Vi
& TUCASI Quick Reference Guide
e Communications

Schools Cash Office
Income Administration Software

How do | text and email for dinners, extended day or

trips?
1. Select either Trip mail
merge / Dinner money 2. Select the relevant
mail merge / Extended template and 3. Select Email contact
day mail merge correspondence type i.e. priorities.
Text/Email. Click Generate Ensure you select the
P . . . .
appropriate priority and click
Home s Q Generd PRrop P y
Select trip: Reciplents
= l Create a message l cSelect trip> -
Only trip attendees with debt? |___| E:;g:mm Chiis; Rhaney lan:
Py : — Robinson, Saman.
& [ o -
— <N trip attendees with debt> - o essase =
6’ Trip mail merge —_— suff Filters Subject | Select contact priorities
Templates = Contacts have a priority in the range of 1-20,
E,. Dinner money mail merge Select template: L mtbei"gthe il e 2D
, P B
% Extended day mail merge ooy menicardAS I Re: «FirstNg |~ Select prorty
Y debttriplabelsL7160-37 S 7
= e | [ Il
Email kindly clear Al contacts
[ meeme || [ s | U [ I ]

No attachments
Email contact priorities riorities selected: All contacts

How do | send general messages?

1 . SE|eCt ° Create a message ML
Message content Message format d
Create a B 2. Select Email
message and/or Text as
V required
Recipients
| CadoceFenciops, Daviee O Doone.Faicty. Fovs Ao Fors Goleescs, Herker e
l Creat l |—-—-—| Heaney,Séamus: Hanen:e',PauléttE: Kerlvt,Lemsl: Kusténca,lvanka ' ’ ' ' '
reate a message
Email message
Subject  cakesale-Friday
3. Choose the Recipients and J\ BT By EEE e .
compose the message. | [pearrerem
Ensure you Select the Pri (0] riti es zl:fzi: ;T):yr'nl remind you about the cake sale tamorrow, please bring all cakes in to the school office
before clickina Send i e
Schnnl(lfficé
Vs
We recommend that you do pr—
not exceed 150 characters in D 1]
your teXt messages_ I [ Email contact priorities ]IPrmrit\a selected: All contacts
\

If copying & pasting email contents from a Word document, ensure that you
remove all Word formatting by pasting the contents to a Notepad before pasting
to a message window. You can apply basic formatting before clicking Send.
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How do | add an attachment to an email?

you sen

1. Click before

d the email

Q Create a message

Message corttent

iy E
oot

Recipients

|

Email message

Messags format

Able,Benjamin; Aleen,Mina; Basry Rani; Blundel Justine; Callar,Morwen; Corleone Vito:

Heaney Seamus; Hutchence,Paulstte; Kert,Lewis; Kusterica lvanka

Craddock.Penelope: Davies.Olivia: Doone.Felicity: Fauzi.Ahmad Fard: Guthrie Jessica: Harker,Ming

2. Click
Add

@ Manage attachments

Attachments

Q Add attachment

’.
QOH\- Desktop » [ 63 [ search Deskto )
—— = =
Organize v New folder - 0 @

i [

Subject  cake sale-Friday

Bl/Y EE=E o

Dear Parent,

Please may | remind you about the cake sale tomorrow, please bring a1l cakes in to the school g&
before 10am

Kind regards,
School Office

Attachments
No attachmerts

Email contact priorities Priorities selected: All contacts

i Favorites Ml Libraries 3
18 Downloads System Folder H
4# Dropbox 3 S I t
] Recent Places Q Homegroup ' elec

System Folder .
ok s ) the file and
Karen Caoke .

L4 Libraries & System Folder Cllck Op en
[% Documents
o Music o[y computer
[ Pictures . | System Folder
B videos

& Homegroup

Network
System Folder

Q&,

T mrmmm Adobe Reader X

File name:

We recommend that the overall size of all attachments does not
exceed 2MB. Saving them in a pdf format will keep the size down.

How do | edit the templates?

1. Select

nditure | Banking | Trips and events | Communications | Gonfiguration | Reports | Audit | Admin

Template

manager

Create message for a selectable listof

Mail merge for pre-paymen|

P—
Q@ Mai

category and

2. Select the

template

(et

Template

New

Mail merge for trip debts

Import \(

Settings

4

Template

Mail merge for dinner mond

Mail merge for gift aid regis{|

4 Templmmaninu View and edit mail merge tdi|
@ Message history log Display list ofmessages sd|

o [ | oo o

@) Dinner money debt

©) Dinner meney credit
©) Extended account debt
©) Extended account credi
©) Online access letter

(@) Gift aid registration

1 Choose category 2 Choose template
Mail merge for extended daj © Message ’W
debtdinnerfeesbt
|:\ ‘Account balance debt debtdinnerinvoice
Mail mergefor enline accedll debtdinnernvoicebt
@ Trip debt

3 Edit template:

Y

Edit letier template

/IJ 3. Select the

type of template

\I-l you wish to edit

Edit email template ;

Edit text message template

=
B [ At ] o

\ = \ A ),
Expert Hel % Documentstion 'ﬁ Calculator fe Tucasiwebsite | ¢ Print srsen
et | (@) e o

Communications |

Don’t forget to click Save, once you have

finished editing the template.
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How can | view sent messages?

Hg 1. Select
Message
history log

ations

gmm

:| Creaie message for a selectable listof recipients

o o —

booort  Tyw  Recpecicame  Fegent

[ )

2. Click on the
message line

to view the
contents

PO SI®E

Aol conted rpot | Dhaplay contacts linked io socounts

3. Click Filter
messages to find a
specific message
e.g. sent before
today or regarding a
particular pupil

Crgplay nemnaineng crec; bal arce for tex! s g0 serace

How can | view my text credit?

1. Select
Message credit
balance

NS
——

2. Here you
can view your
Text
message
balance

Current message balance

Balance

I Text message balance:

'IDDI

[ Select How to top-up? to request more text credits.

N\
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How can | send a message to selected recipients
from home?

1. Using the Internet browser, log into the
school’s administration account at
www.scopay.com/UserWebapp

~

Username: |

Login

2. Click on the Password:
Communications tab
and then Create a
message

¢

. Communications E ents' evening Configuration Reports Audit Admin

Create a message reate message for a selectable list of recipients

Parents' evening messages Send messages to accounts related to parents’ evening bookings

SRl s Critical incident message to be sent to all text and email contacts

Message histery log Display list of messages sent via email or text message

Message credit balance Display remaining credit balance for text message service

Create a message

L 3. Click Select
account

Select accounts

' Email messy Select accounts

Subject: IELE LI Class Year Cohort Gender Trips

Vo A
~ . Able, Benjamin
" Ackroyd Smith, Bob

Helvetica

4. Pick your pupils via any

7 I Ackroyd, Marc of the available tabs. Tick
I Ackroyd, Mary to select the pupil(s)

~" | Ackton, Stan

" [ Adame lamae ¥

]

Select accounts

5. Click Select
accounts
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Create a message [x]

Recipients

- Able, Benjamin; Ackroyd, Marc; Ackton, Stan; Adams, James
Select accounts
6. Deselect Email

message or Text
message, whichever is

+ Email message

Subject:

applicable —
[Hetvetica ~ ~]| B I u [T v | I~ I~ | =
Dear Parent
7. For Emails, enter a After School Club will be finishing early today, at 4pm rather than 4.30pm
Subject and the Kind regards

message text School Office

For Texts, (_anter your Attachments.
message into the - — :
Contact priority:  Priority 1 and higher v
message box.

+" Text message

You can also select the
Contact priority for
both types of messages

Atfter School Club will be finishing early today, at 4pm rather than 4.30pm.

8. Click Send message

and then click Send in
the message

confirmation window.

A warning message will be displayed if your text message exceeds
150 characters. Messages of more than 150 characters may be
charged as two texts.

Text messages will not be sent if you have insufficient credits.

TIP: you can check your text credit balance by selecting ‘Message
\_ credit balance’ on the Communications tab. )

How can | send a critical incident message from
home?

1. Using the Internet browser, log into the
school’s administration account at
www.scopay.com/UserWebapp

-

Login

Username: |

Password:
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2. Click on the
Communications tab
and then Send critical

incident message

Audit  Admin

ening Configuration  Reports

m Creale message for a seleclable list of recipients
Send messages to accounts related to parents’ evening bookings
Icmica\ incident message to be sent to all text and email contacts
Display list of messages sent via email or text message
Display remaining credit balance for text message service

Critical incident message (This will be sent to ALL contacts)

You can use this page fo send a critical incident message to all the contacts for pupll
and staff accounts configured in Schools Cash Office

This critical incident message will be sent via text to all mobile numbers and via email to
all email addresses, irrespective of message preferences specified for normal messages.
Text messages will be counted against message credits but you will be able to send 3 Enter yOUf

them even if this will result in you having negative credits. message intO the

message box and

click Send urgent
message

| Send critical incident message I |

This message will be sent via SMS (text) and E-mail to all contacts in
SCO irrespective of message preference or priority. SMS messages
will be sent even if you have insufficient credits.

How can | check and/or resend messages?

Communications [TENEEENERT T Configuration Reports  Audit Admin

. . E Create message for a seleclable list of recipients
Communications
tab and then PR ——————
Message history
Cnitical incident message to be sent to all text and email contacts
log

Oisafy st o messages sent v enedor et mssege

Display remaining credit balance for text message service

1. Click on the

Message history log

User Date created

Recipient Message preview

Email  bsi@iucasi com OT/ADIZ014 1444 SENT Emergency Wess..
Emal  af@tucasi com 07/102014 1444 SENT Emergency Mess

2. Select the record

Drummond Van Email  sam drummon 2300172015 1248 SENT Performance rehe.

Ackroyd Marc Emal  susanibtucasi... ZH0U2015 1248 SENT Performance rehe...|

Ackapewary | Emat | [sh@icuson acisie s P you want to resen d
Jones, Jim Email adale jones{Dt 230172015 12 48 SENT Parformanca reha.

and then tick the
Resend box.

Ackrayd Mary. Email  susan@tucasi U015 1248 SENT Performance rehe
Ackroyd Marc. afrgtucasi com 23012015 12:48 Periormance rene:

[¢]
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How can | check the Text message credit balance?

prents’ evening Configuration Reports Audit Admin

I Communications I

Create a message Create message for a selectable list of recipients

1. Click on the
Communications
tab and then
Message credit
balance

Parents' evening messages Send messages to accounts related to parents’ evening bookings

&

\/

LR L e L f Critical incident message to be sent to all text and email contacts

Message history log Display list of messages sent via email or text message

. ) Message credit balance
Message credit balance Display remaining cred|

Text message 46
balance:

Top-up message credits m

|

Support

Hel
If you have any queries please click the @) " in SCO to access the online Help Centre
or contact our Customer Support team.

Email: support@tucasi.com
Telephone: 0844 800 4017
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