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How do I add a trip?  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

How do I enter Trip payments? 
 

Schools Cash Office 
Income Administration Software

  

Quick Reference Guide 
Trips and Other Income 

2. Select 
Pupils going 

on trip 

4. Select ‘Save 
and exit’ 

 

2.  Select the 
‘Payment’ button 

next to the name of 
the pupil 

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

bottom 

 

3. Add the trip 
detail 

 

1. Double 
click on the 
Trip name 
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How do I record other Income? 
 

 
 
 

 

3. Select payment 
Type 

4. Enter the amount 
and click ‘Confirm 

payment’ 

 

1. Click on the Income tab and 
then Miscellaneous income 

 

2. Enter transaction details, 
cost centre, payment type and 

amount. Click ‘Done’ 
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How do I record Income using Product buttons? 
 

 

 
 
 

 
 
 
 
 
 

OR 
 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

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

Enter pupil name if 
prompted. 

3. Select the ‘Total’ 
button  

2. Select the button you 
wish to enter income for. 
Enter amount required. 

4. Select the Payment 
type 

1. Select the 
Income tab. 
Select Sales 
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How do I record Expenditure? 
 
 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 

1. Click on the Expenditure tab  

 

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 
Telephone: 02380 016 564 

 

2. Select Payment to supplier 
or Miscellaneous 

expenditure 

3. Enter transaction 
details or select 

Supplier. Enter cost 
centre, payment 
type and amount. 

Click ‘Done’ 

mailto:support@tucasi.com

