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How do | add a trip?

1. Click on the Trips and events
tab and then Add trip at the

bottom
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4. Select ‘Save
and exit’

-

Trip detais
Trip name:

Cost per pupil:

Suggested instalment

amount:

VAT code

Places available: (0= no limit):

Tick this box if payments are eligible for gift aid:

Allow overpayments?
Trip dates
Tick this box if pupsls
Enter trip start date:
Enter trip end date (if different):

Bank account to be used

Trip : Paris 2014 (In-school

===

event)

= =

Pans 2014

Zpo0%)

160,00
3500

0
M|

3. Add the trip
detail

1N

Trip tick boxes. Oniine payments
Setup [7] Trip available caline

[ Save and edit payment schedule |

How do | enter Trip payments?

1. Double
click on the
Trip name

@ Schools Cash Office -

Tucasi School 3

Dinners Extended day Income Accounts Expenditure Banking Tripsand events Communications Lettings Orders C

School trips
Mame Date added Start date End date Payments sofar ~ Payments due Mum. attendees  Places left

Alton Towers 231014 oame15  [osmens | 10.00 [ 900.00 | 26|

Jorvik Viking Centre 144 ° Trip payments

London 144

Music Tution 2014115 |23/ Trip paymentis - Old Mcdonald's Farm

Night &t the museum 21

Pupil ID Account Class Year Med? Paid Discount|

School Fund Donation | 23/ | T820200100036 Ackroyd, Marc (1228) 3B 3 Payment | [ ] 0.00 [i]

Snow Dome 27/ | L820200100003 Ackroyd, Mary (1229) 8B 3 Payment | [ ] 0.00 0

Space Centre M320200105001 Ackton Stan (1053) 1B 1 Payment | [ ] 12.00 0
CE20200100044 D (123 |88 8 el | P —
V820200199043 Goodway Catherine (1231) 3B 3 Payment | [ ]
V820200100047 Guntley Mike (1232) 8 8 Payment | |} 2. Select the
X820200199059 Healey. Karen (1233) 8 aymeny,” L ‘Payment’ button

= p— = next to the name of

820200100032 Hutchinson, Roger (1236) 38 3 Payment the pup||
Q820200100025 Jones Jim (1237) 3B 8 Payment
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Enter trip payment details

Hobbs Sam
Select: (®) Payment () Refund () Discount (_) Wwiite off balance
Specify the payment type:

® Cash

O Cheaue 3. Sele_lc_:t p:yment

() Creditidebit yp

() Onaccount

Awailable account balance: 0.00

Effective date
Enter payment amount:
Show receipt after payment?

4. Enter the amount
and click ‘Confirm

payment’

Is pupil premium contribution?

Memo: |

Confirm payment Cancel

How do | record other Income?

b Schoo Office

N 20

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

Letlings | Orders | Col Reports | Audit | Admin | Maintenance

2

1. Click on the Income tab and
then Miscellaneous income

Select account from list:
Or enter A/C number:

@ Enter miscellaneous income details [
Details of this transaction
Cake Sale
Credit this cost centre
Cost centre: PTA -
GL code: <Select an account code>  ~
<Unused> ‘<Select an account code> v|
<Unused=> ‘<Select an account code> v|
Specify the payment type
@ Cash # Cheque (@ Credit/debit &) On account
Show receipt?
Pupil details
Pupil account no: ‘ |
Or select name: ‘<Select account= v|
(no pupil selected)
Amount |
Gross amount: 32.00
VAT information I
VAT'able? VATamount [ | (|
Cancel !

I Done I
Ll_l_l_l_l

AN

2. Enter transaction details,
cost centre, payment type and
amount. Click ‘Done’

S
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How do | record Income using Product buttons?

1. Select the
Income tab.
Select Sales

Enter pupil name if
prompted.

wish to enter income for.

2. Select the button you Schools Cash Office ™

This product must be sold against an account

Select account name <Select account=
or
enter account number:

OR

2. Select the button you

wish to enter income for. |:> Enter price 0

Enter amount required.

Price entry is required for this item

3. Select the ‘Total’
button

> I

4. Select the Payment
type

‘ Cash H Cheque H Credit/debit

On account ‘
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How do | record Expenditure?

1. Click on the Expenditure tab

'Q Schoot s e T —

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

Expenditure functions

‘ Payment to supplier ‘ Record expenditure payments to suppliers or regular payees

0 ‘ Miscellaneous expenditure ‘ Record ad hoc expenditure payments

2. Select Payment to supplier
or Miscellaneous
expenditure

° Enter payment details

Payee details
Select a supplier, or click "Add new’ to add a new supplier:

Supplier list. ABC Coaches ]

3. Enter transaction
details or select

Pay from this cost centre

Costcentee Kingswood 2013 - Supplier. Enter cost
GL code: <Select an account code> - centre, payment
SIO code: <Select an account code> - type and amount.
CC code: <Select an account code> - Click ‘Done’

Specify the payment type
@) Cash @ Chegque (@ Credit/debit

Show receipt?

Amount
Gross amount: 30000

VAT information
VATable? [ VAT amount:

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 9)
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