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Schools Cash Office
Income Administration Software

Quick Reference Guide
Stock Control

How do | enter stock levels?

@ Schools Cash Office - Tucasi School 3

Dinners Extended day Income Accounts Expenditure Ba

Order management

Orders

nking Trips and events C

A
\\n

1. Select
Orders tab

Status Value Order

Ce ks

no. For

Date opened

Last update

Details

o

17.00 0100000005 | Ackroyd Marc

[30/01/15

[30/01/15

[1iem

Update status or
give refund

‘Order stais

Open orders: 2

2

2. Select
View stock
products

5.00 0100000000 | Ackroyd. Marc

23/10/14

30/01/15

2items.

Stock level management

| Edit stock product

5. Select
Set stock
level to:
enter the
amount

Product | Stockcount | Ressrved | Availsble | Restockable? | Notes
A Theatre Ticket 4 0 4 No
Book Bag 20 0 20 Yes
Cardigan 24" 10 0 10 Yes Awaiting delivery 20th May
Cardigan 26" _I Yes Awatting delivery 20th May
] : 3. Select Item
4. Select Edit B Tes
stock product
Product: Polo Shirt Size 5 EE’T‘[
Stock cournt. 5 -
oy stock court Product: Book Bag
Stock count: 7
() No change
() Increase stock level by: |0 6- ...or :;xi‘yﬁod{mut
No change
et b | Increase or ry——r——r—— =
@ Set stock level to: 25 d :
ecrease (7 Decrease stock level by: |0
h;‘;:a::ﬁ::;n;llside . stock level e e
7] Restockable tem I_ Maotes for this stock product: 7 Addf
aercsrmenisl - 8. Tick if item is oS
restockable Restockable item q
oK Leave unchecked if this item has a limited supp i
and cannot be restocked (e.g. seats in a hall)

o

- 9. Select OK
by
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How do | record Income in school?

1. Select the
Income tab.
| Select Sales

e e R

2. Select the product
button you wish to enter
income for

This product must be sold againstan account

3. Select the
Pupil name

4, Select the
‘Total’ button

Enter account name or <Select account> -
number

5. Select the
payment type

6. “Yes” - an order will

Schools Cash Office i be opened and
completed, no further
Are you delivering this product now? aCtlon required
Book Bag

“No” - an order will be
opened. Will need
completing once
products are issued

" Schools Cash Office I

@ Open orders created: 1

7. 1f “No” is selected in
the previous step, the
following box will
appear. Select OK

Quick Reference Guide — Stock Control 2 December 2017 v1



How do | complete an order?

@ schools Cash Office - Tucasi School 3 /Ij 1_ Select - [m] x
Dinners Extended day Income Accounts Expendiure Banking Trips and events Communications Order: Ord ers tab ance
4. Select i Ordermanagement

U p d ate Common tasks tatus Value Order no. Date opened Last update Details
— 170 < 5

status Updawsotsor | || B [feeoroducs | 500

or give Order stas 3. Select [l next to the Order to

refund e expand. If only some of the order is

Now showing: 2

available then select individual items

2. Select View orders, to access the
Order management screen from the
Stock Management screen.

| o2 Change order ibelniik

I Order tem status

Please select an order status for:
Orderitem: Book Bag
For: Bradbury,Chnstina
@ Open

) Complete |

5. Select Complete if
all products delivered
or Received if order
is still open as only
some of the products
have been delivered

Orders: OPEN

Bpot () Help ﬂSelfsewice

Advanced Filtering: |

Refund options

Flease select a refund type:

[] Do not return items to stock
Check this if the items ordered are no longer for sale,
e.g. they are faulty.

How do | issue refunds?

3. Select Update
status or give refund

| Dinners me | Accounts | Expenditure | Banking | Trips and events | C unications | Leﬂin@l Orders ‘f‘ i | Reports | Audit | Admin

Ord| panagement

1. Selecting Status Value Order no. For Date opened Last update Details
[+ |Cpen 5.40 | 1000000018 | Bradbury Christina 22/08/14 [15:12014, |2ien
Show non- Ut s o o [Coreise 20 000 e Tagr s
give refun = = S

open orders ] s e ;‘“}j 2. Select
will change to ot | ODIONG mils ) Order or
Hide non- 2] Polo Shirt Size M individual
open orders product
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5. Select Do
not return
items to stock
if item is faulty.

=
ol Change order item status ‘Qlﬂu

Order item status

Please select an order status for:

Order item: Polo Shirt Size S
For: Bradbury.Chriztina

4. Select
the refund

type

Ref
Flease s refund type:

efund

() On account

©) Cash
©) Cheque
(©) Creditidebit

o ot return items to stock

eck this if the items ordered are no longer for sale,
e.g. they are faulty.

[ ok || cancsl

6. Click OK

Schoaols Cash Office

@ Are you sure you wish to cancel Order item: Pelo Shirt Size 5, and give a

refund??

7. Select Yes
to confirm

Is there a report | can print for my orders?

@ Schools Cash Office

‘ Dinners | Income | Accounts | Expenditure | Bankmgl Trips and events | Ci

| Lemngsl Orders | Confi

Reports

[ o
-

8 [
& [ |

2. Select
Products
and orders

Gl [ oo |

Generate banking reports to display summary balances, uncleared cheques, bank statements

Generate account reports to viewand print statements and generate letiers

Generate trip reports todisplay trip balances, listof pupil payments and letiers

(2 [t

r
@ Products and orders reports

Fepor [uc ﬁ 1. Select

Reports

Generate dinner meney reports
Select report

<.

k product reports —
@

6 [

B [
w

1
S

3. Select
Orders report

Generak ports todispl |
ial reports to dif ——— —— financial year

Generatelettings reports to display bookings, hirers, invoices and more

Display th 0 ber and the |

Export @)Help %Dncumantatmn @ Calculator @Tucas\ website E‘él’rmts:reen % Logout % Lock screen
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|
o Orders report selection I_ & |

Report date range
Select report dates:
Today
This week
Last week
Select month .
Manth May 2014
Custom 4. Select Date range
From 15 May 2014
Until 15 May 2014
All dates @
Select pupil: <Al pupilss -
Select erder number: <All order numbers> - 5 Fl Iter 0 tionS
Select order status: <Al orderss - . p
Select stock product: <Al stock products> -
Only show stocked products? ]
H ¢ cinkox

Please refer to the Stock Control Admin Guide for instructions on
how to create product buttons and further help

Support

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

Email: support@tucasi.com

@) Help

Telephone: 02380 016 564
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