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Schools Cash Office
Income Administration Software

Quick Reference Guide
Online Payments

What can | make available online?

Account payments e Dinner Money
o Extended Day

o Breakfast & After School Clubs
o Nursery top up sessions
o After School Activity Clubs (eg Football, Dance)
o Holiday Club
e Cashless Catering top-ups

e Snack Money

e Schools Cash Office General Pre-payment account top-ups

— ® Account balances

Name Actions

Cafeteria account

General pre-payment account

Add to basket

Balance Enter top-up amount

£0.00
£ 0.00

£0.00
£ 0.00

Trips and Events e Trips (including day, residential and limited places trips)

o Events (eg Proms)

e Tuition (eg Swimming, Music)

e School Fund Donation

Trips and events

4 items in Trips and events

Collapse all | Expand all

— W Tripsand events

ame History Options Total cost Total owing Enter payment amount  Pay in full?
ik Vikis £1500 £1000
Jorvik Viking Centre w 8 oo
£22000  £170.00
London m m ol e[ ooo
— W& Optional trips and events

Total cost Enter paymentamount  Pay infull?
France £750.00

£ 000

Skiing 2018 £700.00

Tuition
21tems in Tuition

Collapse all| Expandall

— W Tripsand events

History Options Totalcost Total owing Enter paymentamount Pay in full?

Music Tuition £15000  £100.00
E 000

Swimming w N/ £30.00 £30.00

£ .00
Fundraising
3items in Fundraising
Collapse all | Expandall
— W Tripsandevents

History Options Totalcost Total owing Enter paymentamount Pay in full?

School Fund Donations m m E00D £0.00
E 000
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Products e Uniform
e Locker deposits
¢ Revision guides
e Exam Fees

e School Fundraising
e School shop items (eg stationery)
e Performance tickets

e DVDs

¢ And anything that can be configured in Schools Cash Office
using a Product button

Uniform
Jitems in Uniform

Collapse all | Expand all

— & Products

Cuantity Mame LUinit price
Cardigs
m Hhe 24" (£8.50) E %00 E 000
Polo shire
m vl 24" {£6.00) £ 800 £ Q.00
m B 24" (£8.50) £ 850 £ 000
Other items
3 items in Other items
Collapse all | Expand all
-~ 4 Products
Cluantity Mame LUnit price Total price
m Book bag £ ao0 £ 000
m PEbag el 250 ¢ o0
m Water bottle £ 200 £ 000

For more in depth information on configuring items for online payments, please refer to the
Online Payments Configuration & Administration guide, which can be obtained from the

documentation page of the Tucasi website:

http://www.tucasihelp.com/documents/2.4SCOOnlinePaymentsConfigurationGuide. pdf
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How do | put a trip online?

1. Tick Trip available

online
° Canfigure schoal trip @lﬂ
|0355||5t| Pupil list | ‘fear gps I Coharts | Stafflist| TP .deiails Online sligibilty
= Trip name: Fi Class list | Pupil list | Year gps | Cohorts | Staff list
=1 | Which pupils are going? .
EENTE_I ‘ Gtz 400.00 (=[] Which pupils can apply online? |
=118 talment 0.00 -
EJEm EITHER: EJHHB OR:
{126 . Y . - =118 :
w38 2. Select pupils . w28 2 Sel ils wh
. le: (0= no limit): [i] . e eCt pupl S who
elf48 who are going on er-38 o
w58 Lo 97 payments areclid  praiftaic: [ w148 are invited to go on a
e le a trip (ie trips 5 H 158 trip (ie trips with
=078 where participating [’ w[leB i
m{es . w78 limited places, offered
198 pupils are already | . e e on first come, first
[j-|:| Reception knOWn) pupils leave prem) or this trip: [T []..D 5B 1_
. T i+ [] Recsption served basis)
Enter trip end date (if different): ay 2016 [E~
Bank account to be used
Unofficial Account -
Product group on ‘lncome” window
Products assigned t -
3. If required, tick
Account codes nd enter
GL: <Select an a de - . a .
SI0 <5elect an acc ode - minimum On“ne
cc: <Select an accol £ code> - top-up

Trip tick boxes Online payments ! !
Trip available online Y

Minimum online top-up:  35.00

Trip name: France (In-school event)

I [ Save and exit ‘I [ Save and edit payment schedule ] Cancel

4. Select ‘Save
and exit’

Remember:;

Selecting the pupils on the left: this puts the pupil
on the trip and a balance owing is displayed online.

Selecting the pupils on the right: this puts the trip online\
as optional and displays the total cost of the trip. Pupils

are not allocated to go on a trip unless a payment is

made.

Once the trip is full, it no longer displays online to pupils

\who were invited but didn’t make a pavment. )
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How do | put products online?

P Schools Cash Office

Dinners | Income | Accounts | Expend

1. Click on Configuration tab
then Income configuration

Banking | Trips and events | Ci

Configuration

%
%
& Account configuration

2. Select
Products

Canfigure )

@ Income configuration J\ /L

“ Income configuration

Select configuration

{ ¢ (@ Uniform - Cardi
|| G Uniform - Polo Shirts
: ¢ # Uniform - Sweatshirts

i

3. Select ps
Product
from list

ice. Products can alsobe sold
size or colour. Click ‘Product
mutti-price-groups.

=)
(Ap————
IR
& [ ]
A
B [ ]

a I Products I
o

) Default trip fick baxes

: ) Trips and Events

 Products not in a group

[ Productis multi-priced [ Price required
[Z] Minimum online purchase quantity |0

VAT code: 5 (20.00%) -

Barcode:

Cost centre: Uniform

Account codss
GL <Select an account code>
L] <Select an account code>
cc <Select an account code>

groups T

ﬁ Update anline logo Uplozd 2 new online school logo

Delete product Search products

Sale against pupil only ] Staff meal
Visible in cafeteria mode [ Boarder meal
Visible in normal mode [ Non-mesal food product

[l Voucher Available online
Stock product [ FSM voucher

[ Eligible for gift aid ] Duty mel voucher
[0 Meal

p_ &= Documentation

Calculator Tucasi website

5. Select

‘Done’

4, Tick
Available
online. If the
product needs
to be collected
then tick Stock
product

How do | know what Trips / Products | have online?

Schools Cash

Dinners | Income | Accounts | Expenditure | Banking | Trips and events | ¢

1. Click on Reports tab then

Online reports

Letiings | Orders | C

Reports | Audit | Admin

Reports

[
B [ et |

Generate

to display y balances,

Generate account reports to viewand print statements and generate letters

. bank statements

Generat|

&
&
@
] .

€
&
e

E

Generat|

Generaty

Generat|

Online reports ‘ =
p

5

2. Select Online
catalogue
items report

nents and letters

bcts and account codes

ine catalogue items report selection

6= _=

. Online catalogue items report
=[] ]

Select pupil
oK Cancel
ions nancial year

&

ber and the li

3. Select OK
Report will show all

Export Help @ Documentation 'ﬁ Calculator @ Tucasi website
e @) {

items currently
online
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How do | generate a letter and link code for the first
parent?

QD Schools Cash Office

Dinners | Income | Accounts | Exps

1. Click on Reports tab then
Online reports

enditure | Banking | Trips and events | Communications | Lettings | Orders | Configuratior| Reports

S~

access letter

Select Online

ues, bank statements

-
@ Generate mail merge

==

Options

Reports
@ —
=
| Acoountreets | Genere secaun
= Q Onli
&
Eﬁﬂ Sales and paymenis Generat|
. Products and orders Generat|
&
e —— 1
>
[es )
&

Display the current SCO version number and the licence information

Include pupils who have been registered online? [

Recipients
wlpuﬂl;r:ﬁmgim‘irihﬁ il ==0 3. Select the
Filters button
Templates
Select template:
ﬁm:téoameiageieﬂ
mrmasare 4. Select
the relevant
Eﬁ template
etter

[ Generate ] [

Export @)He\p % Documentation @ Calculator @Tucas\ website E‘é Print screen

% Logout % Lock screen

Filters
Fitters

Filter by clazs:

Filter by vear:

|<NI YEar groups

Filter by account creation date?

Account created on or after:

21 March

20"

Cahcel

4. Use the drop down field
to select the class or year
group you wish to produce
the letters for.
NOTE: If you do not use
the filters button the
letters will be produced
for the whole school in
alphabetical order.
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A letter will be generated for each pupil at the school. If a parent has lost the letter you
can re-print and will give you the same link code, until they have registered online.

~

You may wish to advise parents that online link codes are for one time use only. They
are no longer needed once a parent’s account has been activated.

~

How do | generate a letter and link code for the
second parent?

/ Sometimes a parent may request a second link \
code so mum and dad can have separate logins.

Follow the steps in the previous section, ensuring

you tick Include pupils who have been

registered online then select the individual pupil

name before generating.

The letter will generate with a new code which
can be used by the second parent.

o

J

° Generate mail merge

Cptions

Include accounts already registered online? O

Recipients

All pupils not yet registered

= [

-

Templates

Select template:

-y

<Create a messages
onlineAccount AccessLetter

Generate

Cancel
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How do | know what payments have been made
online?

@ Schools Cash Office

Dinners | Income | Accounts | Exp

diture | Banking | Trips and events | C

Lettings | Orders | Ci

Reports

@ [ s
[m

Generate

v balances,

Generate account reports to viewand print statements and generate lefters

Generat

e
Gﬂ Sales and payments
&
€
&

J Generaf
(R [ e oo

Generaf

Generaf

Generafl|

r
Q Online reports

JRER =)

Select report

B [ o ]
====1¢
& [ ot ]

Jeared cheques, bank statements

1. Click on

Reports
tab then
Online

2. Select
Online
payments
report

forthe financial v

% System status report Display the current SCO version number and the licence information

Export @Help @Dmmentam @ Calculator @Tucas\webs\le éprintscreen %Logoul [% Lock scre]

o Online payments report selection @
Select bank account: I | -
Select cost centre: <All cost centres: v
Report date range

Select report dates

Yesterday @

This week @

Last week @

Select month (3]
e

Custom F
From 19 Nov 2013 B~
Until 19 Nov 2013 [Ehd

All dates

Group by cost centre? E

3. Select bank
account, date and
tick box if you want
report to Group by

cost centre.
Select OK
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How do | reconcile my bank statement for online
payments?

Bank reconciliation is carried out the same as your current process.
Below shows you how online payments show in SCO for bank reconciliation.

Use this screen to check deposits against your bank statement. Select all payments which appear on the statement. After other credits (such as interest) and debits (such as bank charges) have been entered, the cleosing balance

should match that on the statement.

Select bank account: Official Account -

Banked at Description Amount Present? Credit Debit Balance
09/11/1211:28  Opening balance - Official Account D 1335.15
18/10/1117:58  Payment: Cheque, No:234576801 Payee: Taylor's Uniform 62500 [ ] 133515
20/10/1116:45  Depostt: 876 00 [] 1,335.15
21710711 16:34  Deposit: 877 1000 [ 1.335.15
23/05/1317:32  Payment: Credit/debit. No:Bill Ackroyd Payee: Official Account s [ 1.335.15
06/1313:13 : = 133515
IE I;/Dﬁnﬂ I 4 credit/debit statement entries. 1700 [ I 133515
Other credits and debits 133515
Closing balance 1.335.15

2. Click on the +
sign and this will

1. Payments are deposited into
your bank account daily and

display each show on your statement as a
individual daily total. Payments show in
transaction (see SCO as credit/debit as a daily
below) amount
23/05/1317:32  Payment: Credit/debit. No:Bill Ackroyd Payee: Official Account 86.00 : 1.335.15
10/06/1313:13 | Payment: Credit/debit, No:Ackton edenred 2342432 Payee: Official Account 120.00 : 1.335.15
: Fayment: Credi/debit, No:Bil Ackroyd Payee: Official Accourt 2000 [ 1.[5!!}

11/06/13 10:52 | Payment: Credit/debit. No:Bill Ackroyd Payee: Official Account 85.00 [] 1.335.15

11/06/1310:53  Payment: Credit/debit, No:Bill Ackroyd Payee: Official Account 20.00 i 1335.15

11/06/1310:54  Payment: Credit/debit, No:Bill Ackroyd Payee: Official Account 50.00 : 1.335.15

Other credits and debits 0.00 0.00 1.335.15

Closing balance 1,335.15

If you have any queries please click the

Support

@) Help

button to access the online Help Centre

or contact our Customer Support team.

Email: support@tucasi.com
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