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Schools Cash Office
Income Administration Software

Quick Reference Guide

Extended Day

How do | enter sessions attended?

1. Click on the main
Extended day tab

K Schools Cash 2 Select the
Dinners | Extended day | Income | Accounts | Expenditure | Banking | Trips and events | C i Confi Reports | Audit | Admin relevant CI u b
Selectclass. | 10B - Miss Chimbar + | Home | Selectaccount  Basty,Rani (10B) 1043 - Breakfast Club by clicking the
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ser Mins — Paid 0.00 Cresit 0.00
Basry Rani 3. Select the Class B Paid .00 Owing: 400 Sessions: 1
Blundsl Justine B Paid 000 Dwing 400 Ssssions: |
e | from the drop down | |+ / e
= | B
Craddock Penelope wil 4 Entel’ the
ey R session codes
Fauzi.Ahmad Farid Fayment ay
Guthrie Jessica Payment B Nioenes
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y Fayment Paid: 0.00 Creit 0.00 X Closed

You can enter session choices on the day or they can be entered for future days either manually or

using preferences.

How do | print alist of who is attending today?

1. Select
Reports

-~

2. Select Attendance
report relevant to your
club
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3. Ensure the
date is selected
and click ‘OK’
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o Breakfast session attendance selection

Select date of report: m

Group results: Nngmup\ng—v

Select session: <Using only session:

New page for each group

The report displays who is due to attend today with space to write time in/out and signature. ]
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How do | enter cash and cheque payments?

Q Schools Cash Office
Dinners | Extended day | income | Accounts | Expe

Selectclass:  10B - Miss Chimbar ~ Enter Breakfast Club payment details

1. Select the Basry,Rani

I I
[ Pupil name Iu[T][y”

| Able, Bel Payment ‘ ’

[poe e — / Pay ment’ button Select (@ Payment () Refund () Vite off balance
R %’““ . next to the name Soeciy o paymert e

Callar, Morwen Payment L H @ Cash

CorleoneVito Payment of the pu pll © Cheque

|Craddock, Penelope Payment . ;

Davies,Olivia Fayment B

Doone, Felicity Payment @ Onaccount

Fauzi Ahmad Farid Fayment Available account balance: 0.00

Guthrie Jessica Payment

Harker.Mina Payment 2- Select the

Heaney, Seamus Payment

Hutchence. Paulette Payment payment type, J\

Kent,Ls Payment

— (S enter the amount Bt
Mccariney.John Payment H receipt after payment? VI

Minogue, Kayleigh Fayment and CI ICk V

Naipaul Madhur Payment ‘ i

{0'Connor,Jp Payment CO n fl r m

Peacock.Bricnie Payment p aym en t ’

With cheques an extra screen will prompt you to add cheque details. ]

How do | check the total income | have entered?

1. Select
Reports

v 2. Select Payment

activity report relevant

to your club
y 3. Select the date
- | [ range and click
| Breakfast Club reports
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| | Breakfast -
Custom @
» @ S
Until 19 Now 2013 B
i
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Select payment method <All payment methods > -
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Display summary only &)
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How do | reconcile at the end of the week?

1. Select

Reports 2. Select
v Reconciliation report

relevant to your club 3. Select the date
Y E——— i range and click
Select report ‘OK’
® @ ii

7] Sibling Q Weekly reconciliation selection =5
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Report date range

Select report dates
Set session

B e | &
preferences This week @
Pre-payment account B Last week
B e | P
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‘wleek beginning 18 Nov 2013
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B: With Breakfast
|| W Without

Brealdast
X Closed
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How do | check for debt?

1. Select
Reports

[ 2. Select Debt report ERE

relevant to your club
Breakfast payment ackivity
L) rept Q) Breakfast debt report selection ==
— Select class:
(o] [ ) L
= Minimum debt amount: 0.01

L1

Minimum age of debt (days): 0
3

Display summary enly ]
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Select mode...
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preferences
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Key
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3. Check the selection,
enter minimum debt
amount (if required) and
click ‘'OK’
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How do | send letters to chase for debts?

1. Select
Reports

Q Breakfast Club reports (|

Key

Valid entries:

e (o
[ W Without

Breakfast
X: Closed

Select report
= b
2. Select
i Generate mail | d
1 merge
) v Crmrere—
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! % »
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° Generate mail merge u
Select extended day accourt:
‘N‘ter Schoal Club - |
Accounts with extended day credit? [}

Recipients

Select recipient:

Al accourts with debt -
Pupils Staff [
Options

Attach statement report? [7]

Templates
Select template:

«Create 3 message>
debtextendediess
debtextendedinvoice

Generate Cal

-

emplates

Choose the template:
debtextendedfees -

debtextendedieesht

3. Select the
required
template and
click ‘Generate’

debtextendedinvoice E
debtextendedinvoiceht

debtextendedtemplate &

Filters
Fitters
You can use the P& | pyiton Minimum debt amount 500
to set more criteria.
Masximum debt amount (opticnal)

For example, if you want to Minimum age of debt 0
issue debt chasers for

wpe Exclude pupils whose family account is in
accounts over a specific credit?
amount owing and/or Emihrmsrer e di s
exclude those accounts with date?
session codes entered after
today’s date.
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Support

contact our Customer Support team.

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

9) Help

If you have any queries please click the help button to access the online Help Centre or
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