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Schools Cash Office
Income Administration Software

How do | check if | am licensed for the SIMS Link?

1. Select Admin and

| Dinners | Income |Acc0ums | Expenditure | Banking | Trips and events | Comif SyStem status I’epOI’t Admin | Mair
Admin functions
&, l Check for software updaes | Q) System starus  — ==
{ Instalation | Upgrades | Teminals ‘
@ l End of financial year I Fu .
g Schools Cash Office version: 24.05
To change your licensed components, please contact Tucasi Sales.
@ l End of academic year I Fu Licensed components:
Module Status -
m l Database management I D4 Tucasi cashless catering Licensed
Lettings management Licensed
LT& l Terminology | 4 Primary classroom edition Licensed / 2 On the System
Biometric identification Licensed .
: / status window, check
iagnostic ucasi - / ;
h‘ lSemldag ficdaia lo T I a Dynamic link ta MIS system Licensed < the screen dISplays
B [ retoysitaminn | —_— — Dynamic Link to MIS
Close \[7] system is licensed

® I[ System status report I Disﬂwﬂ%ﬁ&”m\mﬁ%ﬂl\m\ﬁcﬂ |

If Dynamic Link to MIS system is not licensed please contact our
Sales team on 0844 800 4017 who will be happy to discuss it further.

How do | check what we are using as the Pupil ID?

0 Schools Cash Office - Tucasi School 1

1. Select the Accounts tab
and check the details in the
Pupil ID column

Dinners Extended day Income| Accounts

[————
Accourt No  Last name First name Address Class  Status I Pupil ID

1002 Able Benjamin 45 Willow Way, Port Talbot, SA12 8TP 10B | Gift aid I|VBZDMMDED31

1004 Ackroyd Marc 27 Springfield Avenue, Kempston, Bedford, Bedfa... 8B | Gift aid I|T32{JZDD‘IDDDSG

1005 Ma 27 Springfield Avenue, Kempston, Bedford, Bedfo... | 8B | Gift aid L 320200100003

Please note the pupil ID can be one of three options, cross check in SIMS if unsure.

e UPN e.g. X123456789123
¢ Admission Number e.g. 001234
SIMS ID e.g. 6789

\NB: The SIMS ID field is not visible on the pupil’s record in SIMS. )
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The field used is also set in the configuration in SCO and can be checked as follows:

Dinners | Income | Accounts | Expenditure | Banking | Trips and events | Communications | Lettings | Orders | Configuration | Reports | Audit | Adm

Il Configuration

System options

User configuration

Configure system settings such as printers,

Configure user IDs and level of user access

1. Click on the
Configuration tab and
then click on System
options

>
3
h

Confi

)
|
I
—
|
|

Il 8SBP RO

[ Template manager ]

l Update online logo ]

©

Configure pupils, staff, ¢l

Lettings configuration Manage configuration related to lettings
System configuration Configure system colours
l Import from extemal system ]

View and edit mail merge templates

Upload a new online school logo

. cohorts and online users

gure products, VAT codes and trip tick boxes

Import data generated from an external system

Configure bank accounts, costcentres, account codes and pre-payment accounts

7
° System options

(2] = |

Enlervalues for oplions:

General | Receipts | Device | Income | Dinners/Extended Day | Communications | VAT/Tax | Cheques | Bi

ics | Onine|

Options set across the system
School name:
Unigue school ID:
Local authority ID:
School first year group:
School final year group:
Default daily spend:
Hide Pupil ID in accounts tab
Hide old account deposits/refunds
Show user login/logout events
School financial year start

LIAT School 4
{1004
558
0
1

o

Pupil ID field used for imports:

Staff ID field used for imports:

Set up term dates

Options set on this computer only
Logo file:
Photo path
Show birthday messages at start up

Lo QA e ST e Y

Default year group for imports: 1

o

>

2. Make sure that the
options for Pupil and
Staff imports are set to
the correct ID field being
used in your system.
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How do | configure the SIMS Link to import pupils?

u Schools Cash

Dinners | Income | Accounts | Expenditure | Banking | Trips and events | Communications | Lettings | Orders | Configuration

Configuration

G | o
DINCE———
B e
R
G o
Sl
System configuration

Configure system settings such as printers, dinner money, and communications

Config

Config

Config

Config

g Import from extemal system
3

@ Template manager
o
ﬁ Update online logo

1. Click on the
Configuration tab and
then Import from
external system

-
° Import from external system

Select import type
2.
m :
Cco

Click on Import
nfiguration

" ot s T
ﬁ Import staff data generated from ai
@ Import trip data generated from an|
= et s
E Import attendance data generated

=
° Import configuration

N

SIMS Login

Username

Password

Import type Data source Default location Nl:u'rida?
Pupil SIMS dynamic link] - Browse
Staff CSViile -

Dynamic link configuration

exampleuser

3. Select Dynamic link
configuration

—

4. Add a SIMS Username and

Password for a SIMS user with Third

Party Reporting privileges.

ﬂ Click Update

=
° Import configuration

Import type
Pupil
Staff

Select import type

. AMllow locatian [ Dynamic link configuration
Data =ource Default location ovemids?
SIMS dynamic link] - Browse Edit punil im -
C5V file -

W [ Import configuration

R |

Pupil import

6. Click on Pupil import to trigger the import
whenever it is required
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1 @ Pupil account import confirmation (=B8] X |
P

Import will take place with the following settings. Please confirm, or cancel to select another import file

Import column Pupil accounts to be modified Data discrepancies
Sumame->Last name Able,Benjamin - 1
4 Forename->First name Aleen,Mina i 7 ) ReVIeW the data to
AddressLine->Address Basry,Rani e
1 DOB->Birthday Blundell Justine CheCk there are no
Gender->Gender Callar,Morwen H H H
| | bt e obvious discrepancies.
i Year Group->Year Craddock,Penelope H H
1| |UPN>Pupil ID Davies.Olivia Click Confirm to start
Eligible for Free Meals->Free meals Doone, Felicity .
E Fauzi,Ahmad Farid the m pOI’t
H: Guthrie Jessica Y
—
Preferences New account configuration
E’ Allow blank pupil ID | Available online
Merge with existing pupil without ID (| Enable biometrics
i Merge accounts with different ID (|
Restore pupil if deleted O
d
Cancel I Confirm l
A

8. Click Close once the
import has completed =

-:| Selectold ng

ﬁou are also able to set up the following imports from SIMS: \

Staff - to import current staff

Cohort — to import tutor groups from your MIS for using with the Parents’ Evening
module in secondary school

Attendance — to import absences into Dinners and Extended Day modules
Pupil contact — to import pupil contact data for the Communications module
Staff contact — to import staff contact data for the Communications module

Leavers — to import pupil leaving dates into SCO

o /
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How do | set the SIMS Dynamic Link to import
automatically when I log in to SCO?

1. Click on the
Configuration tab and
then Import from
external system

u Schaools Cash Office

Dinners | Income | Accounts | Expenditure | Banking | Trips and events | Communications | Lettings | Orders

Configuration E

Configuration

@ System options Configure system settings such as printers, dinner money, and communications
i s
% [ p—

& : 2. Click on Import
Import co i Configure H H
[N ke | Can v " configuration

G [ e |l B -
= - R —

System configuration Config] _

% Import from extemal system mport
% ——
[5"/:}: Template manager View d
E Attendance data import Import attendance data generated
© -

‘ﬁ Update online logo Upload

uuuuuu = E

Change attendance mapping
Set up auto import

E &

3. Select Set up auto import

4. Using the drop down box
select Pupil import

I"a Automatic imﬁ 7 = - E‘Elg

To setup an automatic Meleﬂ an importtype and import condition from the boxes below then
click "Add to auto import™ to add it to the list.

Run | Pupil import vI an | Start up SCO - I Schedu S. USing the drop down box
select Start up SCO
Ii Add to auto import I

2
| | Run Pupil import on Start up SCO 1/ \l I

6. Select Add to auto import. |
Repeat steps 4-6 for other i
auto imports (staff, cohort,
attendance etc).Click OK

U when finished |
l QK |
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If you have any queries please click the

Support

9) Help

contact our Customer Support team.

Email: support@tucasi.com

button to access the online Help Centre or

Telephone: 0844 800 4017
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