Fees & Payments

The Fees & Payments screen is used to add fees to an individual student, such as fees for
sports, field trips, and overdue library books. Payments received by the school can also be
documented.

€) Fees can be mass assigned to a group of students using Mass Assign Fees.

Adding a Fee to an Individual Student

1. In the Billing menu, click Fees & Payments.
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2. On the Search Screen, enter search criteria to locate the student and click Search.
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Search Screen  Simple List Customized List

Student Search

Student | Student Group [ N/A ~
["Isearch All Schools
More Search Options [JInclude Inactive Students

Search | Reset

3. In the search results, click the appropriate student.

Search Screen Simple List ~ Customized List  Customize Student List

Student: albury

2 Students | Search |
Photo Student Student ID Grade
& ;s.
_M Albury, —— 08
£33
:_.@]i Albury, 12
ot

4. In the blank row next to the plus sign, select the School Year and School.

["| Display Paid Fees - |_| Include Voided Fees - Save
Demographic Enroliment Schedule Requests Grades Absences Activities Referrals ;?:ttuw Grad 5SS  Fees & Payments | Search..
No Fees were found. Search B
Status ID School Year School Category Created By Description
+ [2019-2020 v | Owl High School - 0041 v || Library Fees v| Weiss,
4 »
5. Select the fee Category.
[_| Display Paid Fees - _ Include Voided Fees -| Save
Demographic Enroliment Schedule Requests Grades Absences Activities Referrals L?gttory Grad SSS Fees & Payments | Scoch
No Fees were found. |Search |
Status ID School Year  School Category Created By Description
+ [2019-2020 v | Owl High School - 0041 + ||| Library Fees v | | Weiss,
4 L3

The Created By field is auto-populated with your name.

6. Enter a Description of the fee.
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| Display Paid Fees - [_| Include Voided Fees - Save

Demographic Enrollment Schedule Requests Grades Absences Activities Referrals Test Grad S5SS5  Fees & Payments | Scarch..

History
No Fees were found. Search EA
Category Created By  Description Publish Date Due Date Amount B‘E’E’””l =
V| | Library Fees v | Weiss, I Owverdue book Jun$, 2020 Jun$9, 2020 | N/A
Total: $0.00 -

7. Edit the Publish Date as needed. This is the date the fee will be published to the Parent/
Student Portal.

8. Edit the Due Date.

| Display Paid Fees - [ | Include Voided Fees - Save
Demographic Enrollment Schedule Requests Grades Absences Activities Referrals ;?:Enw Grad 555  Fees & Payments ‘E
No Fees were found. Search B
Created By  Description [Pubiish Date Due Date Amount a‘mf”m =
T ] Weiss, [Overdue book | fJune  v[9 v[2020 v|T  [June v[16 v[2020 v | nA
Total: $0.00 -

9. Enter the Amount of the fee. For whole dollar amounts, such as 5 dollars, simply enter 5. The
".00" will be automatically added after clicking Save.

| | Display Paid Fees - = | Include Voided Fees -| Save

Demographic Enrollment Schedule Requests Grades Absences Activities Referrals €St Grad S5S  Fees & Payments | Scarch..

History
No Fees were found. |Search |
Created By Description Publish Date Due Date Amount ﬂg};unt -
| ~| Weiss, = Overduebook | [June v[e v|2020 v| | [June v |16 v|2020 v |15 | LZY
Total: $0.00

] |

10. Click Save.

| | Display Paid Fees - . | Include Voided Fees

Demographic Enrollment Schedule Requests Grades Absences Activities Referrals ;ei:ttory Grad S55 Fees & Payments W
Mo Fees were found. |Search |
Created By  Description Publish Date Due Date Amount ém&ount =
] Weiss, Overdue book | | June v[g v|2020 v| | [June v[16 v[2020 v|TI |5 | Nia
Total: $0.00 |
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€ After being added, fee information cannot be edited. If there is a mistake in the fee, it

Adding a Payment

When the school receives a non-special type payment (such as a check or cash) for a

must be voided. The fee will remain on the student's record as a void. See Voiding a

Fee for more information.

student's fee, the payment can be documented in Fees & Payments. Special type payments
(PayPal.com - Credit Card, PayPal.com - Checkout, eCheck.Net, and Authorize.Net) must be

completed by the parent or student in the Parent/Student Portal.

1. In the Billing menu, click Fees & Payments.
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2. On the Search Screen, enter search criteria to locate the student and click Search.
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Search Screen  Simple List Customized List

Student | Student Group [ N/A ~
["Isearch All Schools
More Search Options [JInclude Inactive Students
Search | Reset
3. In the search results, click the appropriate student.
Search Screen Simple List ~ Customized List Customize Student List
Student: albury
2 Students Search Ed
Photo Student Student ID Grade
=
Albury, —— 08
Albury, s o 12

4. Next to the appropriate fee, click the triangle.

[_J Display Paid Fees - [| Include Voided Fees - Save

Demographic Enrollment Schedule Requests Grades Absences Activities Referrals Egttow Grad SSS Fees & Payments Search... |

1Fee [ Search
Status ID School Year  School Category Created By Description Publish Date Due Da
D Unpaid Vold 14 2018-2020 Owl High School - 0041 Library Fees Welss, . Overdue book Jun g, 2020 Jun 18, 2
+ [2019-2020 v| | Owl High School - 0041 ~v| |Library Fees v| Weiss, [ Jun9,2020 Jung,:

5. Select the Date Paid.

|| Display Paid Fees - |_| Include Voided Fees - Save

Demographic Enrollment Schedule Requests Grades Absences Activities Referrals ;ei:ttory Grad SSS Fees & Payments Search... |
1Fee [ Search |
Status ID School Year  School Category Created By Description Publish Date Due Da
Unpald Vold 14 2018-2020 Owl High School - 0041 Library Fees Welss, Overdue book Jun 8, 2020 Jun 16, 2
ID Payment Entered By Date Paid Payment Method Payment Info Amount

~[o v[2020 v] | Check v

Weiss, I\June

6. Select the Payment Method.

Only non-special type payment methods are available for selection.
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Demographic Enrollment Schedule Requests Grades Absences Activities
1Fee ||
Status ID School Year  School
Unpaid  Void 14 2019-2020 Owl High School - 0041
1D Payment Entered By Date Paid
Weiss, June v[g v[2020 v|ZJ

[_J Display Paid Fees - [ Include Voided Fees - Save

Referrals L?:}ow Grad SS8S  Fees & Payments  Scarch.. |
Search |
Category Created By Description Publish Date Due Da'
Library Fees Welss, Overdue book Jun 8, 2020 Jun 18, 2
Payment Method Payment Info Amount

=2 [ —

7. Enter any Payment Info, such as a check number when paid by check.

[ Display Paid Fees - [| Include Voided Fees - Save
Demographic  Enrollment Schedule Requests Grades Absences Activities Referrals :ei:ttory Grad SSS Fees & Payments Search... |-
1Fee || Search | i
Status ID School Year School Category Created By Description Publish Date Due Da'
Unpaid  Void 14 2019.2020 Owl High School - 0041 Library Fees Welss, Overdue book Jun 8, 2020 Jun 186, 2
ID Payment Entered By Date Paid Payment Method Payment Info Amaount
Weiss, |June v|g v|2020 v|.J Check v I Check # 1234 I

8. Enter the Amount of the payment. For wh
5. The ".00" will be automatically added after

ole dollar amounts, such as 5 dollars, simply enter
clicking Save.

[l Display Paid Fees - [| Include Voided Fees - Save

Demographic  Enroll t Schedul Requests Grades Absences Activities Referrals ;ei:ttory Grad $SS Fees & Payments Search... |
1 Fee a Search
ool Category Created By  Description Publish Date Due Date Amount Sum:““t

High School - 0041 Library Fees Welss, Overdue book Jun 8, 2020 Jun 16, 2020 $5.00 $5.00
Date Paid Payment Method Payment Info Amount Running Total
[June v[9 ~|2020 v| ! Check v Check # 1234 I 5 I NIA
9. Click Save.
[_| Display Paid Fees - [| Include Voided Fees -
Demographic  Enroll t Schedul Requests Grades Absences Activities Referrals ;ei:ttory Grad $SS Fees & Payments Search... |
1 Fee a Search
ool Category Created By  Description Publish Date Due Date Amount Sum:““t
High School - 0041 Library Fees Welss, Overdue book Jun 8, 2020 Jun 16, 2020 $5.00 $5.00
Date Paid Payment Method Payment Info Amount Running Total
[June v|o ~[2020 v| Check v Check # 1234 5 N/A

If the fee was fully paid, the fee is removed f

rom the screen. Paid fees can be viewed by

selecting Display Paid Fees at the top of the screen. The Status displays as Paid on the fee.
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Display Paid Fees | [ Include Voided Fees - Save

Demographic Enrollment Schedule Requests Grades Absences Activities Referrals ;?:ttory Grad S5S Fees & Payments Search... ‘
1Fee [ Search |
Status ID School Year  School Category Created By Description Publish Date Due D:
Void 14 2018-2020 Owl High School - 0041 Library Fees Welss, 1 QOverdue book Jun 8, 2020 Jun 18,
+ [2019-2020 ~| Owl High School - 0041 ~| [ Library Fees v| Weiss, [ ]

If a fee was partially paid, the Amount Due on the fee will be updated to display the balance
that is due. The Status displays as Partial.

(] Display Paid Fees - [ ] Include Voided Fees ,

Demographic  Enrollment  Schedule Requests Grades Absences Activities Referrals TestHistory Grad 558 Fees & Payments u
TFee (@ |
Status ID  School Year School Category Created By Description Publish Date Due Date Amount ATEO"'"
Void 15 2019-2020 Owl High School - 0041 Field Trip Fees Weiss, Ashley. End of Year Trip Jun 9, 2020 Jun 19, 2020 §100.00 $25.00
ID  Payment Entered By Date Paid Payment Method Payment Info Amount Running Total
@ Refund 9 Weiss, Jun g, 2020 Cash §50.00 $50.00
& Refund 10 Weiss, Jun 11, 2020 Cash $25.00 $25.00
Weiss, e v[g v[2020v]" N

10. To print a receipt for a payment, click the printer icon next to the payment. Follow your
printer's prompts to print the receipt.

O Display Paid Fees - [ Include Voided Fees -

Demographic ~ Enrollment  Schedule  Requests Grades Absences Activiies Referrals TestHistory Grad S58§

Fees & Payments
Trer @
Status ID School Year  School Category Created By Description Publish Date Due Date Amount BL":“"‘
Partial  Veid 15 2019-2020 Owl High School - 0041 Field Trip Fees Weiss, | End of Year Trip Jun 9, 2020 Jun 19, 2020 $100.00 $25.00
ID Payment Entered By Date Paid Payment Method Payment Info Amount Running Total
& Refund 9 Weiss Jun 9, 2020 Cash §50.00 550.00
E Refund 10 Weiss, i Jun 11, 2020 Cash $25.00 $25.00
Weiss, June v -_1 NiA

Refunding a Payment

1. In the Billing menu, click Fees & Payments.
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2. On the Search Screen, enter search criteria to locate the student and click Search.

Search Screen

Simple List Customized List

Student Search

Student |

More Search Options

Student Group | N/A

["Isearch All Schools
El Include Inactive Students

Search | Reset

3. In the search results, click the appropriate student.

Search Screen Simple List

Customized List

Customize Student List

Student: albury

2 Students || Search |
Photo Student Student ID Grade
_M AlbUTy, — 09
:’3 ; Albury, 12
A SIDLINY, T—
L
4. Next to the appropriate fee, click the triangle.
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Display Paid Fees - __ Include Voided Fees -| Save

Demographic  Enrollment Schedule Requests Grades Absences Activities Referrals L?ss.:ow Grad SSS Fees & Payments ‘ Search... |
2Fees | |Search |
Status ID School Year  School Category Created By Description Publish Date Due Date J
D Paid Void 14 2019-2020 Owl High School - 0041 Library Fees Weiss, Overdue book Jun 9, 2020 Jun 16,2020 §
Partial Vold 15 2019-2020 Owl High School - 0041 Fleld Trip Fees Welss, End of Year Trip Jun 8, 2020 Jun 18,2020 §
+ [2019-2020 ~| | Owl High School - 0041 ~| [Library Fees v| Weiss, [ | Jun9,2020 Juns 2020

5. Next to the payment, click Refund.

Display Paid Fees - " Include Voided Fees -

Demographic  Enrollment Schedule Requests Grades Absences Activities Referrals L?él!ory Grad SSS Fees & Payments ‘ Search |
2Fees | |search | EE
Status ID School Year  School Category Created By Description Publish Date Due Date A
Paid Void 14 2019-2020 Owl High School - 0041 Library Fees Weiss, Overdue book Jun 8, 2020 Jun 16, 2020 3
ID  Payment Entered By Date Paid Payment Method Payment Info Amount
@ 8 Weiss, ) Jun 8, 2020 Check Check # 1234 $5.00
Weiss, June v[e v[2020 v [Check v

6. At the top of the screen, enter the Refund Reason.

7. For a partial refund, enter the Refund Amount. For a full refund, leave the Refund Amount
blank.

8. Click OK.

Are you sure you wauld like to refund this payment?
PaFyment ID: 8
ee ID; 14
Amount: $5.00

Refund Reason: | Fee waived

Refund Amountil.eave Blank if Full)

"ok | [ cancel

The Status on the fee updates to Refund. The Amount Due is updated to reflect the balance
due.
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Demographic  Enrollment  Schedule  Requests Grades Absences Activities Referrals TestHistory Grad 5SS Fees & Payments
2Fees [
Status ID School Year  School Category Created By Description
Void 14 2019-2020 Owl High School - 0041 Library Fees Weiss, Overdue book
ID  Payment Entered By Date Paid Payment Method Payment Info
=) 3 | Weiss Jun 9, 2020 Chack Check # 1234
@ 1 Weiss, Jun 9, 2020 Refund Refund for Payment #8: Fee waived
Vieiss,Ashiey e (5 v [z ]" —

] Display Paid Fees - [ Include Voided Fees -
EET— > |

Publish Date Due Date Amount BL"BDU"I
Jun©, 2020  Jun16,2020  $5.00
Amount Running Total
$5.00 $0.00
-85.00 $5.00

The refund is added as a line in the payment info. The Payment Method displays as Refund,
and the Payment Info includes the refund reason that was entered.

Demographic  Enrollment  Schedule Requests Grades Absences  Activities Referrals TestHistory Grad 58S Fees & Payments
2 Fees [
Status ID School Year  School Category Created By Description
Refund  Void 14 2019-2020 Owl High School - 0041 Library Fees Weiss, Overdue book
ID  Payment Entered By Date Paid Payment Method Payment Info
@ g Weiss, s Jun 9. 2020 Check Check# 1234
@ 1 Weiss, Jun 9, 2020 IRe1und Refund for Payment #8: Fee waived I
Weiss, n_] Check v

[m] Display Paid Fees - [ Include Voided Fees -
Er— > |

Publish Date Due Date Amount BL"B"“"I
Jun9,2020  Jun 16,2020 5500 $5.00
Amount Running Total
£5.00 $0.00
-85.00 $5.00
L ] N

9. To print a receipt for the refund, click the printer icon next to the refund. Follow your

printer's prompts to print the receipt.

Demographic  Enrollment Schedule Requests Grades Absences Activities
2Fees ||
Status ID School Year  School

Refund Void 14 2018-2020 Owl High School - 0041

ID  Payment Entered By Date Paid

& 8 Weiss, Jun 9, 2020

1 Welss, Jun 9, 2020
Weiss, [June v[9 ~|2020 v|H

Check v

_ Display Paid Fees - (| Include Voided Fees -| Save

Referrals Lf::cw Grad SSS Fees & Payments | Search
|Search
Category Created By Description Publish Date Due Date 4
Library Fees Weiss, . Qverdue book Jun &, 2020 Jun 16,2020 §
Payment Method Payment Info Amount
Check Check # 1234 $5.00
Refund Refund for Payment #8: Fee walved -$5.00

Voiding a Fee

Fees that do not have any payments can be voided. If you attempt to void a fee that has a
payment, an error message will display. You must refund any associated payments before

you can void the fee.

1. In the Billing menu, click Fees & Payments.
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2. On the Search Screen, enter search criteria to locate the student and click Search.

Search Screen

Simple List Customized List

Student Search

Student |

More Search Options

Student Group | N/A

["Isearch All Schools
El Include Inactive Students

Search | Reset

3. In the search results, click the appropriate student.

Search Screen Simple List

Customized List

Customize Student List

Student: albury

2 Students || Search |
Photo Student Student ID Grade
_M AlbUTy, — 09
:’3 ; Albury. 12
L DIDLITY, S—
r)
4. Next to the appropriate fee, click Void.
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|| Display Paid Fees - _ Include Voided Fees -
Demographic  Enrollment Schedule Requests Grades Absences Activities Referrals L‘if:ory Grad SSS Fees & Payments ‘ Search... |
4Fees [ |search |
Status ID School Year  School Category Created By Description Publish Date Due Date
Refund Void 14 2018-2020 Owl High School - 0041 Library Fees Welss, Overdue book Jun 9, 2020 Jun 18, 2020
Partial 2019-2020 ‘Owl High School - 0041 Field Trip Fees Weiss, End of Year Trip Jun 9, 2020 Jun 19, 2020
Refund 2018-2020 Owl High School - 0041 Lunch Fees Weiss, Lunch balance due Jun 9, 2020 Jun 23, 2020
Unpald 17 2018-2020 'Owl High Scheol - 0041 Lost/Damaged School ltems Welss, Damaged math book Jun 9, 2020 Jun 10, 2020
+ [2019-2020 v | Owl High School - 0041 v| Library Fees ~| Weiss, [ ] Jung,2020 Juns, 2020
1 »

5. At the top of the screen, enter the Void Reason.

6. Click OK.

Confirm Void

Are you sure you would like to void this fee?

Void Reason: | Fee waived

| OK | | [ cancel

The fee is removed from the screen. To view fees that have been voided, select Include Voided
Fees at the top of the screen.

Voided fees have a Status of Void.

_| Display Paid Fees I Include Voided Fees:' Save |

Demographic  Enrollment Schedule Requests Grades Absences Activities Referrals Eia:ttory Grad SSS Fees & Payments |Search -

4 Fees || |Search
Status ID School Year  School Category Created By Description Publish Date Due Date
Refund Void 14 2018-2020 Owl High School - 0041 Library Fees Weiss, Qverdue book Jun 8, 2020 Jun 16, 2020
Partial  Void 15 2019-2020 Owl High School - 0041 Field Trip Fees Weigs, End of Year Trip Jun 9, 2020 Jun 19, 2020
Refund Void 16 2018-2020 Owl High School - 0041 Lunch Fees Weiss, Lunch balance due  Jun 8, 2020 Jun 23, 2020
Vold 17 2018-2020 Owl High School - 0041 LostiDamaged School ltems Welss,. Damaged math book  Jun 8, 2020 Jun 10, 2020

+ [2019-2020 ~| | Owl High School - 0041 v| [Library Fees v| Weiss, | 4un9,2020 Junj,2020

4 »
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