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How do I check which Pupil ID I need to use? 

 

 
 
 
 
 
 

What does my import file need to look like? 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

Schools Cash Office 
Income Administration Software

  

Quick Reference Guide 
Pupil Import 

1. Select Configuration  

2. Select System Options  

3. Note down the field name 
used for pupil imports - you 
will need to include this in 
your import report, below 

1. Use your MIS to create a report output containing the appropriate field headings. If 
necessary refer to your Data Manager or MIS Support Team for advice.   
 
NB. The field headings must be EXACTLY as typed in the examples below – including 
spaces and capitals 

2. Ensure this column matches 
the field you use for imports, 
noted in point 3, above 
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How do I import my file to SCO? 
 

 

 
 
 
 
 
 
 
 

1. Select Configuration  

2. Select Import from 
external system  

3. Select Pupil Import  

4. Close the file 

3. Select File, Save As. Add a file 
name and save as file type CSV 
(Comma delimited)  

4. Browse to the location of the 
import file, saved above. Select the 
file name and Open.  
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Support 
 

If you have any queries please click the help button within SCO to access the online Help 
Centre or contact our Customer Support team. 

 
Email: support@tucasi.com 
Telephone: 02380 016 564 

 

5. Review the import summary window – check that 
expected pupils are marked as (New) – existing pupils 
should be listed but not marked as (New). 
 
NB Pupils who have previously been deleted or have a 
blank ID field will be marked as a discrepancy.  
 

 

6. Select Confirm to run 
the import  
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