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ABOUT THIS MANUAL

Edupoint Educational Systems develops software with multiple release dates for the
software and related documentation. The documentation is being released in multiple

volumes to meet this commitment.

The table below lists the release date, software version, documentation volume number,
and the content included in each volume of documentation to date.

Software and Document History

Date Volume | Edition | Revision | Content

September 2013 1 1 0 Initial release of this document —
Separated Fees guides into different
guides for each mode

December 2013 1 1 1 Update info on FDP201 interface

(131117)

Copyright© 2013 Edupoint Educational Systems, LLC




Fees Direct Payment Mode - Administrator & User Guide

CONVENTIONS USED IN THIS MANUAL

Bold Text - Indicates a button or menu or other text on the screen to

Bold Text )
click, or text to type.
5] Tip — Suggests advanced techniques or alternative ways of
‘x;f ' approaching the subject.

Note — Provides additional information or expands on the topic at
hand.

Reference — Refers to another source of information, such as
another manual or website

Caution — Warns of potential problems. Take special care when
reading these sections.

BEFORE YOU BEGIN

Before installing any of the Edupoint family of software products, please be sure to rescreen
the system requirements and make sure the district's computer hardware and software
meet the minimum requirements. If there are any questions about the system requirements,
please contact an Edupoint representative at (877) 899-9111.

Caution: The Edupoint family of software does not support the use of
pop-up blockers or third-party toolbars in the browser used to access
Synergy SIS. Please disable any pop-up blockers (also known as pop-
up ad blockers) and extra toolbars in the browser before logging into
any Edupoint product.

At any point, if there are any technical difficulties, please contact the Edupoint technical
support team at support@edupoint.com or by phone at 1-877-899-9111 option 1.

Edupoint Proprietary and Confidential 7
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Chapter One:
OVERVIEW & SETTING UP FEES

In this chapter, the following topics are covered:
» Overview of Fees

Defining Lookup Tables

Configuring District Fee Options

Configuring Deposits

Configuring Payment Services

Defining District Fees

Updating Fee Codes

Opting in to Fees

‘Defining School Fees

vVvyvyvVvyvVyVYyYVYYVYYy

Setting up Optional Fees

8 Copyright© 2013 Edupoint Educational Systems, LLC
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OVERVIEW OF FEES

This guide describes how to setup and configure the Fees screens, where student fees and
payments for items such as library fines and lab materials can be tracked. It also shows the
security options available. It illustrates how to enter and modify fee information, synchronize
fees, and print related reports.

Synergy SIS can track fees charged to student for a variety of activities, as well as the
payments made. There are two methods by which fees can be tracked: Standard and Direct
Payment. The Standard fee mode has basic fee recording capabilities. The Direct Payment
fee mode offers expanded functionality including fee waivers, proration, quick payment
options, and mass assigning fees based on grade, gender, or course.

This guide covers the Direct Payment fee mode.

Feature Standard fee mode Direct Payment fee mode
Basic Features
Add Fees Yes Yes
Update Fees Yes Yes
Delete Fees Yes Yes
School Fees Code Setup Yes Yes
Mass Assign Fees Yes Yes
Group Fees Yes Yes
Advanced Features
Fee Proration No Yes
Fee Waivers No Yes
Fee Refunds No Yes
School Course Fees No Yes
Enroliment Fees No Yes
Family Fee Caps No Yes
District Fee Code Setup No Yes
District Course Fees No Yes
Fee Deposit No Yes
Payments
Payments in Synergy Yes Yes
Quick Payment in Synergy No Yes
Payment History No Yes
ParentVUE Payments
Payschool Payment Yes Yes
Evalon Payment Yes Yes
UMB-ACH (e-check) Payment No Yes
SchoolPay Payment Yes Yes
ParentVUE shopping cart No Yes
Synchronization
Course Fee Sync No (uses Mass Assign) Yes
Program Waiver Sync No Yes
Enrollment Fee Sync No Yes
Family Fee Cap Sync No Yes
Reports — Individual

Edupoint Proprietary and Confidential 9
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Student Fee Profile Yes Yes
Student Fee Receipt No Yes
Reports — List
Student Fee List Yes Yes
Student Fee Collection List No Yes
Student Fee Refund List No Yes
Fee Code Detail by Payment No Yes
Method
Fee by Class No Yes
Fees Collected Detail No Yes
Course Fee Collected Detail No Yes
Student Fee Aging List No Yes
Student Fees Daily Deposit
Course Fees Totals List No Yes
Student Fees Refund Paid No Yes
List
Reports — List
Fees Collected Summary No Yes
Fee Code by Payment No Yes
Method

Your district should select one fee model for all your schools. It is not possible to switch
from one mode to the other without the possibility of losing historical data.

After selecting the District’'s fee mode, a list of the fees and associated activities will be
needed. Fees can also be categorized for reporting and tracking. A standard list of these
categories should be developed by your district as well.

10 Copyright© 2013 Edupoint Educational Systems, LLC
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DEFINING LOOKUP TABLES

You need to define several Lookup tables in Synergy SIS before the rest of the fees options
can be configured.

the Fee Cateqory,

Fee Refund Code,

Fee Waiver Reason,

And FRM Code tables must be set up.

Setting up the Fee Category table

These categories should describe the area in which the fee or payment is incurred. They
can be high-level categories, such as Enrollment based fees. Individual fees such as a
locker fee or a laptop deposit fee fall under these categories. Examples of high-level
categories include, Enrollment based fees, District related fees, School related fees, Course
related fees, Activity based fees, and Optional fees.

Fee categories also can be more specific, such as Lab, Textbook, Lockers, Library, Sports,
or Field trips. Whether you use high level or individual fee categories, a Payment category
should be included on the list. The payment category should have a ListOrder of “1”, so that
it appears at the top of the list.

1. Navigate to Synergy SIS > System > Setup > Lookup Table Definition icon. The
Lookup Table Definition screen displays.

2. On the Lookup Table Definition screen, navigate to K12.Feelnfo > Fee Category.
The Fee Category lookup table displays.

‘,‘;j ‘ Undo sttus:Resty | & Cin v@
Lookup Table Definition g

Lookup Table Maintenance Q

bK12 Name Fee Category Namespace: K12.Feelnfo Locked: N
P K12Accommodation

P K12 Accommodation.Setup

Use Code as the State Code - all values reported to state will be used from the lookup code and not evaluate to the State Code uniess the State Code is non-blank for a given value

b K12 Addressinfo Lookup Values | I (]
P K12 Attendanceinfo

P K12AZ SAIS x v‘ v‘ v[ v]
P K12CA

P K12.CACALPADS
P K12.CACBEDS
P K12 CareerPlan
b K12.Census

P K12.Cx
P K12 CourseHistoryinfo
P K12.Courseinfo

A =
v‘ v| b= g g
=i <

PAY Payment

ACT Activity Based Fees

CRS Course Related Fees

OPT Optional Fees
SCH School Related Fees

0 R

1
2
3
4 ENR Enrollment Based Fees
5
6

Figure 1.1 — Fee Category Lookup Table
3. Click Add. A new row is added to the Lookup Values grid.
4. Enter the appropriate values in the new row.

e ListOrder - sets the order in which the values are displayed. If the numbers in
the ListOrder field are the same or are blank, the Code is used to sort the list
and then the Description.

e Code - the abbreviated Fee Category. This value must be unique since it is
used internally to link the tables in the database and it displays in the list.

o Description — the name of the Fee Category.
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e Other SIS - used to import data during the conversion process from another
student records system. This field is optional. Enter any code used in the old
system in this column.

e The State Code, Alt Code 3, and Alt Code SIF are not used in this table. The
checkbox at the top of the table Use Code as the State Code is not used either.

o If appropriate, a start date and end date may be entered for the code in the
Status column to activate or deactivate the code for a particular year. If a code
is inactive, it shows in data already entered but it is not available for selection for
new records. For example, if a code is no longer valid for records beginning
FY2011, select 2011 for the end year.

5. Click Save.

e Tip: To delete a code, click the box under the X column, and click Save.

12 Copyright© 2013 Edupoint Educational Systems, LLC
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Setting up the Refund Code table

These categories should describe the different reasons that a student may be eligible for a
refund. They should reflect any refund codes that are already used in your districts’ general
ledger system.

1. Navigate to Synergy SIS > System > Setup.

1. Click on the Lookup Table Definition icon. The Lookup Table Definition screen
displays.

Click on the triangle next to K12.Feelnfo to expand the list of tables.
Select the Fee Refund Code table.

<z - 1
= Undo status: Ready | 2 (1 1@
Lookup Table Definition [«
Lookup Table @
b K12 Name: Fee Refund Code Namespace: K12.feeinfo Locked: N
P K12 Accommeodation . 2
P K12.Accommodation Setup []Use Code as the State Code - all values reported to state will be used from the lookup code and not evaluate to the State Code unless the State Code is non-blank for a given value
P K12 Agdressinfo Lookup Values | I [
P K12 Attendancelinfo
b K12AZ SAIS % %‘ ‘$| %l %‘ %‘ %| = = =

=

b K12CA

P K12.CACALPADS
P K12.CACBEDS
P K12.CareerPlan
b K12.Census

b K12.C

OVPD Overpaid

DPCL Dropped Class

DPSP Dropped Sport

DNA |Did Nt Attend Event| |

Figure 1.2 — Fee Refund Code Lookup Table

¢ ¢ ¢
t B

N T

4. Click the Add button to add a new code. A new row appears in the Lookup Values
grid.

5. Enter the appropriate values in the new row.

e ListOrder - sets the order in which the values are displayed. If the numbers in
the ListOrder field are the same or are blank, the Code is used to sort the list
and then the Description.

e Code - the abbreviated Fee Refund Code. This value must be unique since it is
used internally to link the tables in the database and it displays in the drop-down
list.

o Description —the name of the Fee Refund Code.

e Other SIS - used to import data during the conversion process from another
student records system. This field is optional. Enter any code used in the old
system in this column.

e The State Code, Alt Code 3, and Alt Code SIF are not used in this table. The
checkbox at the top of the table Use Code as the State Code is not used either.

o If appropriate, a start date and end date may be entered for the code in the
Status column to activate or deactivate the code for a particular year. If a code
is inactive, it shows in data already entered but it is not available for selection for
new records. For example, if a code is no longer valid for records beginning
FY2011, select 2011 for the end year.

6. Click Save.

Edupoint Proprietary and Confidential 13
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Setting up the Fee Waiver Reason table

These categories should describe the different reasons that a student may be eligible for a
non-program based fee waiver. They should reflect any refund codes that are already used
in your districts’ general ledger system.

Navigate to Synergy SIS > System > Setup.

2. Click on the Lookup Table Definition icon. The Lookup Table Definition screen
displays.

Click on the triangle next to K12.Feelnfo to expand the list of tables.

Select the Fee Waiver Reason table.

bKi2

P K12

b K12 Accommodation

B K12 Accommodation.Setup
b K12 Addressinfo

b K12 Attendancelnfo

P K12AZ SAIS

P K12CA

P K12CACALPADS

b K12CACBEDS

b K12 CareerPlan

b K12 Census

[reni] o5 e | v | snncresy | @ B[ O
Lookup Table Definition &
Lookup Table Maintenance @

Name: Fee Waiver Reason Namespace: Ki2Feelnfo Locked N

Use Code as the State Code - all values reported to state will be used from the lookup code and not evaluate to the State Code unless the State Code is non-blank for a given value

Lookup Values | I [

% A‘ Q| A| al AI Q| L sams
5 E g & Ei & = & =i
| = | 2|

OVCR
DPCL

1 Overcharged
2

3 DPSP

4

Dropped Class v v
Dropped Sport v v

P K12 CourseHistoryinfo

DNA |id Hot Attend Event | ~ v

Figure 1.3 — Fee Waiver Reason Lookup Table

Click Add t. A new row appears in the Lookup Values grid.

Enter the appropriate values in the new row.

ListOrder - the order in which the values display. If the numbers in the ListOrder
field are the same or are blank, the Code is used to sort the list and then the
Description.

Code - the abbreviated Fee Waiver Reason. This value must be unique since it
is used internally to link the tables in the database and it displays in the drop-
down list.

Description - the name of the Fee Waiver Reason.

Other SIS - used to import data during the conversion process from another
student records system. This field is optional. Enter any code used in the old
system in this column.

The State Code, Alt Code 3, and Alt Code SIF are not used in this table. The
checkbox at the top of the table Use Code as the State Code is not used either.

If appropriate, a start date and end date may be entered for the code in the
Status column to activate or deactivate the code for a particular year. If a code
is inactive, it shows in data already entered but it is not available for selection for
new records. For example, if a code is no longer valid for records beginning
FY2011, select 2011 for the end year.

7. Click Save.

14
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Setting up the FRM Code table

These categories should describe the different mean by which your district tracks student
poverty, such eligibility for the Free and Reduced Price Meal (FRM) program and/or No
Child Left Behind (NCLB) Indicators.

Navigate to Synergy SIS > System > Setup.

2. Click on the Lookup Table Definition icon. The Lookup Table Definition screen
displays.

Click on the triangle next to K12.ProgramInfo to expand the list of tables.
Select the FRM Code table.

= o stots:Renty | & i 8
Lookup Table Definition &

Lookup Table Maintenance [«]

PKi2 Name: Frm Code Mamespace: K12.Programinfo Locked N

P K12 Accommodation

b K1z o Use Code as the State Code - all values reported to state will be used from the lookup code and not evaluate to the State Code unless the State Code is non-blank for a given value

P K12 Addressinfo Lookup Values | Add IQ

P K12 Attendancelnfo | I | ‘ | ‘ ‘
& o a A al al

PK12AZSAS x =
PK12CA

P K12 CACALPADS
P K12.CACBEDS

b K12.CareerPlan

P K12 Census

P K12 Conferencelnfo

<

NCLB Indicator 1 5
NCLB Indicator 2 4
Free 5
|Redueed | 4

Figure 1.4 — FRM Code Lookup Table

Sle o o
'l RO

Click Add. A new row appears in the Lookup Values grid.
Enter the appropriate values in the new row.

o ListOrder - sets the order in which the values are displayed. If the numbers in
the ListOrder field are the same or are blank, the Code is used to sort the list
and then the Description.

o Code - the abbreviated FRM Code. This value must be unique since it is used
internally to link the tables in the database and it displays in the drop-down list.

o Description — the name of the FRM Code.

e Other SIS - used to import data during the conversion process from another
student records system. This field is optional. Enter any code used in the old
system in this column.

e The State Code, Alt Code 3, and Alt Code SIF are not used in this table. The
checkbox at the top of the table Use Code as the State Code is not used either.

o If appropriate, a start date and end date may be entered for the code in the
Status column to activate or deactivate the code for a particular year. If a code
is inactive, it shows in data already entered but it is not available for selection for
new records. For example, if a code is no longer valid for records beginning
FY2011, select 2011 for the end year.

7. Click Save.
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CONFIGURING DISTRICT FEE OPTIONS

You should configure the following district based items.

Disable fee check during No Show process

District Fee Total Type

District Fee Model

Proration Options

Term Code Proration Setup

Waiver Options

Past Due Aging Periods

Family Fee Caps

16

Copyright© 2013 Edupoint Educational Systems, LLC



Chapter One Fees Direct Payment Mode - Administrator & User Guide

Disable fee check during No Show process

When a student does not attend school (a no show”), they are withdrawn using the No
Show process. By default, the system requires the student pay any outstanding fees before
allowing the No Show process to finalize. This setting can be overridden, allowing students
to be withdrawn using the No Show process even if they have unpaid fees.

1. Navigate to Synergy SIS > System > Setup > District Setup. The District Setup
screen displays.

£ Come [ v staus ooy | & Toap 420
District Setup (ST}

District Sefup

Options p TeacherVUE Labels = Auto-Sequence Reports Waivers = Mobile Apps
Enrollment Options Q@
New Student Add Type Permanent ID Update Type Enroliment Date Validation
Synergy b Genesis update of permanent 1D he Must be within school calendar (including weekends and holidays as valid dz |+
@] Allow "No Show" NOTE: All enroliment and attendance dates are validated at runtime by all reports and
processes that require the school calendar. Changes fo this field do not initiate a retroactive
[[]1Disable "No Show" Outstanding Fee Error validation
[vIRequire Summer Withdrawal Code/Date For "No Show" [] Exit Programs/Services On Student Inactivation
[¥] Do Not Clear Summer Withdrawal Code and Date [T]Auto-Generate Needs Transactions
["1Show SASIxp Enroliment History [C]Suppress Needs With Expired Programs
[[]Vvalidate SASIxp Enroliment History Default Needs Exit Code
[¥]Show Emergency Contact as Lookup 3
[#]Show User Code As Lookup Default ELL Exit Code
v
[CIShow User Num As Lookup
[#] Show Advanced Options On Inactivate Student Default SPED Exit Code
v
[¥] Delete Course Requests on No Show and Inactivate

Figure 1.5 — District Setup Screen
2. Select the System tab.
3. Select the Disable “No Show” Outstanding Fee Error option.
4. Click Save.
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Setting the District Fee Total Type
1. Navigate to Synergy SIS > System > Setup > District Setup. The District Setup

screen displays.

:f& | Save Undo Status: Ready | @ Eﬁj Al?f
District Setup

District Setup

Options ISys1el11I Grade Setup = TeacherVUE | Labels | Auto-Sequence | Reports = Waivers = Mobile Apps

Other Options

Discipline Type Incident Violation Display District Group History Filter

Incident b Entire Violation by by
Student Notification Badge Number Update Type

lcon % Genesis update of badge numb (¥

Disable Unigue State Number Adult ID Update Type

Allow Negative Seat Totals

7] Enable Announcement Dismissal | Fe€ Tofal Type
Include fees for all organizations and all ye ¥

¥| Enable historical tracking of staff in sections
Disable Section Locking
Auto Assign District Staff To Schools
Validate Student Classes
Show Warning and Allow Data to be Saved if Student Classes Overlap v

Student Profile Report Release Statement 55

Figure 1.6 — District Setup Screen

2. Select the System tab and scroll to the Other Options group box.
3. Inthe Fee Total Type field, select how the fees are displayed and summarized. The
options include:
e Total fees for focus organization and focus year (school focused only)
e Total fees for focus organization and all years (school focused only)
o Total fees for all organizations and focus year (district focused only)
o Total fees for all organizations and all years (district focused only)
4. Click Save.

18
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Selecting the District Fee Model

1. Navigate to Synergy SIS > System > Setup > District Fee Options. The District
Fee Options screen displays.

2. Inthe District Fee Model field, select Direct Payment.

Save Unda |

Options | Online Payments
District Fee Model
Standard| b

Standard —

Direct Payment

Figure 1.7 — District Fee Options Screen — District Fee Model field
3. Click Save.

Setting Proration Options

1. Onthe Options tab of the District Fee Options screen, scroll down to the
Proration Options group box.

P

Menuw|| &3j | | Save ‘ Undo | Status: Raady| g %4.';;!
District Fee Options [

Opliorlsl Online Payments | Caps | Deposits
District Fee Model
Direct Payment v

Proration Options Q)

v|Enable Automated Fee Proration

These settings will allow the FEE409 - Course Fee Synchronization to prorate the course fees based on the student's course enroliment.

Default Proration Method Fixed Proration Percentage (0-100)
Fixed Percentage b 50

These Settings will allow the FEE411 - Enrollment Fee Synchronization to prorate the student year long fees based on the student's school enroliment.

Enroliment Fee Proration Method Enroliment Fee Term Code
Fixed Percentage b YR b

Enroliment Fee Proration Percentage (0-100)
75

Term Code Settings ]
2 2 2 2 2 2
< < < < < <

M1 Mini 1 0 0 |0
Q1 Quarter 1 0 0 v

Figure 1.8 — District Fee Options screen — Proration Options group box

Click the Enable Automated Fee Proration checkbox.

Set the default method to prorate a student’s course fees based on their enroliment
in the course in the Default Proration Method field. The options include:

¢ None — no proration of course fees.
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o Terms Attended — prorated based on the course terms the student
attended, regardless of if they completed the term.

e Terms Completed — prorated based on the course terms the student
completed.

o Percentage of Term — prorated based on the percentage of the term the
student attended.

e Fixed Percentage — only prorated a fixed percentage regardless of how
long the student has attended the course. If selected, set the percentage in
the Fixed Proration Percentage field.

4. Inthe Term Code Proration Setup group box, set the Course Enrollment Grace
Period, the Course Term Locked-In Period, and any Proration Method Override
for the each term code.

e Course Enrollment Grace Period — the number of days into the term that
the student is allowed to drop the class and will be refunded all the course
fees.

e Course Term Locked-In Period — the number of days into the term after
which if a student drops a course, they will not be refunded any of the course
fees.

e Proration Method Override — the proration calculation method used for this
specific term, overriding the method indicated in the Default Proration
Method field. The options include:

e None — no proration of course fees.

e Terms Attended — prorated based on the course terms the student
attended, regardless of if they completed the term.

e Terms Completed — prorated based on the course terms the student
completed.

e Percentage of Term — prorated based on the percentage of the term
the student attended.

¢ Fixed Percentage — only prorated a fixed percentage regardless of
how long the student has attended the course. If selected, set the
percentage in the Proration Percentage Override field.

5. Click Save.
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Configuring the Enrollment Fee Proration

The Enroliment Fee is a fee that every student is assigned when they enroll in a particular
school, such as a locker fee or a student computer deposit. The fee can be prorated based
on how long the student has been enrolled in school this year.

1. On the Options tab, scroll down to the Enroliment Fee Proration Method field

e +] | £33 | | st neacy | 45 (T

District Fee Options 2l

Options | Online Payments | Cags  Daposits

These Seltings will allow (he FEE411 - Enroliment Fee Synchronization o prosate the student year long fees based on the students schoal enroliment.

[Enroliment Fee Proration Method Enroliment Fee Term Code
Terms Attended B, - YR ko

Figure 1.9 — District Fee Options screen — Enrollment Fee Proration Method

2. Set the method to prorate a student’s yearlong fees based on their enroliment in the
school in the Enrollment Fee Proration Method field. The options include:

e None — no proration of enroliment fees.

e Terms Attended — prorated based on the school terms the student
attended, regardless of if they completed the term.

e Terms Completed — prorated based on the school terms the student
completed.

e Percentage of Term — prorated based on the percentage of the term the
student attended.

e Fixed Percentage — only prorated a fixed percentage regardless of how
long the student has attended the school. If selected, set the percentage in
the Fixed Proration Percentage field.

3. Inthe Enrollment Fee Term Code field, select the time period that defines the
“term” used to calculate the proration.

For instance, if you select “Percentage of Term” in the Enrollment Fee Proration
Method field, and “YR” as the Enroliment Fee Term Code, the enrollment
proration will be based off the percentage of the entire school year the student was
enrolled in the school.

4. Click Save.
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Setting Waiver Options
1. On the Options tab, scroll down to the Waiver Options group box.

iz 5
55| _save || uno | Status:Ready | @ oD S0

Menu |
District Fee Options [

Options | Online Payments = Caps = Deposits
Waiver Options Q)

These settings will allow the FEE410 - Program Waiver Fee Synchronization to process waiver percentages for students participating in these programs.

FRM Waiver Setup %]
gl 2l =
=~ hvd hvd

1 NCLB Indicator 1 100]
2 MNCLB Indicator 2 0

F Free 100
R Reduced 50

Figure 1.10 — District Fee Options screen — Waiver Options group box

2. Set the percentage of the fees that will be waived for each FRM status type in the
Reduction Percentage field.

3. Click Save.

Defining Past Due Aging Period

The Past Due Aging Periods are the time periods that an account can be past due, such as
30 days, 60 days, 90 days, or 120 days. The EDP415 report displays the fees that are past
due based on these period settings.

1. On the Options tab, scroll down to the Past Due Aging Periods group box.

oz

2 4} - 4'":' S(a(us.Ready| & %a,;}!
District Fee Options [

Oplionsl Online Payments _ Caps __ Deposits
Past Due Aging Periods Q)

These settings will affect how the FEE415 - Student Fee Aging List calculates the amount in each of the Past Due Aging Periods. Please enter the day(s) past due
for each of the aging periods.

Period 1 Period 2 Period 3 Period 4
30 60 20 120

Figure 1.11 — District Fee Options screen — Past Due Aging Periods group box

Enter the days past due in each period field.
Click Save.
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Setting Family Fee Caps

Fee caps are the maximum amount of fees a family can be required to pay during a school
year. If the family incurs any fees over set cap amount, the fees are waived.

A family is defined as students who reside at the same address and/or share parents.

Note: When you first begin using Family Fee Caps, you will need to
update the Fee Wavier Reason Lookup table to include a code for
Family Activity Cap Met. Please see Defining Lookup Tables.

1. Navigate to Synergy SIS > System > Setup > District Fee Options. The District
Fee Options screen displays.

i

Menuw

Save | Eia | Status:Ready|@ %‘;;;@

District Fee Options iFr ]

Options  Online Payments Capsl Deposits |
Cap Waiver Reason '

Family Activi ¥
Fee Caps Add @
% =] =l

2012 $100.00
Figure 1.12 - District Fee Options, Caps tab

Select the Caps tab.

Click Add. A new row appears in the Fee Caps grid.
Enter the School Year for the cap.

Enter the Cap Amount for the year.

Click Save.

© g > w b
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CONFIGURING DEPOSITS

Your district may require that collected fees be deposited on a regular basis. The system
tracks the deposit of collected fees into the schools general ledger accounts.

Setting Deposit Options

1. Navigate to Synergy SIS > System > Setup > District Fee Options. The District
Fee Options screen displays.

2. Select the Deposits tab.

Menu~ :5:| Zuz | _nee | Status:P.eady| & %";’;@
District Fee Options Qe

Options ___ Online Payments  Caps  Deposits |
Deposit Options (]
Fee Deposit ID Format

Require Deposit Number

Deposit Types Add | @
4| Line = S

Figure 1.13 — District Fee Options screen — Online Payment tab

3. Enter the Fee Deposit ID Format.

This option enables you to define the format of the Deposit ID. If left blank, the
system assigns numbers in ascending order. If you use zeros in the format, the
zeros define a fixed number position. For example, if you use the format “SP000,”
the system assigns Deposit ID numbers beginning with “SP001” in ascending order.

4. Select Require Deposit Number to require users to enter a deposit number before
the system records a deposit.

5. Click Add. A new row displays in the Deposit Types grid.

The grid indicates which payment methods the system adds automatically, and
which the users add manually. See Manually Recording Deposited Fees.

Select a Deposit Type from the column.
Select a Payment Method from the next column.
Click Save.
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CONFIGURING PAYMENT SERVICES

You can give parents and students the ability to view student fees on ParentVUE and
StudentVUE. If you have are using a payment service provider, those fees can be paid
directly through the ParentVUE and StudentVUE portals.

If your district partners with an online payment service provider, such as PaySchool,
Elavon, ACH, or SchoolPay some basic setup must be done before using the payment
services.

Enabling online payments systems

1.

Navigate to Synergy SIS > System > Setup > District Fee Options. The District
Fee Options screen displays.

Select the Online Payments tab and go to the Fee System Setup group box.

e {530 J_teso | sana ransy | 8 R 550
District Fee Options =

e

Cnling Payments | Car

S reesmmmemen | pmsnem

¥ PaySchotls M PaySehosls
Ji  |UMBACH ¥ UMBACH

Select the Enable Online Payments option.

Select the Enable Shopping Cart option to allow parents to pay for more than one
student’s fees in a single online transaction.

Select the Enable Partial Payments option to allow parents or students to pay a
portion of a fee over multiple payments via ParentVUE, rather than the total amount
in one payment.

Click Add. A blank row displays in the Online Payment Configuration grid.
Fill in the fields in the Online Payment Configuration grid.
¢ Enable Fee System — check to enable the fee system.

o Fee System Type — selects which fee system provider to use from all
available fee system.

o Display Name — the name of the fee system displayed to users.

e Fee System Online Payment Method — select if the fee system will accept
cash, check, credit, or online payments.

e Fee System URL - the secure fee processing web address provided by the
fee system provider.

e Fee System ID — the ID assigned to your district by the fee system provider.

e Fee System Additional ID — the additional ID assigned to your district by
the fee system provider.
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Note: PaySchools requires two unique fields be passed when
processing transactions. Each client receives a District ID, which is
entered in the Fee System ID field, and a Category ID, which is entered
in the Fee System Additional ID field.

o Fee System Password — the password assigned by your district to use this
fee system provider.

e Password is Set —indicates if a password is set for this provider.

o Fee System Response URL (Optional) — your district URL that will receive
payment status updates from the fee system provider.

8. Click Save.
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Enabling fee payment through ParentVUE/StudentVUE
1. Navigate to Synergy SIS > System > ParentVUE > ParentVUE and StudentVUE

Configuration. The ParentVUE and StudentVUE Configuration screen displays.

|;§j|| Save I Undo |

Status: Ready | @ % q@‘

ParentVUE and StudentVUE Configuration

PVUE Configuration | Activation Key Configuration | Contact / Privacy = Contact = Course Requests = Email = Languages

I Parent Active Modules (3| Student Active Modules (6] i
[¥] Attendance [7] Attendance
[¥] Course Request [¥]Course Request (4
Course Request Edit Option Course Request Edit Option I
Editable ¥| Editable vl
[¥] Current Schedule [¥] Current Schedule
[¥] Discipline [v] Discipline
[¥] Conference [¥]Conference
[¥] Grade: [¥]Grade
[v] Gradebook [[1 Gradebook
[¥] Course History [[]Course History
[[Health Visits [[Health Visits
[¥] Health Conditions [[1Health Conditions
[¥]Health Immunizations ["]Health Immunizations
[¥] School Information [T School Information
[+ District Information [#] District Information
[7] Digital Locker [[] Digital Locker
[V] Streams [V] Streams
[7] Special Ed [[]Special Ed I\

Figure 1.15 — ParentVUE and StudentVUE Configuration screen
2. Select the Fee check boxes in the Parent and/or Student columns.
3. Click Save.
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DEFINING DISTRICT FEES

Once the fee categories are defined and the district fee options are configured, you can set
up the list of fees used in your district. Since the fees are set up at the district level, unless

they are marked as mandatory, schools have to opt-in to use the fees.

Entering District Fee Codes

1.

Navigate to Synergy SIS > Fees — Direct Payment > Setup > District Fee Codes.

The District Fee Codes screen displays.

]| 5| (o] e |

Status: Ready | @ % ‘::a;@

District Fee Codes

School Year: 2012-2013

District Fee Codes |

District Fee Codes | add | showDetail | @
*® =l £ e &l &l = |
210 Locker Fee LKR b $10.00 9-Lowest ¥
220 Lab Fee LAB b 520.00 9-Lowest ¥
Total $30.00
Figure 1.16 — District Fee Codes screen
Click Add. The District Fee Detail screen displays.
Save Close
District Fee Detail (
Fee Detail |
Fee Code Fee Category Fee Description Mandatory School Year
v 2012
| Fee Amount Priority General Ledger Account
v
Note [§] @
Settings (&)
General
[“]Allow School Override: Allow schools to override the District Fee settings.
[C1Family Cap Include this fee in the Family Fee Cap calculation.
Parent VUE
[C]Allow Partial Payments Allow Partial Payments of this fee in Parent VUE.
Fee Synchronization
[C] Allow Proration FEE 409 - Course Fee Synchronization will prorate this fee based on Course Enroliment and District Proration settings.
[~] Allow Program Waivers FEE 410 - Program Fee Synchronization will waive this fee based on the Student's Program enrollment
[C1Enroliment Fee FEE 411 - Enroliment Fee Synchronization will maintain this fee
School Types (&
School Type e
[ Elementary School [ High School L] Middle School L] Special School
School Exceptions (]
Scheols in this list will override the School Types selection
Exceptions Chooser | @
<[ e el %Il

Figure 1.17 — District Fee Detail screen

Enter the appropriate values on the screen.

e Fee Code -

the abbreviated Fee Code. This value must be unigue since it is

used internally to link the tables in the database and it displays in the list.
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o Fee Category - the fee group that this school fee should fall under. The fee
category is set in the Fee Category Lookup table.

o Fee Description — the name of the fee.

¢ Mandatory - a fee automatically included in all district schools’ fee codes.
Schools do not have the option to select it. If this district fee will be assigned as
a district course fee, it must be marked as Mandatory.

¢ Fee Amount - the standard price for this fee. This amount can be edited after it
is assigned to a student or course.

o Priority- sets the fee’s priority relative to other fees, indicating if it should be
paid before another fee can be paid. The default priority is 9-Lowest.

e General Ledger Account - marks if this fee should be associated with a
specific general ledger account in an accounting system.

¢ Notes - explanations or details relevant to this district fee to be recorded.

e Allow School Override - marks that this fee code is unlocked at the school
level, and can be edited. By default, district fee code values are locked and
cannot be edited by a school. A padlock icon in the School Fee Codes screen
grid indicates that the fee is locked.

e Family Cap - indicates this fee counts towards a family’s total fee cap amount.

e Allow Partial Payments - enables parents or students to pay a portion of a fee
over multiple payments via ParentVUE, rather than the total amount in one
payment. The partial payment option is set on the District Fee Options screen.

o Allow Proration - marks that this course fee can be prorated based on the
student’s enrollment in the course. Proration calculations are set on the District
Fee Options screen.

o Allow Program Waivers - marks that a portion of the course fee can be waived
based on the student's FRM or NCLB eligibility. The amount of program-based
waivers is set on the District Fee Options screen.

o Enrollment Fee - marks a fee associated with the student’s enrollment in the
school and not a specific course or program. The enrollment-based calculations
are set on the District Fee Options screen.

e School Types - marks the type of school that will have access to this district fee
code. At least one school type must be selected.

e School Exceptions - a list of schools that override the School Types selection.
a. Click Chooser. The Chooser screen displays.
b. Select the school that is an exception to the School Types selected.
c. Click Select. The school name appears in the Exceptions grid.
d

Select if the school is to be excluded from the school types selected, or
included along with the school types selected.

4. Click Save.
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UPDATING FEE CODES

If the District Fee Codes are changed or updated, the district can send those revised codes
to the appropriate schools. The codes automatically update at the school level. The school
does not have to opt-in to the codes.

Caution: When you update School Fee Codes, you will override any
changes that have been made at the school level.

Updating Fee Codes from the District

1. Navigate to Synergy SIS > Fees — Direct Payment > Setup > District Fee Codes.
The District Fee Codes screen displays.

IME”“'I :i,‘ Save | Unda | Status:Ready‘@ %{;‘;@

[|Edit RevOrganizationYear Data
Update Fee Codes
View Audit Detail For District Fee Codes|

District Fee Codes |
District Fee Codes [ Add | showDetail | @
bt = = ) = =l =
210 Locker Fee LKR b $10.00 9-Lowest %
220 Lab Fee LAB hd $20.00 il 9-Lowest ¥
Total $30.00

Figure 1.18 — District Fee Codes screen

2. From the Menu drop down, select Update Fee Codes. The Update Fee Codes
screen appears.

Hope High School (2012—261§T§Pw7wﬁt\ve and ina:twe’)’ User: Admin Usen
[ || | update Fee cocis stats: eaty | ) (] @)
Update Fee Codes
Settings (&)

1. The selected Fees will be populated with District Fee Code Information.

[[] School Fees
[ District Course Fees

7] School Course Fees

School Types (&)

2. Select the School Types that will have Fee Codes updated.

School Types
Elementary School [_High School [ Middle School [_| Special School

School Exceptions Q|

3. Schools in this list will override the School Types selection.

Schools Chooser | ()
=

[ el z 5

4. Choose the District Fee Codes to be updated.

| District Fee Codes [ chaoser | O‘
[ Ling \ | | ] |
Figure 1.19 —Update School Fee Codes screen

Select the type of fees to update with the District fee code information.
Select the School Types to update. You must select at least one School Type.

Select any schools that should be included or excluded from the school types
selected.
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Select the District Fee Codes to update.

Click Update School Fee Codes. The job of updating the codes runs and the Job
Results screen displays the logs for all the schools whose fees have been update.

Details | Recuring Pattern | Resulls]_Sys

User Name  Stale Priority

User Admin (Complete  ~ Normal s
Foace Download Prompl

Job Result Files B

Tk S ,_ T

Update School Fee Codes

Update School Fee Code Crileria Log

Update Schoal Fee Code Change Log - Adams Elementary

Update School Fee Code Change Log - Roosevelt Middie School

Update School Fee Code Change Log - Truman Middie School

A

Figure 1.20 —Job Results screen

Updating Student Fee Totals at the District Level

Occasionally the student fee totals or fee statuses may need to be updated to synchronize
the fees across all other screens where fees are entered. Edupoint recommends
synchronizing student fee totals for every school year in the system.

1. Goto the District Fee Options screen, found under Synergy SIS > System >

. E Select Organization: Select Year. how Students
({» Syner‘gy @Po"‘t - Hope High School -l 20132014 [ =] fshow Active and nactive +
Education Plasrorm Sl iics T —
— ange Focus 2008-2008
TvuE [e @ ™ quickLaunch i, 20092010
2010-2011
=2 R — 2011-2012 = Sk
‘ £l ‘ 4# 20112012 Summer Ready ‘ @ Gy ‘?’g@
T 5 2012-2013 Night
District Fee Options 20122013 =
2012-2013 Summer
2013-2014 Night
Options | Online Payments ~ Caps  Deposits 531531:5
ummer
District Fee Model 20142015 -
Direct Payment b | 201s201e

Figure 1.21 - Focus Selection

2. Select the focus school year.

@l ﬁ gﬁ Status: Ready | & Eq %i:!

Edit DistrictSetup Data [
District Synchronization of Student Fee Totald
|View Audit Detail For District Fee Options

Options | Cnline Payments Caps _ Deposits

District Fee Model
Direct Payment b

Figure 1.22 — District Fee Options Screen

3. Click on the Menu button, and select District Synchronization of Student Fee
Totals. The student fees totals synchronize for every school in the district for the
selected year.
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OPTING IN TO FEES

Once the district fee codes have been defined, schools within your district have the ability
select which district fees they will use.

Note: Schools automatically receive any District Fees that are marked as
mandatory. Mandatory fees appear in yellow in the opt-in search results.

Opting in to District Fee Codes

1. Navigate to Synergy SIS > Fees — Direct Payment > Setup > School Fee Opt-In.
The School Fee Opt-In screen displays.

=] ‘ Status. Ready ‘ ¢ Gadle
School Fee Opt-In
School Name: Hope High School School Year 2012-2013
Fees Opt In |
Fee Code Fee Calegory Fee Description
Be Search
Search Results @]
@
Enrollment fee -
200 textbook TXT $20.00
@
240 PE locker fee GYM $7.00
@
= j210 Locker Fee LKR $10.00
Q
[¥] 220 Lab Fee LAB $20.00
Q
V| j230 Shop fee LAB $10.00

Figure 1.23 — School Fee Opt-In screen

Enter a value in the Fee Code, Fee Category, or Fee Description fields.

Click Search. A list of matching District Fee Codes displays.

Select the checkbox in the Opt In column for each District Fee your school will use.

a > DN

Click Save. The District Fees Codes appear on the School Fee Codes screen.
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Menu~]| £55 | | save | unco |

- School Fee Codes

Status: Ready ‘ @ Eatl %@1
«

School: Hope High School FullYear 2012-2013

Fee Codes |

District Defined Fee Codes

ee De ptio

Show Detail | ()i

ollment Fee Prio

& |200 Enrallment fee - textbook §20.00 9 - Lowest

3 |210 Locker Fee LKR $10.00 9 - Lowest

= 220 Lab Fee LAB $20.00 [ @ - Lowest

4 230 Shop fee LAB $10.00 ] 9 - Lowest

@ 240 PE locker fee GYM $7.00 1 9 - Lowest
Totﬂ $67.00

School Defined Fee Codes

Fee Amount = | EnrollmentFee = |Priority

i — —
Show Detail | (i

Book Damages TXT ~ E 1-Highest
Football Transportation BUS ~ $25.00 ] 9-Lowest ¥
Lab Materials LAB b $25.00 E 9 - Lowest b
Locker Damages LKR b $10.00 B 9-Lowest ¥
Gym locker GYM b $15.00 = 9-Lowest v
Parking Permit PKP ~ $25.00 = 1-Highest
Year Book YBK ~ $50.00 ] 9-Lowest %
Total $150.00

Figure 1.24 —School Fee Codes screen

DEFINING SCHOOL FEES

Once the fee categories have been defined and the district fee options have been
configured, you can set up the list of fees used by each school. Since the fees are setup at
the school level, these steps need to be repeated at every school that charges fees.

Entering School Fee Codes

1. Navigate to Synergy SIS > Fees - Direct Payment > Setup > School Fee Codes.
The School Fee Codes screen displays.

EE]E]] e

Status: Ready ‘ @ Rﬂj %@

"~ School Fee Codes

School: Hope High Schoel
Fee Codes |

FullYear: 2012-2013

District Defined Fee Codes
a Code

3 |200

Show Detail | (3

Enroliment fee - textbook 520.00 9 - Lowest
& (210 Locker Fee LKR $10.00 9 - Lowest
3 |220 Lab Fee LAB $20.00 9 - Lowest
4 230 Shop fee LAB $10.00 | 9 - Lowest
3 |240 PE locker fee GYM $7.00 9 - Lowest
Total $67.00
I School Defined Fee Codes Add Show Detail | (3
o & Code D htio oo o T Prio
BK Book Damages THT A = 1-Highest %
BUS Football Transportation BUS b $25.00 1 9 - Lowest b
LAB Lab Materials LAB B $25.00 = 9-Lowest ¥
KR Locker Damages LKR v $10.00 1 4 v
PE Gym locker GYM i $15.00 =] 9-Lowest ¥
A PKP Parking Permit PKP A $25.00 ] 1-Highest
YBK Year Book YBK ™ $50.00 = 9-Lowest ¥
Total $150.00

Figure 1.25 — School Fee Codes screen

2. Click Add. The School Fee Detail screen displays.
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Save Close
School Fee Detail
| Fee Detail |
| Fee Code Fee Category Fee Description
w
Fee Amount Priority General Ledger Account
v
Note & @
Settings (&
General
[ Family Cap Include this fee in the Family Fee Cap calculation.
Parent VUE
[ Allow Partial Payments Allow Partial Payments of this fee in Parent VUE
Fee Synchronization
[“]Allow Proration FEE 409 - Course Fee Synchronization will prorate this fee based on Course Enrollment and District Proration settings.
[ Allow Program Waiver FEE 410 - Program Fee Synchronization will waive this fee based on the Student's Program enroliment
[JEnroliment Fee FEE 411 - Enroliment Fee Synchronization will maintain this fee

Figure 1.26 — School Fee Detail screen

Enter the appropriate values in the new row.

Fee Code - the abbreviated School Fee Code. This value must be unique since
it is used internally to link the tables in the database and it displays in the drop-
down list.

Fee Category - the fee group that this school fee should fall under. The fee
category is set in the Fee Category Lookup table.

Fee Description — the name of the School Fee Code.

Fee Amount - the standard price for this fee. This amount can be edited after it
is assigned to a student or course.

Priority - the fee’s priority relative to other fees, indicating if it should be paid
before another fee can be paid. The default priority is 9-Lowest.

General Ledger Account — marks if this fee should be associated with a
specific general ledger account in an accounting system.

Notes - explanations or details relevant to this district fee to be recorded.
Family Cap - marks this fee to counts towards a family’s total fee cap amount.

Allow Partial Payments - allows parents or students to pay a portion of a fee
over multiple payments via ParentVUE, rather than the total amount in one
payment. The partial payment option is set on the District Fee Options screen.

Allow Proration - marks that this course fee can be prorated based on the
student’s enrollment in the course. Proration calculations are set on the District
Fee Options screen.

Allow Program Waivers - allows a portion of the course fee to be waived based
on the student’s FRM or NCLB eligibility. The amount of program-based waivers
is set on the District Fee Options screen.
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o Enrollment Fee - indicates a fee associated with the student’s enrollment in the
school and not a specific course or program. The enroliment-based calculations
are set on the District Fee Options screen.

4. Click Save.

Modifying District Defined Fee Codes

Note: Schools automatically receive any District Fees that are marked as
mandatory. Mandatory fees appear in yellow in the District Defined Fee
Codes grid. Some fees are locked and cannot be edited at the school level.

Locked fees are indicated by the padlock icon. E]

1. Select a fee code line from the District Defined Fee Code grid.

W :ia Save ‘ ‘ Status: Ready | @ %;TQ@‘
School Fee Codes
School” Hope High School FullYear 2012-2013
Fee Codesl
District Defined Fee Codes [ Show Detail | 3
| Line | | ! |
Ju“ﬂ 200 Enrollment fee - textbook TXT $20.00 9 - Lowest
Ju?‘j 210 Locker Fee LKR $10.00 9 - Lowest
E]S [220 Lab Fee LAB $20.00 9 - Lowest
m 230 Shop fee LAB $10.00 9 - Lowest
IES [240 PE locker fee GYM $7.00 9 - Lowest
| Total $67.00
School Defined Fee Codes [ Add | show Detail | @
X = = = = =
BK Book Damages TXT ~ 1-Highest
BUS Football Transportation BUS b $25.00 9-Lowest ¥
LAB Lab Materials LAB by $25.00 9-Lowest |¥
LKR Locker Damages LKR b $10.00 9-Lowest |
PE Gym locker GYM i $15.00 9-Lowest ¥
PKP Parking Permit PKP ¥ 52500 1-Highest +
YBK ‘Year Book YBK e $50.00 9-Lowest |¥
Total $150.00

Figure 1.27 — School Fee Codes screen

2. Click the Show Detail button to view the Fee Detail tab.

3. Enter or edit the detail values.

Note: The Reset button deletes any changes you make and restores the
fee details to the current district defined values. The current district defined
values are displayed in the Current District Fee Information and Current
District Fee Settings group boxes on the Fee Detail tab.
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Figure 1.28 — School Fee Details screen

e Fee Code - the abbreviated Fee Code. This value must be unique since it is
used internally to link the tables in the database and it displays in the drop-down
list.

¢ Fee Category - the fee group that this school fee should fall under. The fee
category is set in the Fee Category Lookup table.

o Fee Description —the name of the Fee Code.
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e Fee Amount - the standard price for this fee. This amount can be edited after it
is assigned to a student or course.

e Priority - the fee’s priority relative to other fees, indicating if it should be paid
before another fee can be paid. The default priority is 9-Lowest.

e General Ledger Account - indicates if this fee should be associated with a
specific general ledger account in an accounting system.

¢ Notes - explanations or details relevant to this district fee to be recorded.

e Family Cap - indicates that this fee will count towards a family’s total fee cap
amount.

e Allow Partial Payments - allows parents or students to pay a portion of a fee
over multiple payments via ParentVUE, rather than the total amount in one
payment. The partial payment option is set on the District Fee Options screen.

o Allow Proration - indicates that this course fee can be prorated based on the
student’s enrollment in the course. Proration calculations are set on the District
Fee Options screen.

o Allow Program Waivers - indicates that a portion of the course fee can be
waived based on the student’s FRM or NCLB eligibility. The amount of program
based waivers is set on the District Fee Options screen.

e Enrollment Fee - indicates a fee associated with the student’s enrollment in the
school and not a specific course or program. The enrollment based calculations
are set on the District Fee Options screen.

4. Click Save.
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Updating Student Fee Totals at the School Level

After school fees are entered, occasionally the totals may need to be updated to

synchronize the fees across all other screens where fees are entered.

Payment > Setup.

1. Gotothe School Fee Codes screen, found under Synergy SIS > Fees - Direct

IMenu' |§ ‘ Save | Undo |

[Edit RevOrganizationYear Data

Status: Ready | @ % %q

School Synchronization of Student Fee Totals

] §

1013

| Fee Codes |

T

District Defined Fee Codes

Show Detail | (Y

El 3 [070 Dist Materials Fee CRSE $70.00 9 - Lowest
I [080 Testing Dist Course fee CRSE $80 00 2

E]  [0%0 Additional Dist Course Fee REQ $90.00 =] 4

S |Lck Locker and Lock SCH $10.00 1 - Highest
S [PrK Parking Pass SCH $10.00 1 - Highest
B test test course Fe CRSE $1.00 9 - Lowest

Total $261.00
School Defined Fee Codes Show Detail

l_]_s BVEF

Lab Fee CRSE £200.00 |:| 9 - Lowest

Actiity Programming Fee 12-13 BVH REQ b $100.00 3 b
BV Ed Foundation Gift (330 requested) 12-13 BVH BVEF b $1.00 ] 9-Lowest ¥
Course Fee BVH 12-13 CRSE b 580.00 ] 9-Lowest v
Family Activity Pass 12-13 BVH oPT by £85.00 ] 9-Lowest v
Individual Adult Activity Pass 12-13 BVH OPT b $55.00 B 9 - Lowest v
Lost/Damaged Library Book 12-13 BVH FINES b ] 9-Lowest ¥
Lost/Damaged Textbook 12-13 BVH FINES v (] 9-Lowest v
Learning Resources 12-13 BVH REQ b $100.00 3 .
Meals - Minimum $30.00 12 -13 BVH LUNCH b $1.00 ] 1-Highest +
Student Newspaper 12-13 BVH OPT b $25.00 ] 9-Lowest v
NSF Check Charge 12-13 BVH FINES b $20.00 = 3 b

Figure 1.29 — School Fee Codes Screen

Select the Menu drop-down, and select School Synchronization of Student Fee

Totals. The system updates the student fees at the school level.
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SETTING UP OPTIONAL FEES

School can have some of their optional fees available on ParentVUE and StudentVUE.
Optional fees would include such items as yearbooks, varsity athlete jackets, prom or
dance tickets, and parking passes. In the Direct Payment model, they are clearly
designated as optional (not required) fees. Parents and students can pay the optional fees
or purchase the items through the ParentVUE and StudentVUE portals.

el Billy

Calendar
Hope High School (949-555-1212) Summary | Payment
Attendance
Fee Payment
Class Schedule .
Balance that you owe: $600.00
LA Select Date Fee  Description Priority  Fees Payments Balance Fee Course
Course History Code Category
] 05/04/2012 BDI  Band Instrument 9 $50.00 50 $50.00 Sports
Course Request Rental
Discipline [[] 05042012 BOU Band Uniform 9 $25.00 $0  $2500 Spors
Fee F 05/09/2012 BUS Spors 9 $25.00 80 $25.00 Sporis
Transportation
Friz Bt ] 05082012 LAB test ] $500.00 50 $500.00 (BUS)
Ficallh Totals: | §60000)  $0.00  §60000
e e
Schoal Information
e Optional Fees
The following fees are optional:
Custom Tab
— Select Fee Code Description Amount Quantity Fee Category
[ | YBK Yearbook $25.00 1 Optional Fees
[F FTS Field Trip - Sports $10.00 1 Sports
[ FTB Field Trip - Band $10.00 1 Sports
FE [CLS Club Shirts $10.00 1 Activity Based Fees
[ PKP Parking Pass $25.00 1 Optional Fees

Figure 1.30 — ParentVUE Fees — Direct Payment model

Entering optional School Fee Codes

1.

Navigate to Synergy SIS > System > ParentVUE > ParentVUE and StudentVUE
School Configuration. The ParentVUE and StudentVUE School Configuration
screen displays.

Select the Options tab and go to the School Optional Fees group box.

ngj‘ Save | Undo | Add | Delebe| Status:Raﬁd‘r| @ Eﬁ]ﬁ@
ParentVUE and StudentVUE School Configuration

School Name: Hope High Schoel School Year: 2011-2012

PVUE Configuration ~ Course Requests IOpI.ionsI

Display Options (&
Select the staff who will receive emails Tor demographic updates (will be shown in ParentVUE)
Stafl = E-Mail
School Optional Fees Chooser
2| Fee Code ee Descriptio mous a ts
BUS 4= iFOOlbaH Transportation $25.00 Unlimited purchasing v

Figure 1.31 — ParentVUE and StudentVUE School Configuration

Click Chooser. The Fees Chooser screen displays.
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Find |I Select I

Chooser

Find Criteria

EEEAIE RSB AIRN

Add Selected Row(s) > | Add AllRow(s) »> |

| Search Results |

Find Result

. |BDI Band Instrument Rental

[ “BDL  |Band Locker

[ <]BDU  |Band Uniform

" lBUS  [Sports Transportation

[ HcBK  |Course Required Text Book
[ GCLB  |Course Required Lab Fee

Student Assigned Computer (netbook)
JCMP heposit

Course Required Supply Fee

HIDBK Damage Fine - Book
[IDCE  |Damage Fine - Computer Equipment

flDCR  Damage Fine - Classroom

Damage Fine - Locker

Selected Items

'Yearbook
Ticket - Homecoming

Ticket - Graduation

Ticket - Prom

Ticket - Sports Event

Field Trip - Band

Field Trip - Senior Graduation
Field Trip - Sports

Club Shirts

Club Travel Cosis

Parking Pass

Figure 1.32 — Fees Chooser screen

Find and select the appropriate optional fee types for your school.

5. Click Select. The optional fees are added to the School Optional Fees grid on the
ParentVUE and StudentVUE School Configuration screen.

g |I Save I Undo | Add | DEIEiE|

Status: Ready |% Eﬂ] Q@

. ParentVUE and StudentVUE School Configuration

»ﬁé’?@

School Name: Hope High School School Year: 20112012

PVUE Configuration  Course Requests Options|

Display Options

Staff 4= E-Mail

Select the staff who will receive emails for demographic updates (will be shown in ParentVUE)

School Optional Fees

Chooser

] 1 CLS ¢ Club Shirts 10.00 Unlimited purchasing
[l Flcite  [Club Travel Costs 10.00 Lnlimited purchasing v
[ ]| :FTB« Field Trip - Band 10.00

Field Trip - Course 10.00

Unlimited purchasing

Field Trip - Senior
o gJr TG« Graduatﬁ)n A0

Purchase can be made once a school year

FFS(- Field Trip - Sporis 10.00 Unlimited purchasing s
PKP{- Parking Pass 25.00 Unlimited purchasing s
SL.H- _?;cokr; pelicu 45.00 Unlimited purchasing v
SLLQ- Sports Letterman Letter|10.00 Unlimited purchasing v
’TW GD4  Ticket - Graduation 10.00 Unlimited purchasing v
[T FjTHC+  Ticket - Homecoming  |100.00 Unlimited purchasing v
’Tm PR [Ticket - Prom 100.00 Unlimited purchasing A
(1|0 EitsPe  Ticket- Sports Event  |10.00 Unlimited purchasing 7
’Tm Bl 4= ‘earbook 25.00 Unlimited purchasing v

Figure 1.33 — School Course Fees tab - School Course screen

6. Edit the School Optional Fees information as necessary.
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e Fee Code - the abbreviated School Fee Code. This value is set on the School
Fee Codes screen.

o Fee Description —the name of School Fee Code.
¢ Amount - the standard price for this fee. This amount can be edited here.

e Max Units - indicates the maximum number of times this item can be
purchased. For example, if each family can only purchase six extra graduation
tickets, the Max Unit should be six. If no Max Unit is designated, there is no limit.

e Frequency - indicates the number of times throughout the year that the item can
be purchased. The options are Unlimited purchasing or Purchase can be made
once a school year. For example, you may want to limit each family to one
parking pass a year, but each family can buy tickets to sports events (football
games, basketball games, etc.) throughout the year.

7. Click Save.
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Chapter Two:
ASSIGNING FEES

In this chapter, the following topics are covered:

» Assigning Fees to a District Course

» Assigning Fees to a School Course

» Assigning Fees to a Group

» Assigning Fees to an Individual

42 Copyright© 2013 Edupoint Educational Systems, LLC



Chapter Two Fees Direct Payment Mode - Administrator & User Guide

ASSIGNING FEES TO A DISTRICT COURSE

Fees can be added to a course at the district level. When a school opts into the district

course, the associated course fees are automatically populated at the school level.

Adding a Fee to a District Course

course:

e The district fee must be active in the current year.

e The district fee must be marked as a mandatory fee.
e The district fee cannot be marked as an enrollment fee.
[ ]

as the school types that can select the course.

Note: You can only add fees that meet the following criteria to a district

The school type that the district fee is assigned to must be the same

Navigate to Synergy SIS > Course > District Course.

2. Find or scroll to the appropriate district course and select the Course Fees tab.

T T =
‘ I‘.<_() "ED "s.)_>) | E>1 ) | Save | SRILC ‘ Add ‘ Delete | Status: Ready | 2 Rﬁ]w@
District Course
Course ID: AC10  Course Title: Air Cond Tech
Course | Description | Year Override | Pre/Corequisite | Schools Teaching = Associated Courses | Standards | Opt In Options ICourse Feesl
Course ID Course Title Course Short Title Mandatory Inactive Always Show In Course History Add
iAcm Air Cond Tech Air Cond Tech
Course Fees | Show Detail | Chooser IO
o[ Line] = el & =
Total $0.00
The Chooser will select District Fees that match the all of the following criteria:
1. District Fees for this current year.
2. District Fees marked as Mandatory.
3. District Fees not marked as an Enroliment Fee.
4. District Fees' School Type selections must maich the District Course screen School Type selection
Figure 2.1 —Course Fees tab - District Course screen
3. Click the Chooser button. The Course Fees Chooser screen displays.
e |
Chooser
Find Criteria O
|Fee Code Fee Category  Fee Description [
b
Add Selected Row(s) = | Add all Row(s) == |
| Search Reﬁultsl
[ Find Result @ Selected Items @
| | | X | | |
210 LKR Locker Fee [ 210 LKR Locker Fee
230 LAB Shop fee 7 230 LAB Shop fee
240 GYM PE locker fee

Figure 2.2 — Fees Chooser screen

Find and select the appropriate fees for this course.

Click the Select button. The course fees are added to the Course Fees grid on the

District Course screen.
6. Click Save.

Edupoint Proprietary and Confidential

43




Fees Direct Payment Mode - Administrator & User Guide

Chapter Two

44

Copyright© 2013 Edupoint Educational Systems, LLC



Chapter Two Fees Direct Payment Mode - Administrator & User Guide

Editing a District Course Fee
1. Select a fee and click Show Detail. The Fee Detail tab displays.

‘ \@ \CD \9 ;jj | Sale | Unde | RO | e | Status:Ready|@ %%@
District Course

Course ID: AC10  Course Title: Air Cond Tech

Course | Description  Year Override | Pre/Corequisite | Schools Teaching = Associated Courses | Standards  Opt In Options | Course Fees

Course |D Course Title Course Short Title Mandatory Inactive Always Show In Course History Add
|ac10 |air cond Tech |ir cond Tech [l 0O Il
Course Fees I show Detail | chooser |
il e Code - | Category = [ Fee = m = [Priority \
] 210 LKR v Locker Fee $10.009 - Lowest
[CN 230 LAB v Shop fee $10.009 - Lowest
Total $20.007

The Cheoser will select District Fees that match the all of the fellowing criteria:

1. District Fees for this current year.

2. District Fees marked as Mandatory.

3. District Fees not marked as an Enrollment Fee.

4. District Fees' School Type selections must match the District Course screen School Type selection.

Figure 2.3 — District Course screen — Show Detalil

2. Edit the fees information.

| Fee Detail |
Fee Code Fee Category Fee Description
|23[] LAB + Shop fee

Fee Amount  Priority General Ledger Account

$10.00

Note [&5] @

Settings @
General

[C]Allow School Override Allow schools to override the District Course Fee settings.

[C]Family Cap Include this fee in the Family Fee Cap calculation.

Fee Synchronization

[C]Allow Proration FEE409 - Course Fee Synchronization will prorate this fee based on
Course Enroliment and District Proration Settings.
[C]Allow Program Waivers FEE410 - Program Fee Synchronization will waive this fee based on the

Student's Program enroliment.

Figure 2.4 — School Course screen - School Course Fees tab

o Fee Code is the abbreviated Fee Code. This value must be unique since it is
used internally to link the tables in the database and it displays in the drop-down
list.

e Fee Category is the fee group under which this school fee should fall. The fee
category options are set in the Fee Category Lookup table. A different Fee
Category can be selected here.
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o Fee Description explains the abbreviated Fee Code.

e Fee Amount is the standard price for this fee. This amount can be edited after it

is assigned to a student or course.

e Priority sets the fee’s priority relative to other fees, indicating if it should be paid
before another fee can be paid. The default priority is 9-Lowest.

o General Ledger Account indicates if this fee should be associated with a
specific general ledger account in an accounting system.

¢ Notes allow explanations or details relevant to this district fee to be recorded.

o Allow School Override indicates that this fee code is unlocked at the school
level, and can be edited. By default, district fee code values are locked and
cannot be edited by a school. A padlock icon in the School Fee Codes screen

grid indicates that the fee is locked.

e Family Cap indicates this fee counts towards a family’s total fee cap amount.

e Allow Proration indicates that this course fee can be prorated based on the
student’s enrollment in the course. Proration calculations are set on the District

Fee Options screen.

o Allow Program Waivers indicates that a portion of the course fee can be
waived based on the student’s FRM or NCLB eligibility. The amount of program-
based waivers is set on the District Fee Options screen.

course related fees appear on the School Course Fees tab.

'-C.Tr']

pend]| @@ B [ 5

Click the Save button. When a school opts into the course, the district defined

Status: Ready ‘ @ % W@

School Course

School Course  Description | School Course Fees
Course ID Course Title Course Short Title Course Duration Credit
AC10 |Air Cond Tech Air Cond Tech g2 v |0.50
District Defined Course Fee Codes Show Detail a
| |
B 210 Locker Fee LKR $10.009 - Lowest
B [230 Shop fee LAB $10.009 - Lowest
Total $20.00

School Defined Course Fee Codes

Show Detail | Chooser | ()

24| tine| & z

=l |

$0.00
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Adding a Fee to a School Course

1.
2.

Navigate to Synergy SIS > Course > School Course.

Find the appropriate school course and select the School Course Fees tab.

|®®@‘§‘EM Status:Ready|% %%@
School Course
School Course | Description I School Course Feesl
Course ID Course Title Course Short Title Course Duration Credit
|ac1o |air Cond Tech |Air Cond Tech s2 ~ |0.50
District Defined Course Fee Codes Show Detail | ()
& (210 Locker Fee LKR $10.009 - Lowest
E3 [230 Shop fee LAB $10.00/0 - Lowest
Total $20.00

Figure 2.5 — School Course Fees tab - School Course screen

Click the Chooser button. The Course Fees Chooser screen displays.

e |

Chooser

Find Criteria

Fee Code Fee Category Fee Description
v

Add Selected Row(s) > | Add AllRow(g) >> |

| Search Results |

Find Result

I_IWITIW

Lab Materials

[Football Transportation |
Figure 2.6 — Fees Chooser screen

Find and select the appropriate fees for this course.

Click the Select button. The course fees appear on the School Defined Course
Fee Codes grid.

Click Save.
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[venu~]| (D @ B | &5 | | seve || uno e E&J%‘@

~ School Course

School Course  Description | School Course Fees

Course ID Course Title Course Short Title Course Duration Credit
AC10 |Air Cond Tech Air Cond Tech 52 v |0.50
District Defined Course Fee Codes Show Detall | ()
2 e Code ee De ptio ee Catego Amo Prio
3 [210 Locker Fee LKR 510.000 - Lowest
3 [230 Shop fee LAB 510009 - Lowest
Total $20.00
School Defined Course Fee Codes Q
[ ] une] reeCote = Fee Description =] reeCategory =| FeeAmount = |Priority
Lab Materials LAB b $25.009 - Lowest
Total $25.00%
Figure 2.7 — School Course Fees tab - School Course screen
Editing a School Course Fee
1. Select a fee and click Show Detail. The Fee Detail tab displays.
| @ @ @ ‘ ﬁ ‘ Save Undo Status: Ready | @ R&J @'@
~ School Course
School Course  Description | School Course Fees
Course ID Course Title Course Short Title Course Duration Credit
|ac10 |air cond Tech |air cond Tecn s2 v [0.50
District Defined Course Fee Codes Show Detail | ()
i3 (210 Locker Fee LKR §10.009 - Lowest
F13 230 Shop fee LAB $10.00/0 - Lowest
Tolal 520.00
School Defined Course Fee Codes Show Detail | Chooser | ()|
e Code ee Descriptio ee Catego e Amo Prio
LAB Lab Materials LAB e 525009 - Lowest
Total $25.00*
Figure 2.8 — District Course screen — Show Detail
2. Edit the fees information.
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| Fee Detail
Fee Code Fee Category  Fee Description
LAB + [LAB +| Lab Materials
Fee Amount Priority General Ledger Account
525,00
Note [ @
Settings (]
General
[T] Family Cap Include this fee in the Family Fee Cap calculation.
Fee Synchronization
[¥] Allow Proration FEE 409 - Course Fee Synchronization will prorate this fee based on
Course Enrollment and District Proration settings.
[] Allow Program Waivers FEE 410 - Program Fee Synchronization will waive this fee based on the
Student's Program enroliment.

Figure 2.9 — School Course screen — Fee Detail tab

Fee Code is the abbreviated Fee Code. This value must be unique since it is
used internally to link the tables in the database and it displays in the drop-down
list.

Fee Category is the fee group under which this school fee should fall. The fee
category options are set in the Fee Category Lookup table. A different Fee
Category can be selected here.

Fee Description explains the abbreviated Fee Code.

Fee Amount is the standard price for this fee. This amount can be edited after it
is assigned to a student or course.

Priority sets the fee’s priority relative to other fees, indicating if it should be paid
before another fee can be paid. The default priority is 9-Lowest.

General Ledger Account indicates if this fee should be associated with a
specific general ledger account in an accounting system.

Notes allow explanations or details relevant to this district fee to be recorded.
Family Cap indicates this fee counts towards a family’s total fee cap amount.

Allow Proration indicates that this course fee can be prorated based on the
student’s enrollment in the course. Proration calculations are set on the District
Fee Options screen.

Allow Program Waivers indicates that a portion of the course fee can be
waived based on the student’s FRM or NCLB eligibility. The amount of program-
based waivers is set on the District Fee Options screen.
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3. Click the Save button. When a student enrolls in this course, they are automatically
assigned these associated fees.
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ASSIGNING FEES EN MASS

Mass assigning a fee

The Mass assign fees function enables you to assign fees to a specific group of students
based on a course, gender, grade, or select individual students.

Note: The mass assign fees process can be run when focused to the
district level or to an individual school.

When focused to the district, only district-based fees that are marked as

mandatory are available for mass assignment. No school-based fees are
available.

When focused to the school level, only district-based fees that are marked
as mandatory or have been opted into by the school are available for mass
assignment. All school-based fees are also available.

1. Navigate to Synergy SIS > Fees - Direct Payment > Mass Assigh Fees. The
Mass Assign Fees screen displays.

Status: Ready | @ ‘u‘;'_ﬂ
Mass Assign Fees |

Mass Assign |
Action Transaction Date

Assign Fees| v| 0972572013 Mass Assign Fees

Process Validation (| Student School Processing (o]
Mass Assign Input Validation Rules v|Apply fees changes to students in their home school
Transaction Date / Fee Code / Mass Assign Indicator (Default) B Apply Tees changes to students in concurrent schools
Note [E5] &

1. Select Fee Codes Select the fee codes that will be applied to the selected students.

Fee Codes [ Chooser |
25| Line | | | |
2. Student Selection Criteria Schools must have the selected fee code.

Students that meet the selection criteria will have the fee codes applied to them.
I no selection criteria is provided, the fee codes changes will be applied to all the students.
Select Students By @
Gender Grade‘_,
23 09 [C10 11 12

Courses [ Chooser |
([ Line |
Students [ Chooser | Q@
[ Line] | | | |

Figure 2.10 — Mass Assign Fees screen

2. Select if you would like to assign or un-assign fees in the Action field.
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Set the date that you would like these fees assigned in the Transaction Date field.

In the Mass Assign Input Validation Rules field, select how the system should
validate the mass assign fees. This helps prevent the duplication of fees entered
manually. Options include:

e Transaction Date / Fee Code / Mass Assign Indicator — this is the default
validation rule. It checks to see if there is another mass assigned fee on the
same date, with the same fee code. If there is, the system does not assign
the new fee.

¢ Transaction Date / Fee Code — The system checks to see if there is
another fee (either manually entered or mass assigned) entered on the same
date with the same fee code. If there is, the system does not assign the new
fee.

o Fee Code — They system checks to see if there is another fee (either
manually entered or mass assigned) entered with the same fee code,
regardless of date. If there is, the system does not assign the new fee.

Enter a Note to record any details or instructions related to this particular fee.

In the Student School Processing area, select if the changes apply to student in
their home school and/or in their concurrent school.

7. Click the Chooser button in the Fees Codes grid. The Chooser screen displays.

Find |I Select I I
Chooser
Find Criteria @
Fee Code Fee Description Fee Category
v
Add Selected Row(s) > | Add All Row(s) == |
| Search Resullﬁl
Find Result "] Selected Items 20
‘ ‘ ‘ x | | |
BRI6US  Sporis Transportation G BDI Band Instrument Rental |SPT
CBK  (Course Required Text Book CRS — oL Hayd LO_CKer SHl
CLB Course Required Lab Fee CRS I BDU Band Uniform SPT

Figure 2.11 — School Fee Chooser screen
Find and select the appropriate fees to mass assign.

Click the Select button. The optional fees are added to the Fee Codes grid on the
Mass Assign Fees screen.
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Status: Ready ‘ @ % :‘;::5
Mass Assign Fees l

| Mass Assign |

Action Transaction Date

Assign Fees| v| 09/25/2013 M Ee

Process Validation

(9| Student School Processing Q)

Mass Assign Input Validation Rules

Note [EH @

Transaction Date / Fee Code / Mass Assign Indicator (Default) b

/| Apply fees changes to students in their home school

Apply fees changes to students in concurrent schools

1. Select Fee Codes

Select the fee codes that will be applied fo the selected students.

Fee Codes Chooser | (@
* | | | |
BDI Band Instrument Rental SPT $50.00
BDL Band Locker SPT 510.00
BDU Band Uniform SPT $25.00

2. Student Selection Criteria

Schools must have the selected fee code.
Students that meet the selection criteria will have the fee codes applied to them.
If no selection criteria is provided, the fee codes changes will be applied to all the students.

Select Students By ("]
Gender Grade Qe

& 09 10 011 (012
Courses [ chooser |@
[ Line |
Students [ chooser |
4| Lne | | |

Figure 2.12 — Mass Assign Fees screen

10. Select the students you would like to assign the school fees to by using the filters in
the Select Students By group box, or by Chooser button in either the Courses or

Students group boxes.

Tip: You can make multiple filter selections. When you select a

combination of filter options, they act as “AND” selections, such as males
AND 12" graders.

Note: In this example, we are selecting students. However, the process is
the same to add courses to the Courses grid.
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11.
12.

ros

Chooser
Find Criteria @
Perm ID Last Name First Name Middle Name  Suffix Grade Gender
v 9
Add Selected Ron(s) > | | Add Al Row(s) >> |
Search Results |

Find Result

Douglas Male Abbott B\IIy Male
Ruth & 11 emal Adams  |Howard Todd 12 Male =
oan (L2 e L \Aguirre ason  Koerner 12 Male
Waldeck |Nicholas R 12 Male
Valdie G 10 e Barcus Kenneth Joseph 11 Mae
Walker  langela Kristine 10 emal Barnes  Wanda 10 Femal
\Walker LawrenceWilliam 11 Male Castillo Heather 12 [Femal
Walker Randy G 10 Male Castillo Steve M 11 Male
Wallace  Andrew K 10 Male CenatiempoShawn S 10 Male
paser Bonnie. .Anne 10 emil Davis Susan  Michele 10 Femal
Walsh angeiil: OB Fcirial Davis Mark  Jerome 1 |Male
Walsh Doris  [Franziska 10 emal
Walsh  Russel P 10 Male Carza ol __iM 10, Maic
WaltemeyerPaula acquelyn 12 emal | 12 Gardner  |RaymondL 12 Male
Walter Paul Samuel 12 |Male | 13 Ipsen Anthony [Robert 10 |Male
\Walz Donald E 1 Male Ibarra Mark  Alejandro 12 Male
Wamboldt |Albert R 10 Male Wallace ohnny I 10 Male
Wamboldt Mary L 12 |Femalg] e Leigh > Femal
Wamsley |Deborah Dawn 11 emal -

Figure 2.13 — Student Chooser screen

Find and select the appropriate student.

Click the Select button. The students are added to the Students grid on the Mass
Assign Fees screen.
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Status: Ready | & Eﬁl ‘2%‘!
Mass Assign Fees [
Mass Assign I
Action Transaction Date
|Assign Fees ~|[0or2512013 Mass Assign Fees |
Process Validation (| Student School Processing (]
Mass Assign Input Validation Rules Apply fees changes to students in their home school

|Transact\0n Date / Fee Code / Mass Assign Indicator (Default) V| [ Apply fees changes to students in concurrent schools

Note 55 @
1. Select Fee Codes Select the fee codes that will be applied to the selected students.
Fee Codes Chooser |G
4 | Line|Fee Code Description Fee Category Fees
- . BDI Band Instrument Rental SPT $50.00
= “BDL Band Locker SPT $10.00
] =1BDU Band Uniform SPT $25.00
2. Student Selection Criteria Schools must have the selected fee code.

Students that meet the selection criteria will have the fee codes applied to them.
If no selection criteria is provided, the fee codes changes will be applied to all the students.

Select Students By (]
Gender Gradee

> [Clog 140 (41 142
Courses Chooser | (@
4 | Line|Course ID Course Title

Students Chooser | (@
| Line|Perm ID Student Name Grade Gender

=
[CJ| [ fo0z2s73 Cargiulo, Frances D. 10 Female
IE 031214 Foster, Lori 10 Female
[ [ aEEEE Centner, Lawrence W. 12 Male
Burke, Roy A 12 Male

Figure 2.14 — Mass Assign Fees screen

13. Select the Mass Assign Fees button. The Job Status screen will display the job’s
process. When the job is complete, a confirmation message displays and the fees
are reflected on the appropriate students’ Student Fee screen.

Check Status Later | Abort | Status: Ready -@
Job Status
Job Detail @
Job ID Description
[MassAssignFe |Mass Assign Fees
Status @

‘ In progress: Hope High School
@| Finding student data that match selection criteria

NOTE: This view will refresh regularly (until the job is complete) updating the status.

Figure 2.15 — Job Status screen
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Hope High School -
Mumiber of Saudents Processed 23
Mumiber of Fees Assigned Sucoessfully &

23 £
Mumiber of Fees that Failed to be

Assigned: 0

e

Figure 2.16 — Confirmation message

The Job Queue Viewer contains detailed reports of the mass assign fees process. The
report indicates which fees were assigned or unassigned, at which schools, and which
students were processed.

menuv] e || save || undo | Status: Ready |@ rped
= 2 ¥ oo 1
" Job Queue Viewer ClE Bt wl Ty
Job Queue Contents for User: Admin User
Currenl.'
Job ID Begin Date End Date State Server Name Show Recurring
[ | ‘ V‘ Filter
Delete Jobs | State Selection b
Jobs in Queue Show Detail |3
/4 | Line| Date Submitted = Completed = | State = Job ID — Description sult
-] 1110/19/2012 10:42:23 10/19/2012 10:42:26 _a OBQ_SYNCH_ONE_STUDENT Update student fees for one student i
| 410/19/2012 10:32:56 [10/19/2012 10:45:54 _; MassAssignFees Mass Assign Fees

Fﬁure 2.17 — Confirmation message

Click on the Show Detail button to see the individual logs for each school that was included
in the process.
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The logs are displayed on the Results tab of the detail screen.

| Details = Recurring Pattern Resullsl System Info

|User Name State Priority

JlUser, Admin |Comp|ete > |N0nT|aI A

1 ] Force Download Prompt

|[ Job Result Files

Mass Assign Fees

Add Q

% | Line|Result Description

Mass Assign Fees - Criteria / Summary Log

Mass Assign Fees - Adams Elementary - Change Log

Mass Assign Fees - Continuation High School - Change Log

Mass Assign Fees - Eisenhower Middle School - Change Log

Mass Assign Fees - - Change Log

Figure 2.18 — Confirmation message
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Mass Assign Fees - Criteria / Summary log - Run Date:

Transaction Date: 10/19/2012 - Transaction Type:

Organizations to process (Based on Focus)

Assign Fees - Focus Year:

10/19/2012

2012

Adams Elementary

Central Enrollment
Continuation High School
Eisenhower Middle School

Grant Elementary

Hope High School
Jefferson Elementary
Kennedy High School
King High School
Lincoln Elementary
Nizxon High School
Roozevelt Middle School

Truman Middle School
Washington Elementary

Student School Processing

YES
NO

Apply fees to students in thier home school:
Apply fees to students in concurrent schools:

Selected Fee Codes

240 PE locker fee

Selected Gender Criteria

GYM $£7.00

No Gender criteria selected

Selected Grade Criteria

Grades: 0%, 10

Selected Courses Criteria

No Course criteria selected

Selected Student Criteria

No Student criteria selected

Summary of Mass Assign changes

Bdams Elementary
Selected Fee Codes nmot at this School:
NHumber of Students Processed: 0
Number of Fees Assigned Successfully: 0
Humber of Fees that Failed to be Assigned: 0O

240

Figure 2.19 — Confirmation message
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ASSIGNING FEES TO AN INDIVIDUAL

Assigning a fee to a student

1. Navigate to Synergy SIS > Fees - Direct Payment > Student Fees. The Student
Fees screen displays.

P93 |5 [ e ]| qut e | ety | 8 Gop THE
Student Fees Gl Jd

Sludent Name: ABFanam, Harita . Schoot Biue Valiey High Schooi  Sishs Actve. Homeroor 554

Fees | tisiory | Fee System

Last Name Firstame: Miodle Name_ SuMx__ StudentiD___ Grade Genger

[Abraham [Harita [Anna [ 10037713 12 v [Female v

Fees Payments Baiance Fee Total Type

5750.00 33700 5369 00 Inchude foes for locus organization and focus .

LRI [rsiTsnomosai ]G]

x Transaction Pay
n| [T TS s1500  sdo0  saooReq v Baiance Due

2
I oo B couRse 2 $3500  $1000 524 00CRSE = ARO11E - Geramies | Balance Due
CIE e B LRF 2 $10000  s000 30000 REQ v Refund Needed
= [ APF 2 $120 00| 5000  $12000 REQ v Balance Due. (Guick Pay
| SOy APF Actiity Programming Fea 12-13 BVH 2 5120.00| 5000  $12000 REQ v Balance Due | CITSHET)
I 2tz B ent Enrollent test 1 8 51000 $2.00 $6.00 SCH ~ Balance Due [auick Py )
T

jolal__ 540000 51600 396900

Foo Catogory
I ooz B COURSE 2 550,00 60,00/ $0.00CRSE AR0124 - Photoqraphy | Paid in Full
n| (T APF  Actoity Programming Fee 12-13 BVH 2 512000  $11600 s0.00|REG - Pad in Full
I e 3 PRKFIN Parking Fine 1213 BVH 2 525,00 2500 0.00/SCH v Paid in Full
n| I APF | Actoity Programming Fee 1243 BVH 2 512000  $12000 50 00(REG v Paxdt in Full
I =2 D PRIFIN Parking Fina 12-13 BVH 2 52500 S000  $0.00/FNES - Wanveq
Total $350 00 $321.00 5000

Figure 2.20 — Student Fees screen — Direct Payment model - Add button

2. Find or scroll to the appropriate student record and select the Add button. The Add
Student Fee screen appears.

I Save I close |
Add Student Fee
 Fee Detail |
Fee Code Fee Payment Amount Waived Refund Needed Refund Amount Balance
| =1l |
Fee Information (A School Information Q|
Fee Status Fee Code Fee School
» v‘ |ane High School
Description Fee Category School Year
~ 2012-2013
Note [E5 @
Payment History Add Q@
5S¢ 0 D Date e Amo Pa el thod Pa el 0 Provid ansactio D essa
Waiver History Add (]

Figure 2.21 — Student Fees Payment screen — Fee Information

3. Enter the appropriate information in the Fee Information group box.

e Fee Code is the abbreviated School Fee Code. This value is set on the School
Fee Codes screen.

e Fee is the standard amount charged for this fee. This amount can be adjusted.

e Description is the standard description based on the fee code selected. This
description can be edited.

o Fee Category is the fee group that this school fee should fall under. The fee

category options are set in the Fee Category Lookup table. A different Fee
Category can be selected here.

¢ Notes enable you to record any details or instructions related to this particular
fee.
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4. Click Save. The fee appears on the Student Fee grid on the Fees tab of the
Student Fee screen.

Note: When you select the Fee Code, the pre-assigned fee information
automatically populates the fields. You can overwrite this information if
needed.
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Chapter Three:
SYNCHRONIZING FEES

In this chapter, the following topics are covered:

» Course Fee Synchronization

» Program Waiver Fee Synchronization

» Enrollment Fee Synchronization

» Family Fee Cap Synchronization

Edupoint Proprietary and Confidential 61



Fees Direct Payment Mode - Administrator & User Guide Chapter Three

SYNCHRONIZING COURSE FEE

The Course Fee Synchronization process updates the fees assigned to a student based on
their current course enrollment. If any changes are made to school course fees, the Course
Fee Synchronization process updates the fees for all the students in the associated
courses.

The Course Fee Synchronization processes student withdrawals from course, and will
indicated if the student requires a refund of fees based on the setting in the Proration

Options.

Running the Course Fee Synchronization process (FDP409)

1. Navigate to Synergy SIS > Fees — Direct Payment > Reports > List > FDP4009 -

Course Fee Synchronization. The FDP409 Report Interface displays.

Print | | Save Default | Reset Default ‘ Email Me | Status: Ready ‘ % @
T
Report Interface SEPT .
Name: Course Fee Synchronization MNumber FDP409 Page Orientation: Portrait
Il Oplionsl Sort / Output | Conditions ~ Selection | Advanced |
As Of Date |
10/01/2013 Set the process date for all of the student course fees.
Use the Section Start Date
Filters Q!
Course ID
Settings @
Process Teacher Aides Assign course fees to feacher aides.

Process Duplicate Courses Apply fees to all sections of the same course (duplicate Course D) in which a student is enrolled.

Refund Code
w|  Default Refund Code for FDP409 processing.

Waiver Reason
«|  Default Waiver Reason for FDP409 processing.

Figure 3.1 — FDP409 Report Interface, Options tab
In the As Of Date field, enter the process date for all of the student course fees
created during the synchronization process.
OR
Select the Use the Section Start Date checkbox to set the transaction date of the
course fees created during the synchronization process to the course start date.

Enter a Course ID to run the process for a specific course, or leave the field blank
to process all course fees.

Select the Process Teacher Aides checkbox to assign course fees to teacher
aides.

Select the Process Duplicate Courses checkbox to apply fess to all sections of the
same course in which a student is enrolled.

For example, a student may be allowed to enroll in two sections of a theater course
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during the same semester. If the course has a fee associated with it, the system
default is only to charge the fee once for the course.

This checkbox overrides that default and charges the fee for each section of the
course.

6. Select a Waiver Reason from the drop down to assign all waivers processed during
this synchronization the selected reason.

7. Select a Refund Code from the drop down to assign all refund processed during
this synchronization the selected code.

8. Select Print to execute the process. The process produces a Course Fee
Synchronization file and a Course Fee Synchronization Log.

Close Status: Ready |Z@‘
Job Result
_ Results |
Job Detail @

_)_ JobID Description
~;‘ |FDP409 |Course Fee Synchronization

NOTE: If this window Is closed, you can review the results in the view Job Queue Viewer.

Job Result Files - Click icon to open the result file 6]

Res Des pLIO

Dy
Course Fee Synchronization

N

Course Fee Synchronization Log - Blue Valley High

Figure 3.2 — Job Results Files
9. Click on the log to view the fees that were synchronized.

w2 Updated - Refund Neesed: 0

Toral Student Fee Sumsary records Updased: 127

Figure 3.3 — Course Fee Synchronization Log
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Scheduling the Course Fee Synchronization process (FDP409)

1. Navigate to Synergy SIS > Fees — Direct Payment > Reports > List > FDP4009 -
Course Fee Synchronization. The FDP409 Report Interface displays.

2. Select the Advanced tab.

Print || Save Default | Reset Default | Email Me |

Status: Ready | % @‘

Report Interface

el @

Name: Course Fee Synchronization MNumber: FDP409 Page Orientation: Portrait

Options ~ Sort / Qutput ~ Conditions | Selection Advanced|

Schedule Job

@

Start Date
10/02/2013

Schedule Task  Start Time
Weekly ¥ 11:45 AM

Stop Date

Schedule Task Weekly

Week(s) on:  [v|Monday Saturday

Every 4
7| Tuesday Sunday

7| Wednesday

| Thursday

J|Friday

Notification

Email the following address(es) upon completion
e.g. user@servernet, user2@server2.com

Include the result report as an attachment

External Interface

@

Figure 3.4 — FDP409 Report Interface, Advanced tab

In the Schedule Job group box, select how often you would like to run the process.
The options are Once, Daily, Weekly, or Monthly.

In the Schedule Task group box, indicate how frequently the process should be run
based on the selections made in the Schedule Job group box.

Enter an email address in the Notification group box, if you would like to receive an
email notification once the process is complete.

Check the Include the result report as an attachment if you want the report

attached to the notification email.

Select Print to execute and schedule the process. The process will run immediately,
and the process will be run in the future based on the indicated schedule.
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SYNCHRONIZING PROGRAM FEE WAIVERS

The Program Waiver Fee Synchronization processes student fee waivers based on a
student’s eligibility for FRPM programs. Once the synchronization is run, the student’s fees
will reflect reduction and will indicated if the student requires a refund of fees based on the
setting in the Waiver Options.

Running the Program Waiver Fee Synchronization process
(FDP410)

1.

Navigate to Synergy SIS > Fees — Direct Payment > Reports > List > FDP410 —
Program Waiver Fee Synchronization. The FDP410 Report Interface displays.

Print ‘ | Save Default | Reset Default | Email Me | Status: Ready ‘ % @
] o
Report Interface Bl 4@
Name: Program Waiver Fee Synchronization Number FDP410 Page Orientation: Portrait
Opliorlsl Sort / Qutput = Conditions = Selection = Advanced |
As Of Date ‘
10/01/2013 Process student programs that are active on the As Of Date. |
Date Processing Waive Student Fees that have a Transaction Date that falls within the Enter / Exit Date of the Student Program
Filters Q
Perm ID
Settings Q

Waiver Reason

+| Default Waiver Reason for FDP410 processing.

Figure 3.5 — FDP410 Report Interface, Options tab

Enter an As of Date to run the process for students who are active in the programs
as of that date. The default is today’s date.

OR

Select the Date Processing checkbox to process only fee waivers with transaction
dates that fall within the student programs' enter and exit dates.

Enter a Perm ID to run the process for a specific student, or leave the field blank to
process all students.

Select a Waiver Reason from the drop down to assign all waivers processed during
this synchronization the selected reason.

Select Print to execute the process. The process produces a Program Waiver Fee
Synchronization file and a Program Waiver Fee Synchronization Log.
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M Status: Ready |B'@
Job Result

| Results |
Job Detail @
_i_JobID Description
-~:ﬁ |FDP410 |Program Waiver Fee Synchronization
NOTE: If this window is closed, you can review the results in the view, Job Queue Viewer.
Job Result Files - Click icon to open the result file (6]
2| Res De ptio

D Program Waiver Fee Synchronization

D Fee Waiver Synchronization Log - Blue Valley High

Figure 3.6 — Job Results Files
5. Click on the log to view the fees that were synchronized.

FEE410 - Program Waiver Fee Synchronization - Hope High School - run date; 5/14/2012 3:36:02 PM

515 Numper Name Course Fee Code Fee Amount
s0s4e3 Abbote, cax

905483 Abpote, cBx $45.00
905483 Rbbott, CBK $15.00
905483 Abbott, CBK

905483 Abbott, CBK $§5.00
905483 Abbott, BOL $10.00
905483 Abbott, BDI $50.00
05483 Apbote, 50U $25.00
s0s483 apBott, L $500.00
s0s4e3 Abbete, B80S s25.00
s0s483 arpote, 8OO $15.00

Waiver Programs Processed: 4
Total Students Processed: 1
Total Fees Waived: 11

Total Fees Waived needing refund: 4

Figure 3.7 — Program Waiver Fee Synchronization Log

66 Copyright© 2013 Edupoint Educational Systems, LLC



Chapter Three Fees Direct Payment Mode - Administrator & User Guide

Scheduling the Program Waiver Fee Synchronization process

(FDP410)

1. Navigate to Synergy SIS > Fees — Direct Payment > Reports > List > FDP410 —
Program Waiver Fee Synchronization. The FDP410 Report Interface displays.

2. Select the Advanced tab.

Print | ‘ Save Default | Reset Default | Email Me ‘ Status: Ready | % @
Report Interface CliPr

Name: Program Waiver Fee Synchronization Number. FDP410 Page Orientation: Portrait

Options |~ Sort / Output = Conditions | Selection Advanced'

Schedule Job Q)
Schedule Task  Start Time Start Date Stop Date
Weekly v 12:02 PM 10/02/2013
Schedule Task Weekly [
Every 4 Week(s) on: V| Monday Saturday

V| Tuesday Sunday

V| Wednesday

v Thursday
V| Friday
Notification &)
Email the following address(es) upon completion
e.g. user@server net, user2@server2.com
Include the result report as an attachment
|E><terna| Interface @

Figure 3.8 — FDP410 Report Interface, Advanced tab

3. Inthe Schedule Job group box, select how often you would like to run the process.
The options are Once, Daily, Weekly, or Monthly.

4. Inthe Schedule Task group box, indicate how frequently the process should be run
based on the selections made in the Schedule Job group box.

5. Enter an email address in the Notification group box, if you would like to receive an
email notification once the process is complete.

6. Check the Include the result report as an attachment if you want the report
attached to the notification email.

7. Select Print to execute and schedule the process. The process will run immediately,
and the process will be run in the future based on the indicated schedule.
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SYNCHRONIZING ENROLLMENT FEES

Enroliment fees are fees that are assigned based on a student’s enrollment in a school and
not a particular course. You configure these fees on the School Fee Codes screen. The

Enroliment Fee Synchronization assigns enroliment fees and can prorate fees based on the
Proration Options.

Running the Enrollment Fee Synchronization process (FDP411)

1. Navigate to Synergy SIS > Fees — Direct Payment > Reports > List > FDP411 —
Enrollment Fee Synchronization. The FDP411 Report Interface displays.

Print | | Save Default | Reset Default | Email Me ‘ Status: Ready | % @
Report Interface >l 8

MName: Enroliment Fee Synchronization Number: FDP411 Page Orientation: Portrait

Optionsl Sort / Qutput ~ Conditions ~ Selection  Advanced

As Of Dale
10/01/2013 This will be the add date of the Enroliment Fee

Settings ("]

Waiver Reason
+| Default Waiver Reason for FDP411 processing.

Figure 3.9 — FDP411 Report Interface, Options tab

2. Select an As Of Date, which is the date you would like to assign the enroliment fees
to students.

3. Select a Waiver Reason from the drop down to assign all waivers processed during
this synchronization the selected reason.

4. Select Print to execute the process. The process produces an Enroliment Fee
Synchronization file and an Enroliment Fee Synchronization Log.

Close Status: Ready |B ‘@
Job Result

_ Results |
Job Detail 3]

_)_ JobID Description
ﬁ |[FDP411 |Enroliment Fee Synchronization

NOTE: If this window Is closed, you can review the resuilts in the view, Job Queue Viewer.

Job Result Files - Click icon to open the result file (]

D Enroliment Fee Synchronization

D Enroliment Fee Synchronization Log - Blue Valley High

Figure 3.10 — Job Results Files
5. Click on the log to view the fees that were synchronized.
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FEE411 - Enrollment Fee Synchronization - High School - Run Date: 5/14/2012 4:42:56

Inserted Fees

SIS Number Name Trans Date Fee Code
05/14/2012 400

Summary

Total Enrollment Fees to Process: 1

Total Students to Process: 982

Total Fees Imserted: 1

Total Fees Updated: 0

Total Fees Updated - Refund Needed: 0

Total Student Fee Summary records Updated: 1

Proration Key

PM: Proration Method
PP: Proration Percentage

Figure 3.11 — Enrollment Fee Synchronization Log

Scheduling the Enrollment Fee Synchronization process (FDP411)

1. Navigate to Synergy SIS > Fees — Direct Payment > Reports > List > FDP411 —
Program Waiver Fee Synchronization. The FDP411 Report Interface displays.

2. Select the Advanced tab.

Print | | Save Default | Reset Default | Email Me Status: Ready | % @
Report Interface bl

Name: Enroliment Fee Synchronization MNumber: FDP411 Page Crientation: Portrait

Options _ Sort / Output _ Conditions __ Selection ' Advanced |

Schedule Job (]
Schedule Task Start Time Start Date Stop Date
Weekly v 1045 AM 10/03/2013
Schedule Task Weekly @
Every 4 Week(s) on: Y| Monday Saturday

/] Tuesday Sunday

Y] Wednesday
V| Thursday
V| Friday

Notification (8]

Email the following address(es) upon completion
e.g. user@server.nel, user2@server2.com

Include the result report as an attachment

| External Interface @2
Figure 3.12 — FPD411 Report Interface, Advanced tab

3. Inthe Schedule Job group box, select how often you would like to run the process.
The options are Once, Daily, Weekly, or Monthly.

4. Inthe Schedule Task group box, indicate how frequently the process should be run
based on the selections made in the Schedule Job group box.

5. Enter an email address in the Notification group box, if you would like to receive an
email notification once the process is complete.

6. Check the Include the result report as an attachment if you want the report
attached to the notification email.
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7. Select Print to execute and schedule the process. The process will run immediately,
and the process will be run in the future based on the indicated schedule.

Updating Student Fee Totals at the Student Level

Occasionally student fee totals may need to be updated to synchronize the fees across all
other screens where fees are entered.

1. Go to the Student Fees screen, found under Synergy SIS > Fees — Direct

Payment.

-Menuv @ ® @ Save Undo Quick Payment ® :él ﬁ ® Status: Ready | @ Eﬂ] i’é‘
Edit Student Data

Reports 4

Synchronization of Student Fee Totalsf . Hope High School Status: Active Homeroom: 108
View Audit Detail For Student Fees |

Fees | History = Fee System
Last Name First Name Middle Name  Suffix  Perm ID Grade Gender

llAppott [Bilty [c | [o05483 12 v Mae v
Fees Payments Balance Fee Total Type
$356.00 $140.00 $18.00 Include fees for all organizations and focus |

Current Fees Add Show Detail | (3

r Line| Tm';;‘::m" = g’:le Description = |Priority| Fees — [Payment|Balance| Fee Category - (Course| Stnlus

Refund
’7 1 12"06;’2012 Shop fee 9 $10.00 $0.00 $5.00 LAl b Needed
’7 01/03/2013 Locker Fee 9 $10.00 $0.00 $10.00LKR

Balanc: -
Due ﬁ Quick Pay
<101/16/2013 Test 9 $3.00 $0.00 $3.00LAB

Balanc -
Due ﬁ Quick Pay
Toial $2300 5000 51800

Paid Fees Show Detail | (3

$200.00 $5000/ $0.00PKP P;i__lgnln

Joanazoiz [ Enrollment fee - textbook 9 | $20.00 $20.00 $0.00/TXT v P?ﬂ”'”

Paid in

08/28/2012 District Parking Permit

'1 10183012 i Ennthall Ti 225 0Nl 425 0 @n nnlALL L

Flgure 3.13 — Student Fees screen

2. Find or select a student.
3. Click on the Menu button, and select Synchronization of Student Fee Totals.
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SYNCHRONIZING FAMILY FEE CAPS

Some districts have a cap on the amount of fees a family can pay in a school year. If your
district has a family fee cap, the Family Fee Cap Sync must be run in order to create
waivers. You cannot run the synchronization process from the Options tab of the report
interface. You must set it up as a scheduled task from the Advanced tab.

Scheduling the Family Fee Cap Synchronization process (FDP419)

1.

Navigate to Synergy SIS > Fees — Direct Payment > Synchronization > FDP419
— Family Fee Cap Sync. The FDP419 Report Interface displays. The Options tab is
blank.

Select the Advanced tab.

Print | | Save Default | Reset Default | Email Me Status: Ready | % @I
Report Interface Eer

MName: Family Fee Cap Sync MNumber FOP413  Page Orientation: Portrait

Options | Sort / Qutput  Conditions | Selection Advancedl

Schedule Job (]
Schedule Task  Start Time Start Date Stop Date

Daily v| 10:55 AM 10/03/2013

Schedule Task Daily (@]
Every 7 Day(s)

Notification ]

Email the following address(es) upon completion
e.g. user@server.net, user2@server2.com

Include the result report as an attachment

| External Interface &
Figure 3.14 — FDP419 Report Interface, Advanced tab

In the Schedule Job group box, select how often you would like to run the process.
The options are Once, Daily, Weekly, or Monthly.

In the Schedule Task group box, indicate how frequently the process should be run
based on the selections made in the Schedule Job group box.

Enter an email address in the Notification group box, if you would like to receive an
email notification once the process is complete.

Check the Include the result report as an attachment if you want the report
attached to the notification email.

Select Print to execute and schedule the process. The process will run immediately,
and the process will be run in the future based on the indicated schedule.
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Year 2012-2013
Family Fee Cap Sync Report FEE413
Address Farents
Faas: Payments: | s Cap Walvers: Refunds:
18500 L] 1] 35.00 1]
Fon Cap
it Mama 31 Numbsr Dae Code Faa i Fes P Walver Refund Walver Sotion
D4/Z573012 FTFEES Fleld Trip Fee -3nd 12-13 6 3000 1] =] 1] o
OZ52012 FTFEEZ Fleld Trip Fee - Znd 12-13 0 2500 o o o S.00 Ins
D4/252012 FTFEE1 Fleld Trip Fes - st 12-13 % 3000 o o O 30U00 Ins
D4/25/2012 FTFEED Flaid Trip Fee - Ind 12-93 ¢ 2500 o a o o
D4/252012 FTFEET Fleld Trip Fes - 1st 12-13 % 3000 o =] o o
D4/2503012 FTFEED Fleid Trip Fee - Ind 12-93F 2500 o a o o
Primied by Admin User at 087212013 12:03 PM Part 1 of 1/ Page 1081

Figure 3.15 - Fee419 - Family Fee Cap Sync report
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SYNCHRONIZING FEE DEPOSITS

Currently only schools working using Bitech can use the Synchronize Fee Deposit
(FDP801) functionality. If your school or district does not use Bitech, Edupoint recommends
hiding this module via PAD Security.
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Chapter Four:
ENTERING FEE PAYMENTS

In this chapter, the following topics are covered:

» Entering Payments
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ENTERING PAYMENTS

There are three ways to record a payment. You can record an individual payment using the
Fee Detail tab or using the Quick Pay button. You can also record a general payment
against the total fee balance using the Quick Payment button at the top of the screen.

Entering an individual payment using the Fee Detall

1.
2.

4.

Navigate to Synergy SIS > Fees — Direct Payment > Student Fees > Fees tab.
Find the student using the find function or scroll through the available students using
the scroll buttons.

Select the row of the fee for which the payment will apply and click the Show Detail
button The Fee Detail tab appears.

P05 ]
Student Fees
Student Name: Abraham, Harita A School Blue Valley High School  Status Active  Hemeroom: 664

| _quacrament |
el Jd

Feas | Hestory | Fee System
Last Name First Hame: Migdle Name_ Suffx__ Student D Grade Gender
[Abraham [Harita [Anna [ 10037713 12 v [Female v
Fees Payments Baiance Fee Tolal Type

$750.00 $337.00 5363.00 Inchude foas far focus: organization and focis ys .

$9.00 REQ

2
2 3500  $1000 524 00CRSE E ARG - Corames | Balance Due
2 $100.00 5000 $90.00 REQ v Refund Needed
2 s12004  so00  s$12000rEQ v Balance Oue
2 51200  so00  $12000mEQ ~ Baance ove | EIEEED)
| ! 9 $10.00 52 00 8600 SCH o Balance Due m
Total $400.00 $16.00 $369.00

560.00 $60.00 50.00CRSE AR0124 - Photography | Paid in Ful

CIE ooz COURSE 2
FIE o3 APF 2 512000 511600 50.00REQ - Paid in Ful
CIE v 3 PRKFIN 2 52500 2500 $0.00/SCH - Pad in Full
ClE a3 AeF Aoty Programing Fe 1243 BVH 2 512000 512000 S0.00[REQ v Fasg in Ful
P o @ PRKFN | Patking Fine 12-138VH 2 52500 so00  sooormEs v Wanea
r ol 556000 552100 5000

Figure 4.1 — Student Fees screen — Show Detail button

In the Payment History group box, click the Add button. A row is added to the
bottom of the Payment History grid.
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sl @@ B | 59 oz |_owe | _ovaremen]

B o eney | & T S

‘Student Fees

[Student Name: Abbatt, Billy C. School Hope High School  Status: Active  Homesoom 231

Feas | Hatory | Fes System
Last Name First Hame Middie Name  Sufic  Perm 1D Grade Ganaer
&m—l—k—i—l—u < e

Fer Tolal Type
Inchude fees for all organizations and ail ye "

[iad | tecenewi |
| Fee Amourt Walved Refund Needed Mm Dalame
v 500 50,00 {80
2| [Sehost
Fie Code Fee Senool
* e 8onOanoges | st2c0 oo i S
scapl : Fee Calegory el year
Last Baok Algebra | | TXT-Textbook ¥ ::
Hote RO Couse
w«w E
[Refund Needed Refurd Amount Heeded
Retund Needed Reason ()@
Ada
3 owze0ls  [Paes PM $45.00 CrodivDebit ¥ |Pay Schoels Paymant: Lost Book. £ Fending
Total Ti5.00
_—
Add

1wmazes [ nd0am

1 ! Yaar Book :
DI nosns [P B [Tom Cover: Great Expactations 1 5500 5500 500071 - Paid in Ful
2 REGET- R i BK Book Damages 1 5000 5000 PAY - Wwared
Totsl _$4000 _ S500__ 5000

Figure 4.2 — Student Fees screen - Fee De

tail tab - Add Payment History

5. Enter the information for the payment in the new row.

6. Click Save. The payment is recorded and the amount is reflected in the balance at
the top of the Fee Detail tab as well as on the Fee tab. The Fee Status is also

updated in the Fee Information group box

Paying an individual fee using Quick
1.

2.
the scroll buttons.

on the Fee Detail tab.

Pay

Navigate to Synergy SIS > Fees — Direct Payment > Student Fees > Fees tab.
Find the student using the find function or scroll through the available students using

(o] DD | 5| o | | quipeyment

srmey | 3 Gop S+

Student Fees

bl g

Sludent Name: ABraham, Harita A. Schoot Blue Valley High School Stobus Active  Hemerson: 654

Fous | Fistory | Fee System

Last Name First name: Miodle Name: Genoer
[Abraham Harita = 10037713 |u ~ [Famale
Fees Baince Fee Total Type

incude faes for focus organization and focus

| Actnity Programming Fea 12-13 BVH
Activity Programming Fee 12-13 BVH
Envollent test |

524 00,CRSE
30000 REQ
$120,00 REQ ~
HZOOU REQ &

,GI)D seH

$360 00

2
ammm-z [ aPF Actiity Programming Fae 12-13 BVH 2 512000
PrUEm | paing Fne 1213V 2 seso0  seso0  soooison Pt in Fut
APF | Actity Programming Fes 12-13 BVH 2 $120.00 $120 00 5000 REQ A Paid in Full
PRKFIN Ir-‘-ﬁng Fine 12-13 BVH 2 $25.00 3000 50.00|FINES - Waived
Total $350 00 $321.000 5000,

Paid in Ful

sooaffE

$116.00
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Figure 4.3 — Student Fees screen — Quick Pay button

3. Select the row of the fee for which the payment will apply and click the Quick Pay
button. The Students Fees Quick Payment screen appears.

= ‘@ Status: Ready @|
Student Fees Quick Payment |
| Quick Payment |
Last Name First Name Middle Name  Suffix Grade Perm ID Gender
|Abbott |Billy z

12 ~ |905483 Male v

Total Amount Due Transaction Date
|$12.50 05/16/2012

Payment Information

Payment Payment Method

Payment Note

Student Fees

[Fee Code | ' | P [Course [Fees [Balance [Payments —[New Balance

05/04/2012 BDI Band Instrument Rental 9 $50.00 [$12.50
Figure 4.4 — Student Fees Quick Payment screen — Payment Information

Enter the information for the payment in the Payment Information group box.

Click Apply Payments to Fees. The payment is reflected in the Payments column
of the Student Fees group box.

Click Pay Fees. A confirmation box displays stating that the fee has been paid and
indicating the transaction ID number.
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The following fees have been paid by Transaction ID: 14
Total Amount Paid: $5.00

Fee Code: 100 - Amount: $5.00

Figure 4.5 — Confirmation box

7. Click OK on the confirmation screen. A message stating that the transaction is
complete displays in the Payment Information group box, along with the
transaction ID number. The payment is also reflected in the balance at the top of the

Fee tab of the Student Fees screen.

Pay Fees Print Receipt

= E Status: Ready @

Student Fees Quick Payment

| Quick Payment I

Last Name First Name Middle Name  Suffix  Grade Perm ID Gender
|Abbott |Billy & 12 v [oo5483 Male v

Total Amount Due Transaction Date

|$0,00 05/16/2012

| Payment Information

Payment Payment Method Transaction ID

$12.50 Check v |45

Payment Note

This transaction is complete!

Student Fees

Band Instrument Rental

105/04/2012 BDI

Figure 4.6 — Student Fees Quick Payment screen — Payment Information and Print Receipt

8. Click Print Receipt to provide the student or parent with a printed record of the
transaction (FDP202 — Student Fee Receipt).
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Paying all fees using Quick Payment
1. Navigate to Synergy SIS > Fees — Direct Payment > Student Fees > Fees tab.

2. Find the student using the find function or scroll through the available students using
the scroll buttons.

3. Click the Quick Payment button at the top of the screen. The Students Fees
Quick Payment screen appears and displays all the student fees that are currently
owed in the Student Fees grid.

[CIEC N> N | ety | 8 Gop THE
Student Fees blLJd

Sludent Name: ABraham, Harita A.  Schoot Bus Valley High School  Status Active  Hemeroon: 654

Foes|_tisiory | Fee System
Last Name Firstame: Miodle Name_ SuMx__ StudentiD___ Grade Genger
[Abraham [Harta [Anna 10037713 12 v [Famale v

Fees Payments Balance Fee Total Type
ST50.00 337,00 5363.00 Inchude s far focus: organization and focis y .

[ ETE )|

Technology Supply Fee 12-13 BVH 2 ) 5400 59,00 REQ

| COURSE 2 83500  $1000  $2400CRSE AR0116 - Cerames | Balance Due
a3 LRF Leaming Resources 1213 BVH 2 $10000| 5000 $90.00 REQ v Refund Needed
e [P 2PF ‘Activty Programming Fea 1213 BYH 2 $12000 5000 $12000 REQ v Balance Oue
U013 [P APF Actiity Programming Fea 12-13 BYH 2 512000 5000 $12000 REQ v Balance Due
iz @ ent Envollent test 1 9 51000 5200 $6.00 SCH v Balance Due

Tolal 540000 51600 _$969.00

Catogory. o
I oo B COURSE 2 560,00 60,00 0,00 CRSE AR0124 - Photography | Paid in Full
n| (T APF  Actoity Programming Fee 12-13 BVH 2 512000  $11600 50.00/REQ - Pad in Full
I e 3 PRKFIN Parking Fine 1213 BVH 2 525,00 2500 0.00/SCH v Paid in Full
n| I APF Actoity Programming Fee 1213 BVH 2 512000  $12000 50 00(REG v Paxdt in Full
P e D PRIFIN Parking Fine 12-13 BVH 2 52500 $000  $0.00/FNES - Waiveq
Total $350 00 $321.00 5000

Figure 4.7 — Student Fees screen — Quick Payment button

Pay Fees Print Receipt =g Status: Ready '@'
- Student Fees Quick Payment

| Quick Payment |

Last Name First Name Middle Name  Suffix  Grade _Perm ID Gender
|Abbott |Billy c 12 v 1905483 Male v

Total Amount Due Transactron Date

|$89.50 l04/30/2012 [
Payment Information d
Payment Payment Method

| | "| I Apply Payment to Fees I

Payment Note

Student Fees
I 1;12;2012 Lost Book: Algebra I 545 00545 00
“lozo12012  BK gﬁr‘]’: Paipacc iEIbiciltane s pikcd iy $15.00$15.00
S103/2012012  LAB  |Lab Materials g [RS31-Anmal 615 00$12.00
103/2012012  LAB  |Lab Materials g  N46-Prin Enigas 00517.50

Figure 4.8 — Student Fees screen — Quick Payment button
Enter the information for the payment in the Payment Information group box.

Click Apply Payments to Fees. The payment is reflected in the Payments column
of the Student Fees group box.

Edupoint Proprietary and Confidential 79



Fees Direct Payment Mode - Administrator & User Guide Chapter Four

indicating the transaction ID number.

Print Receipt

6. Click Pay Fees. A confirmation box displays stating that the fee has been paid and

=g Status: Ready '@

Student Fees Quick Payment

| Quick Payment |

Last Name First Name

Middle Name  Suffix

|Abbott |Billy

jc

SELE ST L) EHIEE
112 v [o05483 Male v

Total Amount Due Transaction Date
|$4.50 104/30/2012

Payment Information (]
Payment Payment Method
$85.00 ,Check—\’| Apply Payment to Fees
Payment Note
Student Fees %]
€ l'i.' e pde Des plio: 0 : 5€ Ees Balance
1/12/2012 [BK  |Lost Book: Algebra I 9 $45.00545.00 | 545.00 £0.00
300112012 BK ?ﬁr?: DafBge InvSibic g spllcdig o $15.00$15.00 | $15.00 50.00
3/30/2012 |LAB  |Lab Materials 9 2331 -Animal o5 00$12.00512.00 50.00
l03/30/2012  LAB  |Lab Materials 9 EN% -PrinEngigas 00$17.50 | $13.00 64,50

Figure 4.9 — Student Fees Quick Payment screen — Payments column and Pay Fees button

Total Amount Paid: $85.00

Fee Code: BK - Amount: $45.00
Fee Code: BK - Amount: $15.00
Fee Code: LAB - Amount: $12.00
Fee Code: LAB - Amount: $13.00

The following fees have been paid by Transaction ID: 107

Figure 4.10 — Confirmation box

Click OK on the confirmation screen. A message stating that the transaction is
complete displays in the Payment Information group box, along with the
transaction ID number. The payment is also reflected in the balance at the top of the
Fee tab of the Student Fees screen.
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Pay Fees ‘ I Print Receipt I @ m Status: Ready@l
" Student Fees Quick Payment

_ Quick Paymentl
Last Name First Name Middle Name  Suffix  Grade Perm ID Gender
|Abbott |Billy c 112 v /905483 Male v

Total Amount Due Transaction Date

[54.50 (04/30/2012

Payment Information a
Payment Payment Method Transaction ID

$85.00 !Check ~ |1o7 This transaction is complete!

Payment Note

Student Fees ("]
2 z o o D - oo 0 alp o
Date =y [} ptio 0 DI fibizs Bala
1/12/2012 |BK  |Lost Book: Algebra I 9 $45.00545.00 |545.00 50.00
22 T e e $15.00$15.00 |515.00 $0.00
3/30/2012  LAB  |Lab Materials 9 2531 -Anmal o5 00512.00 51200 $0.00
103/30/2012  |LAB  |Lab Materials 9 EN% -Prin Engga 00ig47.50 $12.00 $4.50

Figure 4.11 — Student Fees Quick Payment screen — Print Receipt button

| @ @ @ ‘ gf] | save || undo | | QuickPpayment | @5 ‘a@status: Ready
Student Fees

Student Name: Abbott, Billy €. School: Hope High School Status: Active Homeroom: 108

& o

Feesl History = Fee System

Last Name First Name Middle Name  Suffix Perm ID Grade Gender
|Abbott |Billy | | |oos483 12 v |Male v
Fees P; ts Balance Fee Total Type

$358.00 $153.00 $5.00 ‘Inc\ude fees for all organizations and focus V|

Current Fees Add Shuw Detail

Tml:;:::!mn Fee Description = |Priority| Fees = [Payment|Balance | Fee Category - (Course Slams ‘Quick Pay

T 30 Shop ee $10.00

510.00

$200.00 $5000 5000

Joonazoiz 3 Enroliment fae - textboak 9 | $2000 $20.00 $0.00THT v P?__'ﬁ”‘”
S EEIE Football Transportation 3 | $2500 $2500 $0.00BUS v Pi‘ﬁ”‘”
] 111/06/2012 Torn Cover: Great Expectations 3 $5.000 $5.00 $0.00TXT b P?ﬁnm

District Parking Permit

Sl 11132012 Book Damages 3 $0.00 $0.00 PAY v Waived
CJ| (120472012 Parking Parmit 1 | §25.00 $25.00 $0.00 PKP v Paid in
I 12072012 {1 @ $15.00) Parking Permit 1 | $15.00 $15.00 $0.00 PKP v Pf’gﬁ”‘”
i lo1/0zz013 Locker Fee 9 | $10.00 $10.00 $0.00LKR Pﬂﬁ”‘”
FI 01102013 Lost Book: Algebra Il 3 | 54500 5000 $000TXT v Waived

Test o | $300 $3.00 $0.00LAB P?ﬁ”‘”

Total$348.00$153.00  $0.00
Figure 4.12 — Student Fees screen — Fee Status

8. Click Print Receipt to provide the student or parent with a printed record of the
transaction (FDP202 — Student Fee Receipt).
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Chapter Five:
ENTERING FEE WAIVERS & REFUNDS

In this chapter, the following topics are covered:

» Manually Waiving Fees

» Calculating Refunds

» Paying Refunded Fees
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MANUALLY WAIVING FEES

The system automatically processes waivers based on the FRM waiver settings when the
FDP410 — Program Waiver Fee Synchronization process is run. Any other non-program
based waivers can be entered into the system manually.

Note: Manually refunded or waived fees will not be reflected in the
FDP409, FDP410, or FDP411 log files.

Applying a fee waiver manually
1. Navigate to Synergy SIS > Fees — Direct Payment > Student Fees > Fees tab.

2. Find the student using the find function or scroll through the available students using
the scroll buttons.

3. Select the row of the fee for which the payment will apply and click the Show Detail
button. The Fee Detail tab appears.

% T 1O 1= e e R T
Student Fees ClJd

‘Stugent Name: ABraham, Harfta A.  School Bue Valley High School  Stabus Active  Hemeroom: 651

Foes | tistory | Fee System
Last Name First tiame: Miodle Name Suflix _ StudentD  Grage Gender

[Aoraham [Harita [Anna [ 10037713 12 ~ [Female »

Fees Payments Baance Fee Tolal Type

S7E0.00 $337.00 536900 Inciude foes or ocus.organization and focus

liserd s |t 5]

[ el Transacton S : 5 p
] oo (P TsF Techaciogy Supply Fee 12-13 BVH 2 $1500 5400 $900REQ v Baiance Due
CIEvoxe B couRse 2 83500  $1000  $2400CRSE ARO116 - Coramcs | Balance Due
I 22 3 LRF 2 $100.00| 5000 $0000 REQ v Refund Needed

= OO aPF 2 812000 sa00  $12000 REQ v Balance Due
| SOy APF Actiity Progr: 2 5120.00| 5000  $12000 REQ v Balance Due | CITSHET)
_ G 12r202 [ eni Enrollent test 9 $10. DOI $2.00 $6.00 SCH % Bajance Due m

Total $400.00 $16.00 $369.00

I ooz B COURSE 2 550,00 5000 $0.00CRSE AR0124 - Photoqraphy | Paid in Full
u| () APF  Actoity Programming Fee 12-13 BVH 2 512000  $11600 s0.00|REG - Pad in Full
CIE oz 3 PRKFIN Parking Fine 1213 BVH 2 525,00 2500 0.00/SCH v Pad in Full
CIRE vz 5 APF Actosty Programeing Fee 1213 BVH 2 512000 12000 50,00 REG = Pai in Full
M o D PRKFIN Paring Fins 12-13 BVH 5 525,00 $000  sooojrmEs v Wanveq
— Tolal 555000 $32100 00—

Figure 5.1 — Student Fees screen — Show Detail button
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reras] | @ @ D | 235 | oo | oo | | cukramen:

@&Slatus Ready | % % .'i*l

Student Fees

[

Student Name: Abbott, Billy €. School: Hope High School  Status: Active  Homeroom: 231

Fees | History = Fee System

Last Name First Name Middle Name  Suffix  Perm ID Grade Gender
[Abbott [Biny [ |o0s483 12 v Male ~
[F== Payments Balance Fee Total Type
$155.00 $5.00 $150.00 ‘\nc\ude fees for all c ns and all ye.
Current Fees Add Hide Detail | )
I Fee Detail |
10'09,2013 FBT(e BCm:{eD I;iesﬂo Iizyg;em i;rg%uﬂm Waived Refund Needed Eztsugg Amount Il;:l?l;cﬂe
1 3 v X X X
(” o ‘ 0ok Damages
Fee Q| |School 9
Fee Status Fee Code Fee School
Balance Due ¥ |BK-Book Damages Vl $45.00 Hope High School
Description Fee Category School Year
Lost Book: Algebra Il TXT-Textbook v 013-2014)
Note [&] D Course
Refund Q|
[Refund Needed Refund Amount Needed
il
Refund Needed Reason [35]Q
Payment History Add Q
a a Date Deposi
D ethod D aty
3 03/25/2014 2:05 PM $45.00 Credit/Debit ¥  Pay Schools Payment: Lost Baok: £ Pending
Total 5§45 00|
Waiver History Add [%]
e on ID Date e aive
@
10/03/2013 [ [1140 am 3
TM $0.00

Refund History _

’: id 10/03/2013 11:41 AM §35.00 NEEDS VALUES ¥ |Check
Total $35.00
|
Paid Fees Show Detail | ()

tion D De : B : e Sta
10/03/2013 [ BK Year Book ] $35.00| $0.00 $0.00| YBK 5 Waived
[11/05/2013 BK Tom Cover: Great Expectations 1 $500  $500  $0.00TXT © Paid in Full
1122013 BK Book Damages 1 5000 50.00 PAY v Waived

Tolal 54000 5500 50.00

Figure 5.2 — Student Fees screen — Fee Detail tab - Waiver Information

4.
5.

In the Waiver History grid, click the Add button. A new row is added to the grid.

In the new row, enter the information for the fee waiver.

L

Note: Synergy will not allow an amount to be saved that exceeds the
Fee amount.

TS

Please correct the following errors:
- Amount Waived ($10.00) cannot exceed Fee (55.00)

QK |

X

6. Click Save. The waiver is recorded and the waived amount is reflected in the
balance at the top of the Fee Detail tab as well as on the Fee tab itself.
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ena~] | @ @D D |55 || _swve || oo | | cuckpayment | ® 5 W © suuepeny| @
Student Fees
Student Name: Abbott, Billy C. School: Hope High School  Status: Active  Homeroom: 108
History = Fee System
Last Name First Name Middle Name _ Suffix_ Perm ID Grade Gender
|Abbott Billy Ic |a05483 12 v vae v
Fees Payments Balance Fee Tolal Type
$368.00 $153.00 $5.00 ‘Inc\ude fees for all and focus Vl
Current Fees Add Show Detail | ()
e| Transaction Date - |Fee Code Description = | Priority | Fees = | Payment| Balance| Fee Category - [Course | Fee Status  |Quick Pay
$5.00/LAB b Refund Needed

$0.00
Total $10.00\ $0.00 $5.00

Hide Detail | (3
Fee Detail |
Fee Code Fee Payment Amount Waived Refund Needed Refund Amount Balance
230-Shop fee v| $10.00 |50.00 |$10.00 |s0.00 |s0.00
Fee i | sehool Information Q)
Fee Status |Fee code Fee School
5 1210472012 | | 230-5hop fee ~| s10.00
12./0 7/2012 Description Fee Category School Year
otoszors B | srop ee
fo110/2013 s
Note [ @
]01/16/2013 7
flowszor
Figure 5.3 — Student Fees screen — Fee Detail tab — Fee Information
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CALCULATING REFUNDS

Refunds are calculated differently depending on the way the fees were assigned.

If fees are either course fees or enroliment fees assigned using School Fee Codes, the
refund information is calculated during the synchronization process. For example, if a
student drops a course and is eligible for a refund of their course fees, the synchronization
process calculates the refund amount and updated the Refund information on the Fee
Detail tab.

If the fee was assigned to an individual or mass assigned and not associated with a
student’s school or course enrollment, the refunds are generated manually.

Generating a fee refund manually

Note: Manually refunded or waived fees are not reflected in the
FDP409, FDP410, or FDP411 log files.

Navigate to Synergy SIS > Fees — Direct Payment > Student Fees > Fees tab.

Find the student using the find function or scroll through the available students using
the scroll buttons.

]| (@ @ B | 5 |_soe | oo | | cutrarment B3 W@ A menn | @ R 50
Student Fees
Student Name: Aaron, lan School: Adams Elementary Status: Active Homeroom: 0002
Fees | History | Fee System
Last Name First Name Middle Name: Suffix Perm ID Grade Gender
|aaron Jlan | | [120442 04 ¥ Male v
Fees Payments Balance Fee Total Type
$60.00 $55.00 $5.00 Include fees for all organizations and focus %
Current Fees [ Add | showDetal |&
x [ | oo - [pamet[sance - [couse| | |
02/25/2013 [ [TRP  Field trip: At Museum 4 | $10.00 $15.00 ($5.00) BUS 3 NR:E{::E
03/01/2013  [5|[TRP |Field Trip 4 | 51000 $0.00 $10.00BUS v S |
Tt Bo000 Sotn oo0
Paid Fees [ Show Detail | (3
% 2| =] [Fees = | ! \ = | |
08/13/2012 MUS  Trumpet Rental 9 | 54000 $4000 $0.00/TXT v Paid in Full
08/24/2012 [ MUS  Payment 9 $0.00 $0.00 PAY v Waived
12/20/2012 LAB  Football Laboratory Experimental Fes 2 $0.00 $000 $0.00SPT v Walved
Total $40.00] $40.00/ $0.00

Figure 5.4 — Student Fees screen — Fee Detail tab - Refund Information

3. Select the row of the fee for which the refund will apply and click the Show Detail
button. The Fee Detail tab appears.
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. . PR —
| @D |65 | [ seve | v | | cickpayment B 3 W ® A s rony [ @ Tn §H
Student Fees (
Student Name: Aaron, lan  School: Adams Elementary  Status: Active  Homeroom: 0002
Fees | History | Fee System
Last Name First Name Middle Name  Suffix _ Perm ID Grade Gender
|aaron Jlan | | [120442 04 v Male v
Fees Payments. Balance Fee Total Type
$60.00 $55.00 $5.00 |\nc|ude fees for all organizations and focus ¥
Current Fees Add Hide Detail |
: ansaction Date Fee Detail |
02/25/2013 Fee Code Fee Payment Amount Waived Refund Needed Refund Amount
03/01/2013 [TRP-Field Trip ¥/ $10.00 |s0.00 |s0.00 |s0.00
Balance
$10.00
Fee Information (3| School 3
Fee Stalus Fee Code Fee iAo
Balance Due ¥ |TRP-Field Trip V‘ $10.00 School
. dams
Description Fee Category Elementa
Field Trip BUS-Bus Transportation ¥ School Year
Nl)le@ 012-2013
Course
Refund Information ("]
Refund Needed Refund Amount Needed
&
Refund Needed Reason [
Payment History Add Q@
ansactio m ) ovid 0
D L ARG ethod ote ansaction ID
Total $0.00
| |
Waiver History Add (]
| |
Refund History Add ("]
8 action 1D Date g Amo Re d Code ] K12-Feelnfe-StudentFeeRefund Re d D
Total $0.00
Paid Fees Show Detail | ()
a action Date ee Code De ptio Prio ee Pa e Bala : 0 0 ee a
08/13/2012 MUS Trumpet Rental a $40.00 $40.00 $0.00 TXT b | Paid in Full
082412012 [ Mus  |Payment 9 $0.00 $0.00 PAY v Waived
‘12}201‘2012 LAB Foatball Laboratary Experimental Fee 2 $000 3000 $000SPT W Waived
Total $40.00 $40.00 $0.00

Figure 5.5 — Student Fees screen — Fee Detail tab - Refund Information

4. Inthe Fee Information group box, check the Refund Needed check box; enter the

Refund Amount Needed and the Refund Reason.

5. Click Save. The Refund Amount Needed is recorded, the refund need amount and
status are reflected at the top of the Fee Detail tab as well as the balance on the

Fee tab itself.
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[Menu~]| D @D D | 5| [ save || undo || cuickpayment

2 wie

Hau ©Asumx Ready

" Student Fees

&

Student Name: Aaron, lan  School: Adams Elementary  Status: Active  Homeroom: 0002

History = Fee System
Last Name First Name Middle Name  Suffix Perm ID Gender
[Aaron Jian | | [120442 v [Male v
Fees P: s Balance Fee Total Type
$60.00 $55.00 $0.00 ‘Inc\ude fees for all organizations and focus V|
Snnw Detail

Current Fees d
Line Tm"DS:I‘é i Fee Description = |Priority| Fees — |Payment|Balance|Fee Category - |Course| Fee Status |Quick Pay
Refund

$10.00 $15.00 ($5.00)BUS b

2"25.'2013 T Field trip: At Museum
Refund
% 03/01/2013 FTRP Field Trip $10.00 $0.00 $5.00BUS b Needed
$20.00 $15.00 $0.00

Show Detail | )

Trumpet Rental

$40.00 $40 00 $'U 00/ TXT b Paid in Full

MUs Payment

9 $0.00| $0.00|PAY v Waived

LAB Football Laboratory Experimental Fee

2 $0.00 5$0.00 $0.00SPT b Waived

Total $40.00 $40.00 $0.00

Figure 5.6 — Student Fees screen — Fee Status
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PAYING REFUNDED FEES
Once a refund has been generated either by the system or manually, the fee status will
show that a refund is needed.

Recording the payment of a refund
1. Navigate to Synergy SIS > Fees — Direct Payment > Student Fees > Fees tab.
2. Find the student using the find function or using the scroll buttons.

3. Select the row of the fee for which the payment will apply and click the Show Detail
button. The Fee Detail tab appears.

[Menuv]| (9 @D D | &5 | Lsave | _vno || quckpayment | L I N PO —— e )
Student Fees «

Student Name: Aaron, lan School: Adams Elementary Status: Active Homeroom: 0002

Fees | History = Fee System

Last Name First Name Middle Name ~ Suffix  Perm ID Grade Gender
|Aaron Jian | | [120442 04 v Mae v
Fees Payments Balance Fee Total Type

$60.00 $55.00 $0.00 ‘Inc\ude fees for all organizations and focus V|

Show Detail |

Current Fees

"';’":"" r" = |Priority| Fees = [Payment|Balance| Fee Category = [Course| Fee Status

. 1 02/25/2013 Field trip: Art Museum 4 $10.00 $15.00/(35.00
f Refund
03/01/2013 F TRP  |Field Trip $10.00 $0.00/ $500/BUS b Needed

otal 32000 515.00 50.00

Show Detail |

Trumpet Rental $40.00 $40 00 5000 Paid in Full
MUSs Payment 9 $0.00 $0.00 PAY he Waived

-] ‘12"204’2012 ?‘ LAB Football Laboratery Experimental Fee 2 $0.00 $0.00, $0.00/SPT b Waived
Total $40.00 $40.00 $0.00

Figure 5.7 — Student Fees screen — Show Detail button

4. Inthe Refund History grid, click the Add button. A new row is added to the grid.

5. In the new row, enter the information for the refund paid to the student or parent.
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o] | (R DB | 5 [ o | cvspomen

L I POV e—

& GpSH

Student Fees

[

Student Name® Aaron, lan School: Adams Elementary Status: Active Homeroom: 0002

Fees | History Fee System

Last Name First Name Middle Name  Suffix  Perm ID Grade Gender
|Aaron /lan [129442 04 v Mae v
Fees Payments Balance Fee Total Type
$60.00 $55.00 $0.00 ‘mc\ude fees for all organizations and focus V‘
Current Fees Add Hide Detail | Q|
Ling|  Transaction Fee Detail |
ﬁl :e:Pc:E . l;e;z = Il;.;yg;m If;(}mc;lém Waived ;?:Zd Needed Il;zr:gd Amount r:r,lzr';ce
X v X X I . . i
4 030172013 eld Trip
Fee | School i (&)
Fee Status Fee Code Fee School
Refund Needed  ~ |TRP-Field Trip ~| $1000
Description Fee Category School Year
Note %] @ Course
Refund Q)
Refund Needed Refund Amount Needed
$5.00
Refund Needed Reason [%] @
Both parent inadvertently paid the same fee.

$0.00

Total

Total

$0.00

Paid Fees

[ Joer132012 [ MUS  [Trumpet Rental 9 54000 54000 000 TXT v Paid in Ful

I oer24i2012 MUS  |Payment 9 $0.00  $0.00 PAY v Wwalved

] 127202012 LAB Football Laboratory Experimental Fee 2 $000 $000  $000 SPT v Waived
Total _$4000 $40.00 _$0.00

Figure 5.8 — Student Fees screen — Fee Detail tab - Refund Information
Click Save. The balance and status will reflect that the refund was paid on both the

Fees Detail tab and on the Fees tab.
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Chapter Six:
DEPOSITING INTO A GENERAL LEDGER

In this chapter, the following topics are covered:
» Manually Recording Deposited Fees
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MANUALLY RECORDING DEPOSITED FEES

Deposited fees are payments that have been collected directly at the school from students
or parents. Some districts require that when these fees are deposited into the school or
district account, they be recorded to a general ledger. During the process to set up deposit
options, your district may have indicated that certain types of fee payments must be
manually deposited. Typically, these are cash and checks.

Recording fee deposits manually
1. Navigate to Synergy SIS > Fees — Direct Payment > Fee Deposit.

| DD | 5| _Fne | uneo | ada || peere | status: Fina | 2 Eﬁ]@@@'
P T
Fee Deposit [EIFL .
Payments |
Deposit Date Deposit Time Deposit Status  User Name Deposit ID
& |
Deposit Info | Setup Deposit @
Payments  Total Payments Adjustment  Total Deposit Load Payments
Deposit Number eomuletellenosit @
Complete Deposit
Deposit Description [%5] @ [C]Allow Blank General Ledger Accounts

Figure 6.1 - Fee Deposit screen

2. On the Fee Deposit screen, click Add. The Fee Deposit (Add) screen opens.

Save Close
Fee Deposit ard
Deposit Date Deposit Time Deposit Status  User Name Deposit ID
| el |

Figure 6.2 - Fee Deposit Add screen
Enter the Deposit Date.
Enter the Deposit Time.
Click Save.
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] @0

;i’ll| Save | Undo | Add | Delebe|

Status: Ready ‘ % %Q@@

Fee Deposit

ard

| Paymems|
Deposit Date Deposit Time Deposit Status  User Name Deposit ID
10/07/2013 |2:30 PM Open 3 [| 7
Deposit Info | Setup Deposit @
Payments  Total Payments Adjustment  Tofal Deposit lload Payments
0.00
Deposit Number Completelleposit )
Complete Deposit
Deposit Description 25 ) Allow Blank General Ledger Accounts
Payment Info (]
Payments ]
74 | Line] = = = = = = = =

Figure 6.3 — Fee Deposit screen

6. Click Load Payments. All unprocessed payments marked for manual deposit

display in the Payments grid.

| ((9 (CD ()9 ;‘;‘j Save ‘ o | Add | Delets ‘ Status: Ready| @ E&]@@@'
Fee Deposit 8
Payments|
Deposit Date Deposit Time Deposit Status  User Name Depaosit [D
10/07/2013 2:30 PM Open N |] 7
Deposit Info | Setup Deposit @
Payments  Total Payments Adjustment  Total Deposit oad Paymen
[7 |75.00 [75.00 odromers |
Deposit Number Completellieposit &)
Complete Deposit
Deposit Description [& @ Allow Blank General Ledger Accounts
Payment Info (6]
Payments @
bl = = e = = g el =
23 10/07/2013 2:53 PM 1-Cash PE Gym locker $10.00
24 10/07/2013 2°54 PM 1-Cash PE Gym locker $10.00
25 10/07/2013 254 PM 2-Check PE Gym locker $10.00
26 10/07/2013 255 PM 2-Check LAB Lab Materials $15.00
26 10/07/2013 2:55 PM 2-Check PE Gym locker $10.00
27 10/07/2013 255 PM 1-Cash PE Gym locker $10.00
28 10/07/2013 2:56 PM 2-Check PE Gym locker $10.00
Figure 6.4 - Fee Deposit screen
7. Enter any adjustments to the total deposit amount in the Adjustments field.
8. Enter a Deposit Number.
9. Enter a Deposit Description.
10. If your accounting system accepts deposits without specifying a general ledger
account, select the Allow Blank General Ledger Accounts checkbox.
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L

Note: The system generates an error when trying to process payments
without a general ledger account specified, unless you select the Allow
Blank General Ledger Accounts checkbox.

11. Click Complete Deposit. The Job Status screen displays. When the system records
the deposit, a confirmation message displays.

Deposit Recorded!

Figure 6.5 — Job Status screen, confirmation message

12. Click OK. The FDP420 — Fee Deposit report displays.
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Lol paint ;
fet Hope High School Year: 2013-2014
Fee Deposit Report: FOP420
rr—
2012 Hope High School
Deposlt Date:  10/7:2013 Deposlt ID: 7 Paymant Totak 75.00
Deposlt Time:  10/072013 Deposlt Number: 12348 ad)uatment:
Deposlt Status: Complete Cashlar: Usar, Admiln Deposlt Total: 75.00
Paymant
General Ledger Account Transaction ID Cate Fes Deacription Amount
23 1072013 Gym locker 10.00
27 1072013 Gym locker 10.00
22 1072013 Gym locker 10030
25 1072013 Gym locker 10.00
28 1NO7I2013  Gym locker 1000
25 1072013 Gym locker 10.00
25 1072013 Lab Materials 15.00
SubTotal: 75.00
Payment Total: T5.00
Deposlt Totals Adjustment:
Daposlt Total: 75.00
Printed by Admin User at 1007/203 3:00 PM Edupscint Schol Disirict Fage 1 of 1

Figure 6.6 - FDP420 - Fee Deposit Report
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Chapter Seven:
VIEWING FEE & PAYMENT HISTORIES

In this chapter, the following topics are covered:

» Viewing Fee History in the Direct Payment model

» Viewing Fee System Transactions
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VIEWING FEE HISTORY

The History tab of the Student Fees screen shows all the student’s fees. Each line item
fee shows the transaction date, fee code, description, the fee, any payments, the balance,
fee category, any related course id and course title, and the fee status. Additional details
are available for each line item using the Show Detail feature.

Accessing the fee history and fee details

1. Navigate to Synergy SIS > Fees — Direct Payment > Student Fees > History tab.

2. Find the student using the find function or scroll through the available students using
the scroll buttons.

o] | @ QD | 65| sz | oo || ctramer © 3B ® s | @ G 5O
Student Fees

Student Name: Abbott, Billy C. School: Hope High School Status: Active Homeroom: 108

Fees Hisloryl Fee System

Last Name First Name Middle Name  Suffix Perm ID Grade Gender
|Abbott |Billy Jc | Jo05483 12 v Male v
History - Outstanding Fees [ show Detail | &

\ = = =[Fee <] \ | 2l = | \

=
Total  $0.00 $0.00  $0.00

History - Paid Fees |Shuw Detail |O
| = 2l =liFee <] | | = | = |

12/01/2011 456 Literature Guide $T-5,D[] $7500 50.00 TXT Paid in Full Hope High School |2011-2012
Total 57500 $7500 $0.00

Figure 7.1 — Student Fees History Screen

3. Select the row of the fee for which the refund will apply and click the Show Detail
button. The Fee Detail tab appears detailing the fee and any payments, waivers, or
refunds associated with it.
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‘ @ @ @ | @ | Save ‘ Undo | Quick Payment @ a ﬁ @ Status: Ready @ % ::;‘;'}w]
Student Fees [
Student Name: Abbott, Billy C. School: Hope High School Status: Active Homeroom: 108
Fees Historyl Fee System
Last Name First Name Middl= Mame  Suffix Perm ID Grade Gender
|Abbott |Billy Ic | |oo5483 112 v Male v
History - Outstanding Fees Show Detail | (3
Line| TransactionDate = | FeeCode = | Description = |Fee = | Payment| Balance| Fee Category = |Fee Status | School = |School Year |Course ID And Title
History - Paid Fees [ Hide Detail | @
e Fee Detail |
12/01/2011 Fee Payment Amount Waived Refund Needed Refund Amount Balance
|s75.00 |$75.00 $0.00 $0.00 $0.00
Fee Information (3| School ?
Fee Status Fee Code Fee Information
Paid in Ful v ~ [$75.00 Zoizy
-~ Hope High
Description Fee Category School
Literature Guide TXT-Textbook b
I | © School Year
Note@ 011-2012
Course
Refund Needed Refund Amount Needed Refund Needed Reason [5] Q
Payment History @]
Payment Date Amo Payment Method p 0 : tion ID Payme 3 or Message
12/01/2011 $75.00Cash &2 Successful
Total $75.00]
|
Waiver History =]
e tion 1D D . . 0
Total $0.00
| |
Refund History ("]
Total $0.00
| 1

Figure 7.2 — Student Fees History Screen
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VIEWING FEE SYSTEM TRANSACTIONS

The Fee System tab of the Student Fees screen displays a list of student fees that were
paid using an online payment service. The Fee System Transaction grid lists each
transaction, including the Parent's name, the fee code, fee description, fee, fee date,
payment, payment date, and any errors the fee system may have encountered.

Accessing the fee system history

1. Navigate to Synergy SIS > Fees — Direct Payment > Student Fees > Fee System
tab.

2. Find the student using the find function or scroll through the available students using
the scroll buttons.

| @ @ @ | Sé,?J | seve |_tndo | quickpayment 70 [, Ready ‘ @ g ::é“@
Student Fees

Student Name: Abbott, Billy C. School: Hope High School Status: Active  Homeroom: 231

Fees | History FeeSystem'
Last Name First Name Middle Name  Suffix_ Perm ID Grade _ Gender

||Abbon [ty [c [ [o05483 [12 v Male v
Fee System Transactions

]_ Line Parent Name Fee Code Fee Description =[Fee = Fee Date Payment = | PaymentDate = Error
. Kathleen BUS Spoﬂs Transportation 25.00 |05M10/2012 12:39:52

. Kathleen (CBK Course Required Text Book B65.00 |05/10/2012 12:39:52

Kathleen  BDI Band Instrument Rental 50.00 05/10/2012 12:39:52

Kathleen LAB Lab Materials 542 50 05/10/2012 12:39:52

. Kathleen BDL Band Locker 1000 [05/10/2012 12:39:52

6 . Kathleen BDU Band Uniform 25.00 |05/10/2012 12:39:52

T . Kathleen  BUS Sports Transportation 25.00 |05%/10/2012 12:40:08

8 . Kathleen [CBK Course Required Text Book 65.00 05/10/2012 12:40:08

. Kathleen  BDI Band Instrument Rental 50.00 05/10/2012 12:40:08

_Kathleen BDU Band Uniform 25.00 05M10/2012 12:40:08

_Kathleen BDL Band Locker 10.00  |05/10/2012 12:40:08

12 Kathleen [LAB Lab Materials 542 50 [05/10/2012 12:40:08
13| Kathleen |BUS Sports Transporiation 2500 |05/10/2012 12:40:38
14 Kathleen BDI Band Instrument Rental 5000 [05/10/2012 12:40:38
15 . Kathleen LAB Lab Materials 542.50 [05/10/2012 12:40:38
16 . Kathleen BDU Band Uniform 25.00 05/10/2012 12:40:38
il . Kathleen BDL Band Locker 1000 [05/10/2012 12:40:38
Aaron, Kathleen |CBK Course Required Text Book 69.00 05/10/2012 12:40:38

Figure 7.3 — Student Fees History Screen
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Chapter Eight:

RUNNING REPORTS

In this chapter, the following topics are covered:

» Accessing Available Reports

FDP201 — Student Fee Profile

FDP202 — Student Fee Receipt

FDP401 — Student Fee List

FDP402 — Student Fee Collection List

FDP403 — Student Fee Refund List

FDP405 — Fee Code Detail by Payment Method

FDP408 — Fee by Class

FDP412 — Fees Collected Detail

FDP414 — Course Fees Collected Detail

FDP415 — Student Fee Aqging List

FDP416 — Student Fee Daily Deposit

FDP417 — Course Fee Totals List

FDP418 — Student Fee Refund Paid List

FDP601 — Fees Collected Summary

VVy VYV VY VY VY VY VY VYVYVYYVYYY

FDP602 — Fee Code by Payment Method
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ToO ACCESS REPORTS

1. Navigating to Synergy SIS > Fees — Direct Payment > Reports.

2. Click on the name of the report.

3. Select the options to be used in generating the report (listed in the following
sections.)

4. Click on the Print button to print the report. The report will be printed as a PDF file
to the screen, which can then be sent to the printer.

Note: For the purposes of this manual, only the report settings and
filters available on the Options tab of the report interface are detailed.
Additional options are available on the other report interface tabs. For
more information on the additional options on the report interface tabs,
please refer to the manual titled Synergy SIS — Query & Reporting
Guide.
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FDP201 — STUDENT FEE PROFILE

The Student Fee Profile creates detailed individual reports of all fees assigned to each
student. This report includes the date the fee was incurred, the fee code, fee category, a
description of the fee, associated notes, the fee amount, any payments received, and the
current balance due.

Note: The FDP201 report is also available on the Student Fees screen by selecting Menu
> Report > Student Fee Profile.

This report can be filtered using the following settings on the Options tab:

Do Not Show Pending Payments
Do Not Show Students With No Fees

Scope of Fees to Include
Include fees for focus organization and focus ye %

Fee Codes and Fee Categories can only be selected when 'Scope of Fees o Include' is set to 'Include fees for focus organization and focus year'.

Print | | Save Default | Reset Default ‘ Email Me Status: Ready ‘ % ,!
=
Report Interface Cl&
MName: Student Fee Profile MNumber. FDP201 Page Crientation: Portrait
Options| Sort / Qutput ~ Conditions |~ Selection  Advanced
Student Info QD
Perm ID Gender
=
Last Name First Name Middle Name
Grade
| _ w
Fee Filters (]
Transaction Date
-

[Fee Codes Q@
[Fee Codes oz

BND - Jazz Band Fee [ BUS1 - Out of District Transportation
| Fee Categories (&)

Fee Category [T,

Lab Fee Payment Parking Permit [ Yearbook
Bus Transportation [_| PE Locker [[| Locker Sports
Texibook

Figure 8.1 — Student Fee Profile Report Interface

Student Info — select an individual student or group of students based on the
Student ID, Gender, Last Name, First Name, Middle Name, or Grade. Example: if
grade 12 is selected the report prints an individual report for each student in grade

12.

Transaction Date — includes fees for a particular date or date range. The dates
must be entered in MM/DD/YY format or they can be selected by clicking on the

Calendar & button.

Do Not Show Pending Payments — excludes students who have pending fee

payments.
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¢ Do Not Show Students With No Fees — excludes students who have no fees

assigned to them.

e Scope of Fees to Include - selects how the fees will be displayed and summarized.

The options include:

o Total fees for focus organization and focus year (school focused only)

o Total fees for focus organization and all years (school focused only)

e Total fees for all organizations and focus year (district focused only)

e Total fees for all organizations and all years (district focused only)

e Fee Code — only includes selected fee codes in the report. Fee codes are defined in
the School Fee Codes screen.

o Fee Category- only includes selected fee categories in the report. Fee categories
are defined in the Fee Category Lookup Table.

s Hope High School
[jj P g ; Year: 2013-2014
L Student Fee Profile Report: FDP201
— Fees for all Schools - All Years
General Information
Student Name: Perm ID: Gender Grade: Crganization:
Abbott, Billy C. 205483 12 Hope High School
Refund
Date Fee Code Description / Note Course Fees Payments Waived Needed Refund Balance
07/08/2013 LRF Learning Resources 13-14 BVH 100.00 100.00 0.00 0.00 0.00
Payment Date  Trans. ID Payment Method Payment Note Status Amount
0773172013 1607858 Credit/Debit Card (Approval Code: 05637B) 2 sful 100 00|
100.00]
07/08/2013 TSF Technology Supply Fee 13-14 BVH 15.00 15.00 0.00 0.00 0.00
Payment Date  Trans. ID Payment Method Payment Note Status Amount
07/31/2013 1607858 Credit/Debit Card (Approval Code: 05637B) S sful 1500|
15.00)
07/31/2013 PRKPMT (1@ $15.00) Parking Permit 13-14 BVH 15.00 15.00 0.00 0.00 0.00
PaymentDate Trans.ID  Payment Method Payment Note Status Amount
|:l?.'3‘.l‘2:l13 1607858 Credit/Debit Card (#Approval Code: 05637B) Successful 1500|
15.00]
07/31/2013 YRBOOK (1 @ $50.00) ¥earback 13-14 BVH 50.00 50.00 0.00 0.00 0.00
Payment Date  Trans. ID Payment Method Payment Note Status Amount
0773172013 1607858 Credit/Debit Card (Approval Code: 05637B) 2 sful 50. 00|
s0.00]
08/15/2013 APF Activity Programming Fee 13-14 BVH 120.00 120.00 0.00 0.00 0.00
Payment Date  Trans. ID Payment Method Payment Note Status Amount
07/31/2013 1607858 Credit/Debit Card (Approval Code: 056378} Successful 120 00|
120.00)
Hope High School Totals 300.00 300.00 0.00] 0.00] 0.01) 0.00)
Printed by Admin User at 10/04/2013 2:53 AM Edupoint School District Page 1of 3143
Figure 8.2 — Student Fee Profile Report
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FDP202 — STUDENT FEE RECEIPT

The Student Fee Receipt report prints out an individual receipt for a specific payment. A
Transaction ID number is required to run the report.

Note: The FDP202 report can also be run from the Student Fee Quick Payment screen by
clicking the Print Receipt button.

Print | | Save Default | Reset Default | Email Me ‘ Status: Ready | % @
Report Interface Cld @

Name: Student Fee Receipt Number FDP202 Page Orientation: Portrait

Optionsl Sort / Qutput ~ Conditions = Selection = Advanced

Receipt Filters
Transaction ID

Figure 8.3 — Student Fee Profile Report Interface

e Transaction ID - find Transaction ID numbers by navigating to the History tab of
the Student Fees screen. Select a fee from the Student Fees grid and click Show
Detail. Transaction IDs is listed in the Payment History grid.
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- :
: Hope High School Year 20132014
Student Fee Receipt Report: FDP202
iy e i
Abboit, Billy C. Transaction 10 1603387
1958 5 Val Vista Dr Payment Date: 071142013
Mesa, AZ B5234 Fayment Time: 10:11 AM
Student IO 205483
Payment Amount Payment Method
| §12.50 | | Check
Payment Note
Fee Code Description Course Amount
BDI Band nstrument Rental $1250
Primad by Admin Uiser at B 172012 1017 AM Edupoint School Déstrict Page 1ol

Figure 8.4 — Student Fee Receipt
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FDP401 — STUDENT FEE LIST

The Student Fee List report prints out a list of only those students with a fee balance. This
report includes the student’s name & Perm ID, the total fees & payments the student has
incurred, and the student’s current balance due. All students are compiled into a single list.

This report can be filtered using the following settings on the Options tab:

Print. | | Save Default | Reset Default | Email Me Status: Ready | %

Report Interface 2| 4§

MName: Student Fee List Number FDP401 Page Orientation: Portrait

0plion5| Sort / Output |~ Conditions | Selection | Advanced
Student Info ]
Grade

Fee Filters ]

Transaction Date

-

Balances To Include
All Balances b,

Scope of Fees o Include
Include fees for focus organization and focus ye %

Fee Codes and Fee Categories can only be selected when 'Scope of Fees to Include' is set to 'Include fees for focus organization and focus
year'.

[Fee Codes Q
Fee Codes .,
APF - Activity Programming BVEF - BV Ed Foundation Gift COURSE - Course Fee 13-14 FAMAP - Family Activity Pass
Fee 13-14 () ($30req () BVH 13-14 BVH
FINES - Fines/Holds 13-14 IAAP - Individual Adult Activity LDLIBR - Lost/Damaged Library LDTEXT - Lost/Damaged Textbook
BVH Pass (...) Book 13-1(...) 13-14 BV (..)
LRF - Learning Resources MEALS - Meals - Minimum NEWS - Student Newspaper NSF - NSF Check Charge 13-14
13-14 BVH $30.00 13-14 B (...) 13-14 BVH BVH
PAPROM - PTO Arfter Prom PDON1 - PTO/PTA Invest in PMEM - PTO/PTA Membership
G BVHS 1314 () E S PRKFIN - Parking Fine 13-14 BVH
PRKPMT - Parking Permit PSAT - PSAT (10th and 11th STAP - Student Activity Pass TSF - Technology Supply Fee
13-14 BVH grades onl () 13-14 BV () 13-14 BV ()
YRBOOK - Yearbook 13-14
BVH
” Fee Categories @
Fee Category Ul
Course Required [_| Optional School [/ PTO/PTA/Booster
Fines/Penalties || Monthly Installment || Meals Blue Valley Education Foundation

Figure 8.5 — Student Fee Profile Report Interface

Grade — select a group of students based on their grade. For example, if grade 12 is
selected the report prints an individual report for each student in grade 12.

Transaction Date — includes fees for a particular date or date range. The dates
must be entered in MM/DD/YY format or they can be selected by clicking on the
Calendar 7 button.

Balances To Include — includes either all balances or only non-zero balances.

Scope of Fees to Include - selects how the fees will be displayed and summarized.
The options include:

o Total fees for focus organization and focus year (school focused only)

o Total fees for focus organization and all years (school focused only)
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e Total fees for all organizations and focus year (district focused only)
e Total fees for all organizations and all years (district focused only)

o Fee Code - only includes selected fee codes in the report. Fee codes are defined in
the School Fee Codes screen.

e Fee Category— only includes selected fee categories in the report. Fee categories
are defined in the Fee Category Lookup Table.

ey Hope High School Year 2013-2014
Student Fee List Report: FOP4D1
— All Orgs. - All Years
Student Hams Perm ID Gender  Grade Total Fees Total Payments  Total Walved Refund Needed Total Refunds Balance
Abbott, Bllly C. 05853 Male 12 173.00 35.00 0.00: 35.00 0.00
Acavedo, Ashiey 301330 Female 10 0.00 0.0a 0.00: 0.00: 10.00
Acunia, Kennath Q. 110212 Male 0 0.00 0.oa 0.00 0.00 10.00
Adar, Diang M. a0z Female 0 0.00 0.oa 0.00 0.00 10.00
Adar, Timothy 5. 886521 Male 1 0.00 0.oa 0.00 0.00 25.00
Adarms, Bllly A 885314 Male i1 0.00 0.0a 0.00: 0.00: 25.00
Adams, Stephen J. aoisz2 Male 10 0.00 0.0a 0.00: 0.00: 10.00
Adamskl, Alan M. 872035 Male 0 0.00 0.oa 0.00 0.00 10.00
Aguado, Booby J. 343322 Male 0 0.00 0.oa 0.00 0.00 10.00
Aguiar, Caroiyn ©. 02592 Female 0 0.00 0.oa 0.00 0.00 10.00
ARistrom, Linda K. 120451 Female 0 0.00 0.00 0.00 0.00 10.00
AIChisON, Karen L. 302998 Female 0 0.00 0.00 0.00 0.00 10.00
AN, ANEred E. 902878 Female 0 0.00 0.00 0.00 0.00 10.00
Alarcon, Frank 886551 Male 1o 0.00 0.oa 0.00 .00 10.00
Alcazar, Eugens 141566 Male 1o 0.00 0.oa 0.00 .00 10.00
Alcazar, Eugens A, 141317 Male 1o 0.00 0.oa 0.00 .00 10.00
Alder, Branda | IETIES Female 10 0.00 0.00 0.00 0.00 10.00
Alexander, Josepn J. 901626 Male 10 0.00 0.00 0.00 0.00 10.00
Alger, Phyllls A 145354 Female 1o 0.00 0.oa 0.00 .00 10.00
Allen, Aaron L. JR 992338 Male 1o 0.00 0.oa 0.00 .00 10.00
Allen, Andrea 04134 Female 1o 0.00 0.oa 0.00 .00 10.00
Allen, Diane B. 901507 Female 10 0.00 0.00 0.00 0.00 10.00
Allen, Donaid J. 883223 Male 0 0.00 0.00 0.00 0.00 10.00
Allen, Elzabetn 886018 Female 1 0.00 0.00 0.00 0.00 25.00
Allen, Jeramy S. 87216 Male 1o 0.00 0.oa 0.00 .00 10.00
Allen, Judis D 303040 Female 10 0.00 0.0a 0.00: 0.00: 10.00
Allen, Ruby D. 88B116 Female i1 0.00 0.0a 0.00: 0.00: 25.00
Allen, Sanara E. 301631 Female 0 0.00 0.00 0.00 0.00 10.00
Allen, Tammy kg Female 0 0.00 0.oa 0.00 0.00 35.00
Allred, David A 88B126 Male i1 0.00 0.0a 0.00: 0.00: 25.00
Alnas, Kelly M. 66707 Female i1 0.00 0.0a 0.00: 0.00: 25.00
Alonso, Raymond G. 320153 Male i1 0.00 0.0a 0.00: 0.00: 25.00
Alston, Douglas &, 01538 Male 0 0.00 0.oa 0.00 0.00 10.00
Amin, Margaret M. 871354 Female 12 0.00 0.oa 0.00 0.00 25.00
Amos, Bllly B. 65573 Male 0 0.00 0.oa 0.00 0.00 10.00
Amos-Brown, Pairick N. 154250 Male 10 0.00 0.0a 0.00: 0.00: 10.00
Andazola, Kathieen E. ao0az3 Female 10 0.00 0.0a 0.00: 0.00: 10.00
Andresen, Hamy A. 9Ti6TE Male 10 0.00 0.0a 0.00: 0.00: 10.00
Andraws, Phillip O. 8933555 Male 0 0.00 0.oa 0.00 0.00 10.00
Arambam, Fean J. 80156 Male 0 0.00 0.oa 0.00 0.00 10.00
Araujo, Danlel J. 120700 Male 10 0.00 0.0a 0.00: 0.00: 10.00
Arches, Annle C. 315823 Female 10 0.00 0.0a 0.00: 0.00: 10.00
Arellanp, Lisa R. 304050 Female 10 0.00 0.0a 0.00: 0.00: 10.00
Arlas, Kely M. 132238 Female 0 0.00 0.oa 0.00 0.00 10.00
Armenia, Brian A. 03342 Male 0 0.00 0.oa 0.00 0.00 35.00
Amedt, Janice IwnITH Female 0 0.00 0.oa 0.00 0.00 10.00
Printed by Admin User at 1VDA2013 2:45 PM Edupaint Zchool District Fage 1o128

Figure 8.6 — Student Fee List Report
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FDP402 — STUDENT FEE COLLECTION LIST

The Student Fee Collection List creates detailed individual reports of all fees that students
currently owe. This report includes the date the fee was incurred, the fee code, fee
category, a description of the fee, the fee amount, any payments received, any waived or
refunded amounts, and the current balance due.

This report can be filtered using the following settings on the Options tab:

Print | | Save Default | Reset Default | Email Me Status: Ready ‘ Eslj !

Report Interface Bk |

Name: Student Fee Collection List Number. FDP402 Page Orientation: Landscape

Gptionsl Sort / Output  Conditions  Selection  Advanced

Student Info ]
Student ID
Last Name First Name Middle Name
Grade
W _ N
Fee Filters Q)
Transaction Date
-
Minimum Balance Amount Comments [§] @
Scope of Fees to Include
Include fees for focus organization and focus ye v
Fee Codes and Fee Categories can only be selected when Scope of Fees to Include is set to "Include fees for focus organization and focus
year."
[Fee Codes &)
Fee Codes‘_,
APF - Activity Programming BVEF - BV Ed Foundation Gift COURSE - Course Fee 13-14 FAMAP - Family Activity Pass
Fee 13-14 () ($30 req () BVH 13-14 BVH
FINES - Fines/Holds 13-14 IAAP - Individual Adult Activity LDLIBR - Lost/Damaged Library LDTEXT - Lost/Damaged Textbook
BVH Pass (...) BoOK 13-1 (...) 13-14 BV (..))
LRF - Learning Resources MEALS - Meals - Minimum NEWS - Student Newspaper NSF - NSF Check Charge 13-14
13-14 BVH $30.00 13-14B (...} 13-14 BVH BVH
PAPROM - PTO After Prom PDON1 - PTO/PTA Invest in PMEM - PTO/PTA Membership . .
13-14 BVH BVHS 13-14 () 13-14 BVH PRKFIN - Parking Fine 13-14 BVH
PRKPMT - Parking Permit PSAT - PSAT (10th and 11th STAP - Student Activity Pass TSF - Technology Supply Fee
13-14 BVH grades onl {_..) 13-14 BV (...) 13-14 BV (..))
YRBOOK - Yearbook 13-14
BVH
” Fee Categories @]
Fee Category‘_,
Course Required Optional | School
PTO/PTA/Booster || Fines/Penalties Monthly [ !Installment
Meals Blue Valley Education Foundation

Figure 8.7 — Student Fee Collection List Report Interface

e Student Info — select an individual student or group of students based on the
Student ID, Last Name, First Name, Middle Name, or Grade. For example, if
grade 12 is selected the report prints an individual report for each student in grade
12.
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e Transaction Date — includes fees for a particular date or date range. The dates
must be entered in MM/DD/YY format or they can be selected by clicking on the
Calendar 7 button.

e Minimum Balance Amount — the minimum amount owed to be included on the list.
If the minimum balance is $100, then only students who owe more than $100 will be
included in the report.

e Scope of Fees to Include - selects how the fees will be displayed and summarized.
The options include:

o Total fees for focus organization and focus year (school focused only)
e Total fees for focus organization and all years (school focused only)

e Total fees for all organizations and focus year (district focused only)

e Total fees for all organizations and all years (district focused only)

e Comments — is a message or description that appears on each student’s collection
fee list report.

e Fee Code — only includes selected fee codes in the report. Fee codes are defined in
the School Fee Codes screen.

e Fee Category— only includes selected fee categories in the report. Fee categories
are defined in the Fee Category Lookup Table.
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Chapter Eight

Edy

Py

—_—

Student Information
Student Name:

Abbott, Billy C.

Parent Information

Hope High School
Student Fee Collection List
All Orgs. - All Years

Perm ID: Gender.

205483 M

Year: 2013-2014
Report: FDP402

Grade:

12

Parent Name: Home Address: Mail Address:
Aaron, Phillip 1955 5 Val Vista Dr 1955 5 Val Vista Dr
Mesa, AZ 85234 Mesa, AZ 85234

Fee Information

Date Code  Category Description Course Fees Payments Waived Refund  Balance
10/042013  PKP PKP Parking Permit $10.00 $0.00 $0.00 $0.00 $10.00

Fayment Date Payment Method Payment Notes Amount
Sub Total:
Totals: $10.00 $0.00 $0.00 $0.00 $10.00

Printed by Admin User at 10/D4/2013 2:56 PM Edupoint School District Page 1 of 1

Figure 8.8 — Student Fee List Report
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FDP403 — STUDENT FEE REFUND LIST

The Student Fee Refund List creates detailed individual reports of all students that are
owed refunds for fees. This report includes the date the fee was incurred, the fee code, fee
category, a description of the fee, the fee amount, any payments received, any waived or
refunded amounts, and the current balance due.

This report can be filtered using the following settings on the Options tab:

Print ‘ | Save Default | Reset Default | Email Me | Status: Ready | Em !

™
Report Interface 2| 8
Name: Student Fee Refund Needed List Number. FDP403 Page Orientation: Portrait

Optionsl Sort / Output  Conditions = Selection | Advanced

Student Info 6]
Student ID
Last Name: First Name Middle Name
Grade
W _ A
Fee Filters Q)

Minimum Refund Amount

Scope of Fees to Include
Include fees for focus organization and focus ye |

Fee Codes and Fee Categories can only be selected when 'Scope of Fees to Include' is set to 'Include fees for focus organization and focus

year'
[ Fee Codes @)
Fee Codes‘_,
APF - Activity Programming BVEF - BV Ed Foundation Gift COURSE - Course Fee 13-14 FAMAP - Family Activity Pass
Fee13-14 () (330 req () BVH 13-14 BVH
FINES - Fines/Holds 13-14 IAAP - Individual Adult Activity LDLIBR - Lost/Damaged Library LDTEXT - Lost/Damaged Textbook
BVH Pass (...) Book 13-1 (...) 1314 BV ()
LRF - Learning Resources MEALS - Meals - Minimum NEWS - Student Newspaper NSF - NSF Check Charge 13-14
13-14 BVH $30.0013-14B (...} 13-14 BVH BVH
PAPROM - PTO After Prom PDON1 - PTO/PTA Invest in PMEM - PTO/PTA Membership ’
13-14 BVH BVHS 13-14 () 13-14 BVH PRKFIN - Parking Fine 13-14 BVH
PRKPMT - Parking Permit PSAT - PSAT (10th and 11th STAP - Student Activity Pass TSF - Technology Supply Fee
13-14 BVH grades onl {...) 13-14 BV () 13-14 BV ()
YRBOOK - Yearbook 13-14
BVH
” Fee Categories @
Fee Categorye
Course Required Optional | School
PTO/PTA/Booster [| Fines/Penalties Monthly [ linstalliment
Meals Blue Valley Education Foundation

Figure 8.9 — Student Fee Collection List Report Interface

o Student Info — select an individual student or group of students based on the Perm
ID, Last Name, First Name, Middle Name, or Grade. For example, if grade 12 is
selected the report prints an individual report for each student in grade 12.

e Minimum Refund Amount — the minimum refund owed to be included on the list. If
the minimum refund is $100, then only students who are owed more than $100 will
be included in the report.

e Scope of Fees to Include - selects how the fees will be displayed and summarized.
The options include:

o Total fees for focus organization and focus year (school focused only)
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e Total fees for focus organization and all years (school focused only)
e Total fees for all organizations and focus year (district focused only)
o Total fees for all organizations and all years (district focused only)

Fee Code — only includes selected fee codes in the report. Fee codes are defined in
the School Fee Codes screen.

Fee Category— only includes selected fee categories in the report. Fee categories
are defined in the Fee Cateqgory Lookup Table.

Eeliy it i
e Hope High School . Year 20132014
Student Fee Refund Needed List Report: FOP403
_ All Refunds for 2013-2014
Student Name Perm ID Grade Refund
Fee Code Description Course ID And Title Amount
Needed
Hope High School
Abbioet, Bily C SOR4EY 12
BK Lost Book: Algebra il 4500
Total 45.00
Hopse High School Total 4500
zrand Total 4500
Printed by Admin Usar at 1000420132 2:30 PM Edupaint 3choal District Page 1of1

Figure 8.10 — Student Fee List Report
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FDP405 — FEe CoDE DETAIL BY PAYMENT METHOD

The Fee Code Detail by Payment Method creates a detailed report of all payments made.
This report is broken down by payment method and then fee code, and includes the fee

was incurred, the fee code, fee category, a description of the fee, the fee amount, any

payments received, and any waived or refunded amounts.

This report can be filtered using the following settings on the Options tab:

Print | | Save Default | Reset Default | Email Me Status: Ready | E&j 5
W
Report Interface &
Name: Fee Code Detail by Payment Method Number FDP405 Page Orientation: Landscape
I Optionsl Sort / Output = Conditions  Selection  Advanced
Payment Methods (]
Payment Method e
Cash || Check || Credit/Debit
Fee Filters (]

Payment Date

&

Scope of Fees to Include
Include fees for all organizations and all years v

year'.

Fee Codes and Fee Categories can only be selected when 'Scope of Fees to Include' is set to 'Include fees for focus organization and focus

Fee Codes

Q@

Fee Codes[ Tl
BK - Book Damages |_|BND - Jazz Band Fee BUS - Football Transportation || BUS1 - Out of District Transportation
LAB - Lab Materials []LKR - Locker Damages [_| PE - Gym locker PKP - Parking Permit
YBK - Year Book

Fee Categories

Fee Category e,
Lab Fee Payment Parking Permit [_| Yearbook
Bus Transportation [_|PE Locker [_] Locker Sports
Textbook

Figure 8.11 —Fee Code Detail by Payment Method Report Interface
¢ Payment Method — select the payment types that will be included in the report.

o Payment Date — includes payments for a particular date or date range. The dates
must be entered in MM/DD/YY format or they can be selected by clicking on the
Calendar # button. If left blank, the default date range is the current school year.

e Scope of Fees to Include - selects how the fees will be displayed and summarized.
The options include:

o Total fees for focus organization and focus year (school focused only)
o Total fees for focus organization and all years (school focused only)
e Total fees for all organizations and focus year (district focused only)

o Total fees for all organizations and all years (district focused only)
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o Fee Code - only includes selected fee codes in the report. Fee codes are defined in
the School Fee Codes screen.

o Fee Category- only includes selected fee categories in the report. Fee categories
are defined in the Fee Category Lookup Table.

Edupoint i
Hope High School Year 2013-2014
Fee Code Detail by Payment Method Report: FDP405
R From: To: - All Orgs. - All Years
Payment Fee Code Fee Description
Method Payment Payment
PermID  Student Name Trans ID  Payment Note Date Amount
Adams Elementary
Cash BUS1 Ouit of District Transportation
156076  Youvella, Ann L. B 09/0972013 550.00
Fee Totals 550.00
Cash MUS Instrument Rental
129442  Aaron, lan 2 0372572014 25.00
Fee Totals 25.00
Cash TRP Field Trip
129442  Aaron, lan 2 0372572014 5.00
Fee Totals 5.00
Cash Totals 580.00
Check BND Jazz Band Fee
116796  Zamaripa, Jenna A. 4 09/0972013 950.00
Fee Totals 950.00
Check BUS1 Ouit of District Transportation
150613  Zamaripa Enrique, 5 09/0972013 10.00
Thomas F.
Fee Totals 10.00
Check MUS Instrument Rental
129442  Aaron, lan 1 Check #116 0372572014 15.00
Fee Totals 15.00
Printed by Admin User at 10/11/2013 10:38 AM Edupoint School District Page 10of§

Figure 8.12 — Fee Code Detail by Payment Method Report
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FDP408 — FEE BY CLASS

The Fee by Class report lists the students who have a balance due by section. This report
includes section ID & period, course name & title, staff name and room name for the section
listed, and then a list of the students with a balance. For each student, it shows the
student’'s name and Perm ID, their grade and gender, and their total fees, total payments
and balance due.

This report can be filtered using the following settings on the Options tab:

Print | | Save Default | Reset Default | Email Me Status: Ready ‘ % \\
Report Interface e L |

Name: Fee By Class MNumber FDP408 Page Orientation: Portrait

Oplionsl Sort / OQutput ~ Conditions | Selection  Advanced

Section Q|
Section ID
Period Range
W _ v
Fee Filters Q|
Include Students With No Balance
Scope of Fees to include
Include fees for focus organization and focus ye
Fee Codes and Fee Categories can only be selected when 'Scope of Fees to Include' is set to 'Include fees for focus organization and focus
year'.
Fee Codes ]
Fee Codes‘_,
APF - Activity Programming BVEF - BV Ed Foundation Gift COURSE - Course Fee 13-14 FAMAP - Family Activity Pass
Fee 13-14 (..) (330 reg (...) BVH 13-14 BVH
FINES - Fines/Holds 13-14 IAAP - Individual Adult Activity LDLIBR - Lost/Damaged Library LDTEXT - Lost/Damaged Textbook
BVH Pass (...) Book 13-1 (...) 1314 BV (..)
LRF - Learning Resources MEALS - Meals - Minimum NEWS - Student Newspaper NSF - NSF Check Charge 13-14
13-14 BVH $30.00 13-14B () 13-14 BVH BVH
PAPROM - PTO After Prom PDON1 - PTO/PTA Invest in PMEM - PTO/PTA Membership ; :
13-14 BVH BVHS 13-14 () 13-14 BVH PRKFIN - Parking Fine 13-14 BVH
PRKPMT - Parking Permit PSAT - PSAT (10th and 11th STAP - Student Activity Pass TSF - Technology Supply Fee
13-14 BVH grades onl (...) 13-14 BV (...) 13-14 BV ()
YRBOOK - Yearbook 13-14
BVH
H Fee Categories @
Fee Categorye
Course Required Optional [_]School
PTO/PTA/Booster || Fines/Penalties Monthly [lInstallment
Meals Blue Valley Education Foundation

Figure 8.13 — Fee By Class Report Interface
e Section ID —includes only the selected section in the report.
e Period Range — includes only selected class periods in the report.

¢ Include Students With No Balance - includes the students who do not currently
own any fees in the report.

e Scope of Fees to Include - selects how the fees will be displayed and summarized.
The options include:

e Total fees for focus organization and focus year (school focused only)

e Total fees for focus organization and all years (school focused only)
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e Total fees for all organizations and focus year (district focused only)
e Total fees for all organizations and all years (district focused only)

Fee Code — only includes selected fee codes in the report. Fee codes are defined in
the School Fee Codes screen.

Fee Category— only includes selected fee categories in the report. Fee categories
are defined in the Fee Category Lookup Table.

t[""I "I' Hope High School Year 2013-2014

L.J Report FOP40E
Fee By Class

Secton ID Feriod | Cowrze ID Course Tie Staft Name Room Name

0140 i MA4D Algebra Il Aderson, Gordon 128

Student Hams Pamm ID Grd Gan | Balanca Dus Hotes

Adams, Billy A. 363314 11 M 32500

Baowser, Kathnyn .J. QIT454 10 F 510000

Calrera, Danlel C. 115459 10 M §10.00

Clark, Martha K. 101651 11 F 32500

ardner, Adam L. 9375 10 M 310,00

Jennings, Jacgueling E. 123020 10 F 510,00

John, Mildred E. 9O5845 11 F §25.00

Jonnson, Bobby E. 163812 11 M 32500

McPeck, Joshiua A 901999 10 M 310,00

Miker, Sieve R ‘883061 11 M §25.00

Modtensan, Matthew K. 901630 10 M 310,00

Mielsen, Robert J. JR 9B1TAT 10 M 310,00

Rohde, Jack 5. a8aTa1 11 M 52500

Wambaldt, Albert R. 903451 10 M §10.00

Ward, JenniferL. 87407 11 F 32500

Whipple, Frances E. 901345 10 F 310,00

Primied by Admin User at 1000472013 3:38 PM Edupcint 2choo| District Fage 2 of 1272

Figure 8.14 — Fee By Class Report
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FDP412 — FEeS COLLECTED DETAIL

The Fees Collected Detail creates a detailed report of fees paid by students for different fee
categories. A total of all fees paid is included at the end of the report. This report is for the
school in focus, and is broken down by fee code, then by payment method. It includes the
fee category, a description of the fee, the fee amount, the student the fee was assigned to,
and their student id.

This report can be filtered using the following settings on the Options tab:

Print | | Save Default | Reset Default | Email Me | Status: Ready | % \‘
T
Report Interface (SEEL
Name: Fees Collected Detail Number FDP412 Page Crientation: Portrait
1 Oplion5| Sort / Qutput | Conditions | Selection  Advanced
Payment Methods ("]
Payment Method g,
Cash Check Credit/Debit Card E-Check Send E-Check Receive
P st E-Check E-Check NSF ACH NSF ACH Receipted at DO
: : : ; Dropped Course Credit Card Send
Bankruptcy Fee Adj Collections Fee Adj Disaster Displaced FefiG TEETET
el Gard Recene Fee Amt Adjustment Fund Transfer Insufficient Funds Not Purchased
Prior Year Reversal Prorated Discount - ADM WDFFIO'a'e” BREeeiiil= Receipted at DO Send Transfer
Recelve Transfer AGJREtume“ Property Fe€ ) ranster Adjustment uncollectible
Fee Filtters Q|
Payment Date
-
Scope of Fees fo Include
Include fees for focus organization and focus ye +
Fee Codes and Fee Categories can only be selected when 'Scope of Fees to Include' is set to 'Include fees for focus organization and focus
year'
Fee Codes "]
Fee Code[J
| APF - Activity Programming BVEF - BV Ed Foundation Gift COURSE - Course Fee 13-14 FAMAP - Family Activity Pass
Fee 13-14 () ($30req () BVH 13-14 BVH
IFINES - Fines/Holds 13-14 [Cl1aAP - Individual Adult Activity [ LDLIBR - Lost/Damaged Library [ LDTEXT - Lost/Damaged Textbook
BVH Pass () Book 13-1 () 13-14BV ()
LRF - Learning Resources MEALS - Meals - Minimum NEWS - Student Newspaper NSF - NSF Check Charge 13-14
13-14 BVH $30.00 13-14 B (...) 13-14 BVH BVH
PAPROM - PTO After Prom PDON1 - PTO/PTA Invest in PMEM - PTO/PTA Membership . .
13-14 BYH BVHS 13-14 () 13-14 BVH PRKFIN - Parking Fine 13-14 BVH
PRKPMT - Parking Permit PSAT - PSAT (10th and 11th STAP - Student Activity Pass TSF - Technology Supply Fee
13-14 BVH grades onl (_..) 13-14 BV () 13-14 BV ()
YRBOOK - Yearbook 13-14
B\H
H Fee Categories A ]
Fee Categorye
Course Required Optional [ School
PTO/PTA/Booster | Fines/Penallies Monthly L!Installment
Meals Blue Valley Education Foundation

Figure 8.15 —Fees Collected Detail Report Interface

Payment Method — select the payment types that will be included in the report.

Payment Date — includes payments for a particular date or date range. The dates
must be entered in MM/DD/YY format or they can be selected by clicking on the
Calendar & button. If left blank, the default date range is the current school year.
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e Scope of Fees to Include - selects how the fees will be displayed and summarized.
The options include:

o Total fees for focus organization and focus year (school focused only)
e Total fees for focus organization and all years (school focused only)

e Total fees for all organizations and focus year (district focused only)

e Total fees for all organizations and all years (district focused only)

e Fee Code - only includes selected fee codes in the report. Fee codes are defined in
the School Fee Codes screen.

e Fee Category— only includes selected fee categories in the report. Fee categories
are defined in the Fee Category Lookup Table.

Edu . -
Edupocint School District Year 2013-2014
Fees Collected Detail Report: FDP412
o
— From: To: - All Orgs. - All Years
Fee Code Fee Description FullYear Fee Category
Student Name Perm ID Payment Trans ID Payment Date Amount
Method
Adams Elementary
BND Jazz Band Fee 2013-2014 BUS
Zamarripa, Jenna A_ 116796 Check 4 09/09/2013 950.00
Total: 950.00
BUS1 Out of District Transportation 2013-2014 BUS
Youvella, Ann L 1580786 Cash B 09/09/2013 550.00
Zamaripa Enrique, Thomas 150613 Check 5 09/09/2013 10.00
E
Total: 560.00
MUS Instrument Rental 2013-2014 T
Aaron, lan 129442 Check 1 02/25/2014 15.00
Aaron, lan 129442 Cash 2 03252014 2500
Total: 40.00
TRP Field Trip 2013-2014 BUS
Aaron, lan 129442 Cash 2 037252014 5.00
Total: 5.00
Adams Elementary Total: 1,555.00
Printed by Admin User at 10/04/2013 417 PM Edupsint School District Page 1of 2

Figure 8.16 — Fees Collected Detail Report
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FDP414 — COURSE FEES COLLECTED DETAIL

The Course Fees Collected Detail creates a detailed report of course fees paid. A total of all
fees paid is included at the end of the report. This report is for the school or district in focus,
and is broken down by department and payment method. It includes the course, the student
the fee was assigned to, and their student id.

This report can be filtered using the following settings on the Options tab:

Print | ‘ Save Default | Reset Default | Email Me | Status: Ready | Em @.
Report Interface Gl gy

Name: Course Fees Collected Detail Mumber: FDP414 Page Orientation: Portrait

0ptions| Sort / Qutput | Conditions = Selection  Advanced
Fee Filters @
Payment Date

-

Currently, the report can only show seven payment methods at one time.

Payment Method e, b
Cash Check Credit/Debit Card E-Check Send E-Check Receive
Money Order/Cashier's

Check E-Check E-Check NSF ACH NSF ACH Receipted at DO
; ; ; ; Dropped Course Credit Card Send
Bankruptcy Fee Adj Collections Fee Adj Disaster Displaced e Heheas
Credit Card Receive Transfer [| Fee Amt Adjustment Fund Transfer Insufficient Funds Not Purchased
Prior Year Reversal Prorated Discount - ADM WDFérorated EEL= Receipted at DO Send Transfer

Returned Property Fee
Adj

Figure 8.17 —Course Fees Collected Detail Report Interface

Receive Transfer Transfer Adjustment Uncollectible

o Payment Date — includes payments for a particular date or date range. The dates
must be entered in MM/DD/YY format or they can be selected by clicking on the
Calendar & button. If left blank, the default date range is the current school year.

¢ Payment Method — select the payment types that will be included in the report.

Note: The FDP414 report can only accommodate seven payment
methods headings across the report. If no payment method filters are
selected, only the first seven payment methods will show on the report.
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Edyj i
Hope High School Year 2013-2014
Course Fees Collected Detail Report: FDP414
oo po—
— From: To:
Cash Check Credit/Debit
Hope High School
Department FS - Family and Consumer Sciences
Course Title FS41 - Culinary Arts 1
Wemer, Jason M. 891204 15.00
Wilbur, Stephen R. 889452 15.00
Willhelm, Andrew M. 902994 15.00
Winn, Joan E. 903655 15.00
Wolf Black, Juan C. 904967 15.00
Woodbury, Kenneth B. B74256 15.00
Course Totals: 30.00 45.00 15.00
Printed by Admin User at 10/04/2012 4:40 PM Edupint School District Page 10f2

Figure 8.18 — Course Fees Collected Detail Report
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FDP415 — STUDENT FEE AGING LIST

The Student Fee Aging List creates a detailed report of fees that are past due, divided by
the period that the fee is overdue. The report includes the student, their school, and the
overdue amount. This report is broken down by fee code. The students who have overdue
fees are listed alphabetically under the fee code. Overdue amounts and totals are listed at
the end of every fee code list and grand totals are listed on the last page of the report.

This report can be filtered using the following settings on the Options tab:

Print | ‘ Save Default | Reset Default | Email Me Status: Ready ‘ % @
Report Interface el 48

Name: Student Fee Aging List Number FDP415 Page Orientation: Landscape

0ption5| Sort / Qutput ~ Conditions  Selection | Advanced

Configuration ]
As Of Date
10/01/2013

Past Due Aging Periods @

Please enter the day(s) past due for each of the aging periods.

Period 1 Period 2 Period 3 Period 4
0 0 0 0

Figure 8.19 —Student Fee Aging List Report Interface

e As of Date — includes fees up to a particular date. The date must be entered in
MM/DD/YY format or it can be selected by clicking on the Calendar & button. The
default date is the current school year.

o Past Due Aging Periods — select the payment types that will be included in the
report.
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Hope High School Year: 2013-2014
Student Fee Aging List Report: FDP415
As Of Date: 10/4/2013
[ Hope High school |
[ a8 Lab Materials |
Transaction — PFastDue

Name Perm ID  Course Date Fee Amount 0 Days 30 Days 60 Days 90 Days  Total Due
Adair, Timothy 5. 888621 1V42013 25.00 25.00 25.00
Adams, Billy A 880314 1V42013 25.00 25.00 25.00
Adams, Sean B. 877340 F341 - Culinary Arts 1 1V42013 15.00 15.00 15.00
Allen, Elizabeth 888018 1V42013 25.00 25.00 25.00
Allen, Ruby D. 888116 1V42013 25.00 25.00 25.00
Allen, Tammy 801831 1V42013 25.00 25.00 25.00
Allred, David A. 888126 1V42013 25.00 25.00 25.00
Alnas. Kelly M. 868707 1V42013 25.00 25.00 25.00
Alonso. Raymond G. 820153 1V42013 25.00 25.00 25.00
Amiri, Margaret M. 871884 10/04/2013 25.00 25.00 25.00
Anderson, Marie 8868734 F541 - Culinary Arts 1 10/04/2013 15.00 15.00 15.00
Arellane, Liza R. 004050 F541 - Culinary Arts 1 10/04/2013 15.00 15.00 15.00
Armenta, Brian A 003042 10/04/2013 25.00 25.00 25.00
Amow, Wayne M. 873840 FS41 - Culinary Arts 1 10/04/2013 15.00 15.00 15.00
Ashoor, Carl S. 873507 10/04/2013 25.00 25.00 25.00
Baker, Michael 1. 072425 10/04/2013 25.00 25.00 25.00
Balls, Richard A. 163180 10/04/2013 25.00 25.00 25.00

Printed by Admin User at 10/04/2013 4:51 PM Edupaint School District Page 1 of 69

Figure 8.20 — Student Fee Aging List Report
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FDP416 — STUDENT FEE DAILY DEPOSIT

The Student Fee Daily Deposit lists the totals for all payment types that have been received
on an individual day. This report is broken down by payment type and date. If a date range
is selected, all the dates are totaled as well.

This report can be filtered using the following settings on the Options tab:

Print | | Save Default | Reset Default | Email Me Status: Ready | % @
Report Interface L.

Name: Student Fee Daily Deposits MNumber: FDP416 Page Orientation: Landscape

_Optionsl Sort / Output | Conditions | Selection  Advanced |
Group box (&

Payment Date

-

FEE416 is limited to showing 9 Payment Methods across the report. If no Payment Method filters are selected, only the first 9 Payment Methods will
show on the report.

Payment Method e
Cash Check Credit/Debit Card E-Check Send
E-Check Receive Money Order/Cashier's Check || E-Check E-Check NSF
ACH NSF ACH Receipted at DO Bankruptcy Fee Adj Collections Fee Adj
Disaster Displaced Dropped Course Refund Credit Card Send Transfer || Credit Card Receive Transfer
Fee Amt Adjustment || Fund Transfer Insufficient Funds Mot Purchased
Prior Year Reversal || Prorated Discount - ADM Prorated Discount - WDR Receipted at DO
Send Transfer Receive Transfer Returned Property Fee Adj L Transfer Adjustment
Uncollectible

Figure 8.21 —Student Fee Daily Deposit Report Interface

o Payment Date — includes payments for a particular date or date range. The dates
must be entered in MM/DD/YY format or they can be selected by clicking on the
Calendar & button. If left blank, the default date range is the current school year.

¢ Payment Method — select the payment types that will be included in the report.

Note: The FDP416 report can only accommodate nine payment
methods headings across the report. If no payment method filters are
selected, only the first nine payment methods will show on the report.
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Eduj i
Hope High School Year 2013-2014
Student Fee Daily Deposits Report: FDP416
et
— Date Range: To:
| Hope High School
Date Cash Check Credit/Debit Total
10/03/2013 5.00 88.00 80.00 173.00
10/04/2013 75.00 105.00 25.00 205.00
Totals: B80.00 193.00 105.00 376.00
Grand Totals: 80.00 193.00 105.00 37800
Printed by Admin User at 10/04/2013 4:58 PM Edupaint School District Page 1of1

Figure 8.22 — Student Fee Daily Deposits
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FDP417 — COURSE FEE TOTALS LIST

The Course Fee Totals List creates a detailed report of fees for each course. The Fees are
divided alphabetically by department and then by course. The report includes the total fees
assessed for the course, the total amount of fees waived, the payment totals, the total
amount of fees refunded, and the total current balance for the course. There is also a grand
total of all these amounts on the last page of the report.

This report can be filtered using the following settings on the Options tab:

Print | | Save Default ‘ Reset Default | Email Me Status: Ready | % @
Report Interface Gl 4

Name- Course Fee Totals List Number FDP417 Page Orientation: Portrait

Il 0ptions| Sort / Output ~ Conditions | Selection  Advanced

Configuration (]
Paymeﬂt Date

-
Figure 8.23 —Course Fee Totals List Report Interface

¢ Transaction Date — includes fees for a particular date or date range. The dates
must be entered in MM/DD/YY format or they can be selected by clicking on the
Calendar 7 button.

Edupoint i
= Hope High School Year. 20132014
Course Fee Totals List Report: FOP417
Sttt
==
Hope High School
| Department: FS
Course Fee Amount Waivers Met Payments Refunds  Net Payments Balance
FS41 - Culinary Arts 1 2010.00 0.00 2010.00 135.00 0.00 135.00 1675.00
FS42 - Culinary Arts 2 600.00 0.00 600.00 30.00 0.00 30.00 570.00
Totals: 2610.00 0.00 2610.00 165.00 0.00 165.00 2445.00
Grand Totals: 2610.00 0.00 2610.00 165.00 0.00 165.00 244500
Frinted by Admin User at 10/11/2013 10:45 AM Edupoint School District Page 10f 1

Figure 8.24 — Course Fee Totals List Report
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FDP418 — STUDENT FEE REFUND PAID LIST

The Student Fee Refund Paid List creates detailed individual reports of all fees refunded to
students. This report includes the student refunded, the date of the refund, the fee code,
fee category, a description of the fee, the refund amount, the refund code, reason, and the
grand total of refund issued.

The system filters the report using the following settings on the Options tab:

Print ‘ | Save Default | Reset Default | Email Me Status: Ready | Em !
Report Interface i) |

Name: Student Fee Refund Paid List Mumber. FDP418 Page Orientation: Portrait

Oplion5| Sort / Qutput ~ Conditions  Selection Advanced

Student Info Q)
Student ID
Last Name First Name Middle Name
Grade
W _ WA

Fee Filters (]
Refund Code ez

Refund Refund Refund Refund (Credit Credit Card Send Dropped Course Check Send
(Check) (E-Check) (ACH) Card) Transfer Refund Transfer Waived

Minimum Refund Amount

Refund Date

-

Scope of Fees to Include
Include fees for focus organization and focus ye v

Fee Codes and Fee Categories can only be selected when 'Scope of Fees to Include' is set to 'Include fees for focus organization and focus

year'
[Fee Codes @)
Fee Codes‘_,
APF - Activity Programming BVEF - BV Ed Foundation Gift COURSE - Course Fee 13-14 FAMAP - Family Activity Pass
Fee 13-14 () ($30req( ) BVH 13-14 BVH
FINES - Fines/Holds 13-14 IAAP - Individual Adult Activity LDLIBR - Lost/Damaged Library LDTEXT - Lost/Damaged Textbook
BVH Pass (...) Book 13-1 (...) 13-14 BV (..)
LRF - Learning Resources MEALS - Meals - Minimum NEWS - Student Newspaper NSF - NSF Check Charge 13-14
13-14 BVH $30.00 1314 B (...) 13-14 BVH BVH
PAPROM - PTO After Prom PDON1 - PTO/PTA Invest in PMEM - PTO/PTA Membership
13-14 BVH BVHS 13-14 () 13-14 BVH PRKFIN - Parking Fine 13-14 BVH
PRKPMT - Parking Permit PSAT - PSAT (10th and 11th STAP - Student Activity Pass TSF - Technology Supply Fee
13-14 BVH grades onl (...) 13-14 BV (...) 13-14 BV ()
YRBOOK - Yearbook 13-14
BVH
” Fee Categories (&)
Fee Categorye
Course Required Optional [ School
PTO/PTA/Booster || Fines/Penalties Monthly [Installment
Meals Blue Valley Education Foundation

Figure 8.25 — Student Fee Refund Paid List Report Interface

o Student Info — select an individual student or group of students based on the Perm
ID, Last Name, First Name, Middle Name, or Grade. For example, if grade 12 is
selected the report prints an individual report for each student in grade 12.

o Refund Code — only includes selected refund codes in the report. Refund codes are
defined in the Refund Code table.
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e Minimum Balance Amount — the minimum amount refunded to be included on the
list. If the minimum balance is $100, then only students who were refunded more
than $100 will be included in the report.

o Refund Date — includes refunds for a particular date or date range. The dates must
be entered in MM/DD/YY format or they can be selected by clicking on the Calendar
button. If left blank, the default date range is the current school year.

e Scope of Fees to Include - selects how the fees will be displayed and summarized.
The options include:

o Total fees for focus organization and focus year (school focused only)
e Total fees for focus organization and all years (school focused only)

e Total fees for all organizations and focus year (district focused only)

e Total fees for all organizations and all years (district focused only)

e Fee Code — only includes selected fee codes in the report. Fee codes are defined in
the School Fee Codes screen.

o Fee Category- only includes selected fee categories in the report. Fee categories
are defined in the Fee Category Lookup Table.

E[“ﬁ' Hope High School Year 20132014
Student Fee Refund Paid List Report: FDP418
_ All Orgs. - All Years

Refund
Student Name Perm ID Grade Fee Code D iptis Refund ID Date Refund Code Amount

Abbott, Billy C. 005483 12 BK Lost Book: Algebra Il 10/03/2013 MEEDS VALUES $35.00
Grand Total $35.00

Printed by Admin User at 10/11/2012 10:50 AM Edupoint School District Page 1of1

Figure 8.26 — Student Fee Refund Paid List Report
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FDP601 — FEES COLLECTED SUMMARY

The Fees Collected Summary creates a report of total fees paid by fee code. A total of all
fees paid is included at the end of the report. This report is for the school in focus. If the
focus is on the district, the report includes all school in the district.

This report can be filtered using the following settings on the Options tab:

Print ‘ ‘ Save Default | Reset Default | Email Me Status: Ready | E&] ‘!
Report Interface QP

Name: Fees Collected Summary HNumber: FDP601 Page Orientation: Portrait

0ptions| Sort / Output = Conditions | Selection = Advanced

Payment Methods Q)
Payment Method et
Cash Check Credit’/Debit Card E-Check Send E-Check Receive
Money Order/Cashier's Check || E-Check E-Check NSF ACH NSF ACH Receipted at DO
Bankruptcy Fee Adj Collections Fee Adj Disaster Displaced Dropped Course Refund [_] Credit Card Send Transfer
Credit Card Receive Transfer | Fee Amt Adjustment Fund Transfer Insufficient Funds Not Purchased
Prior Year Reversal Prorated Discount - ADM Prorated Discount - WDR |_| Receipted at DO Send Transfer
Receive Transfer Returned Property Fee Adj [[] Transfer Adjustment Uncollectible
Fee Filters Q)

Payment Date

-

Scope of Fees o Include
Include fees for focus organization and focus ye

Fee Codes and Fee Categories can only be selected when 'Scope of Fees to Include' is set to 'Include fees for focus organization and focus year'.

[Fee Codes Q
Fee CudeH
APF - Activity Programming Fee || BVEF - BV Ed Foundation Gift _ ~ FAMAP - Family Activity Pass 13-14
1314 () (S30req () COURSE - Course Fee 13-14 BVH BVH
= _ IAAP - Individual Adult Activity LDLIBR - Lost/Damaged Library LDTEXT - Lost/Damaged Textbook
FINES - Fines/Holds 13-14 BVH " 5 Book 13.1 () 1314 BV ()
LRF - Learning Resources MEALS - Meals - Minimum $30.00 [INEWS - Student Newspaper 13-14
13-14 BVH 13-14B( ) BVH NSF - NSF Check Charge 13-14 BVH
PAPROM - PTO After Prom PDON1 - PTO/PTA Invest in BVHS L IPMEM - PTO/PTA Membership .
13-14 BVH 1314 () 13-14 BVH PRKFIM - Parking Fine 13-14 BVH
PRKPMT - Parking Permit 13-14 I PSAT - PSAT (10th and 11th STAP - Student Activity Pass 13-14 TSF - Technology Supply Fee 13-14
BVH grades onl () BV () BV ()
YRBOOK - Yearbook 13-14 BVH
Fee Categories (6]
Fee Category e
Course Required Optional [ School
PTO/PTA/Booster || Fines/Penalties Monthly L lInstallment
Meals Blue Valley Education Foundation

Figure 8.27 —Fees Collected Summary Report Interface

Payment Date — includes payments for a particular date or date range. The dates
must be entered in MM/DD/YY format or they can be selected by clicking on the
Calendar & button. If left blank, the default date range is the current school year.

Payment Method — select the payment types that will be included in the report.

Scope of Fees to Include - selects how the fees will be displayed and summarized.
The options include:

o Total fees for focus organization and focus year (school focused only)
o Total fees for focus organization and all years (school focused only)
e Total fees for all organizations and focus year (district focused only)

o Total fees for all organizations and all years (district focused only)
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o Fee Code - only includes selected fee codes in the report. Fee codes are defined in
the School Fee Codes screen.

o Fee Category- only includes selected fee categories in the report. Fee categories
are defined in the Fee Category Lookup Table.

= Edupoint School District Year 2013-2014
Fees Collected Summary Report: FDP601
= From: To: - All Orgs. - All Years

Organization Name

Fee Code Fee Description Fullvear Fee Category Amount

Adams Elementary

BND Jazz Band Fee 2013-2014 BUS 950.00
BUS1 Out of District Transportation 2013-2014 BUS SE0.00
MUS Instrument Rental 2013-2014 TXT 40.00
TRP Field Trip 2013-2014 BUS 5.00

Total: 1,555.00

Hope High School

BK Book Damages 2013-2014 TXT 85.00
LAB Lab Materials 2013-2014 LAB 145.00
LKR Locker Damages 2013-2014 LER 13.00
PE Gym locker 2013-2014 GYM 60.00
YBK Year Book 2013-2014 YBK 70.00
Total: 378.00

Grand Total: 1,933.00

Printed by Admin User at 10/07/2013 12:48 PM Edupoint School District Page 1of 1

Figure 8.28 — Fees Collected Summary Report
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FDP602 — FEe CoDE BY PAYMENT METHOD

The Fee Code by Payment Method creates a report of all payments made. This report is
broken down by payment method.

This report can be filtered using the following settings on the Options tab:

Print ‘ ‘ Save Default | Reset Default ‘ Email Me Status: Ready ‘ % Q

Report Interface > Wi

Name: Fee Code by Payment Method Summary Number: FDP602 Page Orientation: Portrait

0ptions| Sort / Output = Conditions = Selection = Advanced

Payment Methods Q)
Payment Method et

Cash Check Credit/Debit Card E-Check Send

E-Check Receive Money Order/Cashier's Check || E-Check E-Check NSF

ACH NSF ACH Receipted at DO Bankrupicy Fee Adj Collections Fee Adj

Disaster Displaced Dropped Course Refund Credit Card Send Transfer || Credit Card Receive Transfer

Fee Amt Adjustment | Fund Transfer Insufficient Funds Not Purchased

Prior Year Reversal || Prorated Discount - ADM Prorated Discount - WDR Receipted at DO

Send Transfer Receive Transfer Returned Property Fee Adj || Transfer Adjustment

Uncollectible
Fee Filters Q|

Payment Date
-

Scope of Fees to Include
Include fees for focus organization and focus ye

Fee Codes and Fee Categories can only be selected when 'Scope of Fees to Include' is set to 'Include fees for focus organization and focus year'.

[Fee Codes Q

Fee Codes el
APF - Activity Programming Fee [IBVEF - BV Ed Foundation Gift

COURSE - Course Fee 13-14 BVH BVEIAMAP - Family Activity Pass 13-14

13-14 () (530 req (..)
~ . IAAP - Individual Adult Activity LDLIBR - Lost/Damaged Library LDTEXT - Lost/Damaged Textbook
FINES - Fines/Holds 13-14 BVH ) Book 131 () 1214 BV ()
LRF - Learning Resources MEALS - Meals - Minimum $30.00 NEWS - Student Newspaper 13-14
13-14 BVH 1314 B () BVH NSF - NSF Check Charge 13-14 BVH
PAPROM - PTO After Prom PDON1 - PTO/PTA Invest in BVHS PMEM - PTO/PTA Membership . .
13-14 BVH 1314 () 13-14 BVH PRKFIN - Parking Fine 13-14 BVH
PRKPMT - Parking Permit 13-14 || PSAT - PSAT (10th and 11th STAP - Student Activity Pass 13-14 TSF - Technology Supply Fee 13-14
BVH grades onl {._) BV () BV ()
YRBOOK - Yearbook 13-14 BVH
Fee Categories Q@
Fee Category Qe
Course Required Optional [_] School
PTO/PTA/Booster | Fines/Penalties Monthly [Installment
Meals Blue Valley Education Foundation

Figure 8.29 —Fee Code by Payment Method Report Interface
¢ Payment Method — select the payment types that will be included in the report.

e Payment Date — includes payments for a particular date or date range. The dates
must be entered in MM/DD/YY format or they can be selected by clicking on the
Calendar & button. If left blank, the default date range is the current school year.

e Scope of Fees to Include - selects how the fees will be displayed and summarized.
The options include:

o Total fees for focus organization and focus year (school focused only)
o Total fees for focus organization and all years (school focused only)

o Total fees for all organizations and focus year (district focused only)
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e Total fees for all organizations and all years (district focused only)

o Fee Code — only includes selected fee codes in the report. Fee codes are defined in
the School Fee Codes screen.

o Fee Category- only includes selected fee categories in the report. Fee categories
are defined in the Fee Category Lookup Table.

Eelui 1] 1
o Hope High School Year 20132014
Fee Code by Payment Method Summary repor: Forsoz
— From: To: - All Orgs. - All Years
Organization Mames
Payment Method Payment Amount Count
Adams Elementary
Cash 580.00 3
Check 975.00 3
Total 1,555.00 &
Hops High School
Cash 80.00 E
Check 192,00 10
CredtDenlt 105.00 3
Tofal 37.00 19
Grand Total 1.933.00 5
Printed by Admin User at 10072043 12:53 PM Edupcing School Diistrict Page 1of1
Figure 8.30 —

Fee Code by Payment Method Report
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Chapter Nine:
SETTING SECURITY

In this chapter, the following topics are covered:
» School Fee Codes Security

» Student Fees Security

» Fees Reports Security
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Security for each of the screens discussed throughout this manual is defined by two
options: the PAD Security screen and the Security Definition screen. Both of these
screens are found under Synergy SIS > System > Security. How each of these screens
work and how security is defined is covered in detail in the Synergy SIS - Security
Administrator Guide. This chapter outlines where the security for each part of each
student information-related screen may be defined in the Security Definition screen.

ScHOOL FEe CODES SECURITY

The entire School Fee Codes screen, found under Synergy SIS > Fees - Direct Payment >
Setup, is controlled by this security node:

K12.Feelnfo.Setup.SchoolFee

School Fee Codes («
School: Hope High School Fulvear: 2010-2011
| Fee Cndesl
Fee Total Type
Total fees for all years and all arganizations v
School Fee Codes Add ]
I' - D 0 0 0 0
BK Book Damages CRS v GLO0O1-0114
BUS Football Transportation SPT b, 10,00 GLO0O01-0214
LAB Lah Materials CRS b GLO001-0114
LKR Locker Damages LKR b 5.00) GLO001-0314
PCRS Fayment for Course Fees CRS b
PLER Fayment for Locker Fees LKR b
PSPT Fayment for Sports Fees SPT b

Figure 9.1 — School Fee Codes Screen

Edupoint Proprietary and Confidential 133



Fees Direct Payment Mode - Administrator & User Guide Chapter Nine

STUDENT FEES SECURITY

The entire Student Fees screen, found under Synergy SIS > Fees, is controlled by the
node:

K12.Feelnfo.StudentFee

Student Fees [
Sudent Mame: AbDott, [y O,  Bohoot Hope Hgh Sehool B Aosiee  Hiwernen 111
Famia | Hiatory
Last Mama Firgl Mama Middke Mame  Sulis  Perm D =g IZarer
\bsoit Bily c | 305443 12 w Mada
Frees Payments Balance Fiee Tolal Type
ﬁ.[l] FE- (i1} 56500 Talal fees for locus organzaton and year -

Tam Cover: Graat Ex 5.0 F500 T

E o L
Eluezon @ Bk » | Book Camages $6.00) 3000 Pay ~
Eloizeon @ (uwF w | derseyizhors fee 510,00 51000 5FT w [ @Fer B5 - Basketsall
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Figure 9.2 — Student Fees Screen

The following security nodes do not provide a visible change in security on the screens:
e K12.Feelnfo.StudentFeeUl
o K12.Feelnfo.SIFStudentFee

e K12.Feelnfo.StudentFeeSummary

FEES REPORTS SECURITY

While report security options are available under the Security Definition screen, it is
recommended to use only the PAD tree security to control access to reports.
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