

, products and account codes

report

2. Select Childcare
voucher payments

report
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Today
This week

Last week

3. Select the date Horth

range, class, Custom
provider or From
individual pupil if Until

appropriate. e

Select class:

Select pupil:

Select month

Select childcare provider:

LN
4. Click OK

o Childcare voucher payments report selection

Report date range
Select report dates:

OO0O0Ow®

Aug 2016

|03 Aug 2016

(03 Aug 2016

|<AI classes>

|<Alpupis>

|<All providers>

If you have any queries please click the

Support
@) Help

Email: support@tucasi.com

Telephone: 0844 800 4017

button to access the online Help
Centre or contact our Customer Support team.
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