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How do I configure Pupil Premium?  
 
The Pupil Premium indicator can be imported to SCO from your MIS system. The 
field will import automatically if using the SIMS dynamic link. If using a csv file to 
import pupil data the Pupil Premium field will need to be added to your import file.  
 
You can also manually configure pupil accounts to indicate Pupil Premium status: 
 

 
 
 
 
 

  

Schools Cash Office 
Income Administration Software

  

Quick Reference Guide 

Pupil Premium 

1. Select Configuration tab and 

then Account configuration 

3. Select 
Pupil name 

 

4. On the Account 
tab, tick Pupil 

premium 
 

5. Select 

Done 

2. Select 

Pupils 
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How do I configure a Pupil Premium Cost Centre? 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

 

1. Select 
Configuration tab 

detail 
 

2. Select 
Banking 

configuration 
Pupil 

premium 
detail 

 

3. Select Bank 
accounts/cost 

centres 

4. Select the 
Bank Account 

you want the new 
cost centre in  

5. Select Add 
new  

6. Enter the name 
of the cost centre 

e.g. Pupil 

premium 

10. Select the 
Pupil premium 
cost centre you 

created in step 6 

11. Select Done 

8. Select Bank 
accounts/cost 

centres again  

 

7. Select Done 

 

9. Select the Pupil 
premium tab 
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How do I record Pupil Premium payments? 
 
Dinners & Extended Day 
 
 
 

 

 
 
  

2. Select 

Discount 

3. Enter the amount of 
Pupil Premium and tick 
box Is pupil premium 

contribution? 

 

1.  Select the 
Payment button 

next to the name of 
the pupil 

4. Reason for discount populates 
as ‘Pupil premium contribution’. 

Select Confirm discount 

Note: Pupil Premium pupils 
have a * next to their name 
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Trips 
 
 

 
 

 
 
 
 

1.  Select the 
Payment button 

next to the name of 
the pupil 

2. Select 

Discount 

3. Enter the amount of 
Pupil Premium and tick 

Is pupil premium 
contribution? 

 

Note: Pupil Premium pupils 
have a * next to their name 
 

4. Reason for discount populates 
as ‘Pupil premium contribution’. 

Select Confirm discount 
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How do I record Pupil Premium for Income using 
Product buttons? 

 

 

 

 

  
 
 

 
 
 
 
 

 

3. Select the Product button you wish to 
enter income for. 

Enter pupil name if prompted or select 
pupil name from the “Select account’ list” 

2. Select 
Sales 

 

 

1. Select the Income tab 

 

Note: Pupil Premium pupils 
have a * next to their name 
 



SCO v2.4 Quick Reference Guide – Pupil Premium 6 July 2016 v1 

 
 

 
 

 
 

5. Enter the amount you wish to 
allocate for Pupil Premium. 

Select OK 

6. The item will now 
show as discounted, 

Pupil Premium 

4. Click on the product item at the 
top of the screen. The blue Price 
button at the bottom changes to 

Pupil premium. Click on the 

button 
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7. Select the Total button 

 

8. Select Yes 

 

9. Select Complete 

transaction 

The transaction 
now shows as 
completed. 
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How do I report on Pupil Premium? 
 
 

Trip Reports – Trip Balances Report 
 

 
 

Financial Reports - Cost Centre Ledger Report 
 
 
 
 
 
 

 
 
 
 
 

New Pupil premium column 

Reporting on Pupil Premium cost centre provides a 
breakdown of all Pupil Premium contributions over a 

period of time. 
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Financial Reports - Pupil Premium Contributions Report 
 
 
 
 
 
 

 

Support 
 

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

Centre or contact our Customer Support team. 
 

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

 

Pupil Premium Contributions report provides a 
breakdown of all Pupil Premium contributions per 

pupil, over a period of time. 
 

mailto:support@tucasi.com

