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& TUCASI Quick Reference Guide
o Online Payments - Parents Accounts
Schools Cash Office

Income Administration Software

How do | register my child’s account?

4 important: )

To allow you to use the school Online Payment website you must have ‘cookies’
enabled. The following website gives instructions on how to enable cookies in
your web browser: hitp://www.gooale.com/cookies,html

You do not need to register your child's account if you already have a Tucasi
online payments account for a child at this or any other school.
I_'MPIease refer to “How do I link my children to my existing account” section below

— _ /

1. Using the letter sent
by the school load the

scopay website
Select Register as a Need help?
new user
e forsolion oy pussnsird
Quilck reference guide - Acooant activation prooess
Video gukde - Acoount acivation process
cxhll
2. Enter your email = e ]
and password details.
Enter the link code
provided in the letter
Now enter your billing
details and click —
Confirm _
Note: Online link code is for one time —
use only. It is no longer needed once
the account has been activated.

(this may go directly to your spam/junk emaif)

You will receive an email with an activation link J




._How do I link my children to my existing account?

1. Select Your Info and Link accounts
Enter the link code for your other child/ren
In Online link code and click Link

account
2. Using the drop down you can
= = see all your children and move
‘_TU CASI g between thelr different accounts
S

Mary Ackroyd
Tucas! School 1

Axddrens | Login det: u WWIWMIWWM

Link accounts Your basket L

Ploaseanter th link cade of tha sccount to which you weuld 1ike to crate afink, Once this s comglets. you will beable  Your basknt isemgty.
o sccess the datalls of sach associated scoount.

Account balances ®
Vtwt la & link coda?
Ontfines Bnk code: Afimr School Club 000
T Brasiduet Club 20,00
Colfwtarta necount £0.00
Einner money £2.00

~ Mary Ackroyd
ety

1. Select Your info
and Address

Yourbasket

i |

oty your sddnas with the fallowing form.
PP Accoum balances o
Tite s Msar Schoni Ciob £000
Brositen Ckib £000
First name na Cofewrasoont 00
Ayt v Dinnar momy £200
2. Update your (Geners pre-payment 2%
detalls and click 121270 :::Mm -
Update address
Phwcruictty e Trip/event halances [
Jorvik Viking Centre £1500
. ottt R - — tondon 2000
Posteode o 20| | | MusicTultion 2013/16 €15000
Carery N | =




How do | change my login details?

Vies pratiry Viewbesket | Youriefo | Faenfevening tiin Lmg=nt
k=1 ||
Mary Ackroyd = TRamm—— z
1. Select Your info "<l Sehool 1 il

and Login Detaiis

1.ogin details “Your basket - )
; = -
2. Update your S R e
defails, then re-enter e v
your current . -
password and click Chaage your password ,
Uodate - i ——" W
Te 1500
Laorvetmaror Bab hehropd Smith : -
Firstmeme, Ak
- o Tripa and evants
o Hisary
Enter curvent password for security {required) Wil
P ‘» Swenestins
4 Polo stirts
= i
—_— - X & ',_,"'-__mr—-::fni’—_lﬁl—'_":
| How do | change my contact detaiis?
il 1. Select Your info

IMPORTANT: You will only see
the Contact preferences option
if your child’s school have
purchased the SCO
Communications module and

and Contact

oreferences
et Yourinfo Parents-cweiwrg

have opted for you to update T
\ your own contact detalls. o
= = = |r|.-1alls|Liakmlemnthium:IlCmtactpreferenoes "avment agreements i
Contact preferences Your basket =
Set the preferred method of contact by Tuces! School 1. Your besioet 5 ampty. :
Email aderess: exmtiple e e aom ,_‘Agccountbalames ® :
Hoame phone number: T After School Clt £2000
Mabhe phone number: [ otaras1aas | ::::;"C'"b m
B BOCOUNT
) Fmal Dinner money -£18.00
Lot General pre-payment 2000
2. Update your scogunt
details and dlick @ Toamesweoremsi Out of School Care £0.00
Update oy — T %
O Emetor et message
Jorvik Viking Cemre £1000 |
= Londen £22000




How do | create a second login?

Once you have registered your account you may wish to have a second login, For )

example, for use by your husband/wife/other family member who wishes to make
payments to the school.

Contact your school and they will Issue you with a new letter with a different code.

If you have any questions please refer to See our frequently asked questions
K link on the www.scopay.com login screen.

S/

What do | do if | have forgotten my password?

Q:;:ur

1. On the online
payments login

screen click I've
forgotten my

password Cuick rafarance puids - Account activation process

Vichas ipualides - Atsitpurs wetivation process
S our frocuantly ssioed questions

eWildpey 32 W € G2 I B

FADm| Frivacy podcy | Tessms and condislons | Resubscribie ] Copyright 2004 - 2015 Tute Limitec - Powsned oy Tucas! Online Paymants

2. Enter your Em
ner your Bl Lost password?
password. You will
shortly recelve an
emall with a link
through which you
will be able to set up l ] mntomeat

ur new password.
yournewpa = ==

Enter your sroall address, tick the chackbax balow snd cick 'Reset password'. You vl recelve an amafl containing Instructions.

o

T e e
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Schools Cash Office
Income Administration Software

Quick Reference Guide

Online Payments - Checkout

How do | add items to my basket?

important: you must register before you can
purchase an item online. Your school will
provide you with a letter explaining the
registration process.

1. Login to your account
at www.scopay.com
and select the pupil you
wish to make a

o

Marc Ackroyd
Tucasi School 3

Account balances
& fomms In Aucount balunces
Collapse afi | Expend ali

= ® Accountbalances

Breakfast Clzh

-E28.00

purchase for.
ia
cted account :
' Your basket o
Your bashat is empty.
" Account balances ®
After School Club -£26.00
Breakfast Cluh £0.00
Coshiess Cafoterla £0,00
Dinnar Monay E1400
Generzl pre-payment £000
L om account

Wl i

=—T1T—]
e
(=]

£0.00

000

' * Out of School Care £0.00
EEETN EIETN A ihio o R

L 4 — =2

You can click on the R : 2. Top up an item by

item name or the entering the amount you

View history button wish to pay, and Add to

to view further detalils basket

= @ Products [
3. Ifitsa g
product you 2 (|
want to ' Sweatshirt 25~ = won
burchase | = El__-;:fz_l e es)
choose the 0 i E as0. £ am
quantity and A e —
Add to basket . | ¢ as] e o] |
.8 |




How do 1 view my child’s school dinner history?

Dinner Money header.

1. Select the Order Meals or View
Calendar* button alongside the

*Note that the label depends on the
setup configured by the school

[ Primary Schools

J

(S

2, The
calendar opens
to display the
pupil's meal
history.

A meal key Is

displayed on
screen.

B e e L= e =

= Gl L)

DA PETIR ERTIE BRI
. I e S

—nn“gm

[ Seeo?fiary Schools }

1. Select the

= View history
CafilessCaperetia button beside
_ the cafeteria

Payment history for Cashless Cateting (Chartwells) account

il T amlirne e 17 Now 2014 1341

Last online paymant amount: £10.00

Caatriiil Iskbiese B398

e ripT g

Cashiens Catering (Chartwelis) :

5% MIBC, 1 TRAY BAKES, 1 % SANOWICH T By r. Cashlessoii11 2 The

1 % WATER LNG (S00MLJ, 1% MINE CUPLET, 1 % LARGE BN DI oty 2208 purchase and

1 % WIS, 1 x FRIKT, 1 x SANDWICH e 114 Costhem -r20 top up history

orvey Aol WMWY oo g1200 is displayed

1 % MINE CUPLET, 1 x BACON & CHEEEE BAGEL



How do | go to the checkout?

1. Click on View
basket which is
displayed on the
right-hand side of
the screen 2. Check the items in your
——_ basket, edit or delete if
necessary and click on
Checkout
Your basket v
Payment processor: WorldPay )

Go back to visw producis.

Pay for tha lkems In your baskst.

Checkout: Enter payment and contact information

must be the came a5 your billing address for your craditAlebir

your

caed.

3.Enter your
payment contact
information and
click on Process
payment screen




WorldPay 9

NB The payment page may look
different to this example If your

Secure Payment Page child’s school uses a local
— T = authority payment gateway
Daacription Your purchasas
Amount 48.50
You mﬂbhﬁn-ﬂ-d-!' ;
pl— T 3.Enter your card
B P detalts and click
" Cndhokdars W 51 e on Submit Order

Payment detalls

Pleasa keep this raceipt for your records. Viaw printer Version

You will receive an email

OOI‘IﬁﬂTIing your purchase' m“m% 2014 16:13

(Remember to check your Status: COMPETE
. YO1 2AB
afrQtucasl.com
B0 e ee—smr e T E O I e Y]
it Mooy Mare Ackroyd £10.00 1 £10.00
Polo Shirt 28° Marc: Ackroyd £8.50 1 £8.50

Fald orilies WorldPwy

Support

If you need help with the system or for further enquiries please contact the School Office at
your child's school.

If you have any questions please also refer to See our frequently asked questions
link on the online payments login screen.




