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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) 
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CONVENTIONS USED IN THIS MANUAL 
 

Bold Text Bold Text - Indicates a button or menu or other text on the screen to 
click, or text to type. 

 

Tip – Suggests advanced techniques or alternative ways of 
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. 
 

mailto:support@edupoint.com
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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 ►
 Setting up Optional Fees ►
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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 
Enrollment 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   
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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 
Method 

No Yes 

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 
List 

No Yes 

Reports – List   
Fees Collected Summary No Yes 
Fee Code by Payment 
Method 

No Yes 

 
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. 
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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 Category,  
• 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.FeeInfo > Fee Category. 
The Fee Category lookup table displays. 

 
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. 

• 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. 

• 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. 

• Description – the name of the Fee Category. 
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• 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. 

5. Click Save. 

 

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

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

3. Select the Fee Refund Code table. 

 

 
Figure 1.2 – Fee Refund Code Lookup Table 

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. 

• 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. 

• 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. 

• Description – the name of the Fee Refund Code. 

• 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. 

6. Click Save. 
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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.  
 

1. Navigate to Synergy SIS > System > Setup. 

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

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

4. Select the Fee Waiver Reason table. 

  
Figure 1.3 – Fee Waiver Reason Lookup Table 

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

6. 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.  
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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. 
 

1. Navigate to Synergy SIS > System > Setup. 

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

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

4. Select the FRM Code table. 

  
Figure 1.4 – FRM Code Lookup Table 

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

6. Enter the appropriate values in the new row. 

• 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. 

• 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. 

• Description – the name of the FRM Code. 

• 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. 
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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 
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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. 

 
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. 

 
Figure 1.6 – District Setup Screen 

2. Select the System tab and scroll to the Other Options group box. 

3. In the Fee Total Type field, select how the fees are displayed and summarized. The 
options include: 

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

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

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

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

4. Click Save. 
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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. In the District Fee Model field, select Direct Payment. 

 
Figure 1.7 – District Fee Options Screen – District Fee Model field 

3. Click Save. 

Setting Proration Options 
1. On the Options tab of the District Fee Options screen, scroll down to the 

Proration Options group box. 

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

2. Click the Enable Automated Fee Proration checkbox. 

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

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

• Terms Completed – prorated based on the course terms the student 
completed. 

• 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 Fixed Proration Percentage field. 

4. In the 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.  

• 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. 

• 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. 

• 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: 

• None – no proration of course fees. 

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

• Terms Completed – prorated based on the course terms the student 
completed. 

• 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 Enrollment 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 Enrollment Fee Proration Method field 

 
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 enrollment in the 
school in the Enrollment Fee Proration Method field. The options include: 

• None – no proration of enrollment fees. 

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

• Terms Completed – prorated based on the school terms the student 
completed. 

• 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 school. If selected, set the percentage in 
the Fixed Proration Percentage field. 

3. In the 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 Enrollment 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. 

 
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 FDP415 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. 

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

2. Enter the days past due in each period field.  

3. 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. 

 
Figure 1.12 - District Fee Options, Caps tab 

2. Select the Caps tab. 

3. Click Add. A new row appears in the Fee Caps grid. 

4. Enter the School Year for the cap. 

5. Enter the Cap Amount for the year. 

6. Click Save. 
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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. 

 
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.   

6. Select a Deposit Type from the column. 

7. Select a Payment Method from the next column. 

8. Click Save. 

  



Chapter One        Fees Direct Payment Mode - Administrator & User Guide 

Edupoint Proprietary and Confidential 25 

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. 

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

 
Figure 1.14 – District Fee Options screen – Online Payment tab 

3. Select the Enable Online Payments option. 

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

5. 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. 

6. Click Add. A blank row displays in the Online Payment Configuration grid. 

7. Fill in the fields in the Online Payment Configuration grid. 

• Enable Fee System – check to enable the fee system. 

• Fee System Type – selects which fee system provider to use from all 
available fee system. 

• Display Name – the name of the fee system displayed to users. 

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

• Fee System URL – the secure fee processing web address provided by the 
fee system provider. 

• Fee System ID – the ID assigned to your district by the fee system provider. 

• 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. 

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

• Password is Set – indicates if a password is set for this provider. 

• 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. 

 
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.  

 
Figure 1.16 – District Fee Codes screen 

2. Click Add. The District Fee Detail screen displays.  

 
Figure 1.17 – District Fee Detail screen 

3. Enter the appropriate values on the screen. 

• 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 list. 
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• 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 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.  

• 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 - 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. 

• 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.  

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

• 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. 

• 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 - 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. 

• 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. 

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

• 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. 

  



Fees Direct Payment Mode - Administrator & User Guide Chapter One 
 

30 Copyright© 2013 Edupoint Educational Systems, LLC 

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.   

Updating Fee Codes from the District 
1. Navigate to Synergy SIS > Fees – Direct Payment > Setup > District Fee Codes. 

The District Fee Codes screen displays. 

 
Figure 1.18 – District Fee Codes screen 

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

 
Figure 1.19 –Update School Fee Codes screen 

3. Select the type of fees to update with the District fee code information. 

4. Select the School Types to update. You must select at least one School Type.  

5. Select any schools that should be included or excluded from the school types 
selected.   

  

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

7. 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.  

 
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. Go to the District Fee Options screen, found under Synergy SIS > System > 
Setup. 

 
Figure 1.21 - Focus Selection 

2. Select the focus school year. 

 
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. 

 
Figure 1.23 – School Fee Opt-In screen 

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

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

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

5. Click Save. The District Fees Codes appear on the School Fee Codes screen. 
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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. 

 
Figure 1.25 – School Fee Codes screen 

2. Click Add. The School Fee Detail screen displays. 
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Figure 1.26 – School Fee Detail screen 

3. 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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• 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. 

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.  

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

 
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 

• 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. 

• Fee Description – the name of the Fee Code. 



Chapter One        Fees Direct Payment Mode - Administrator & User Guide 

Edupoint Proprietary and Confidential 37 

• 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 - 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. 

• Family Cap - indicates that this fee will count 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 - 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. 

• 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.  

1. Go to the School Fee Codes screen, found under Synergy SIS > Fees - Direct 
Payment > Setup. 

 
Figure 1.29 – School Fee Codes Screen 

2. 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. 
 

 
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. 

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

 
Figure 1.31 – ParentVUE and StudentVUE School Configuration 

3. Click Chooser. The Fees Chooser screen displays. 
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Figure 1.32 – Fees Chooser screen 

4. 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. 

 
Figure 1.33 – School Course Fees tab - School Course screen 

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

• Fee Description – the name of School Fee Code. 

• Amount - the standard price for this fee. This amount can be edited here.  

• 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. 

• 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 ►
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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  

  

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

• The district fee must be active in the current year. 
• The district fee must be marked as a mandatory fee. 
• The district fee cannot be marked as an enrollment fee. 
• The school type that the district fee is assigned to must be the same 

as the school types that can select the course.  

1. Navigate to Synergy SIS > Course > District Course. 

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

  
Figure 2.1 –Course Fees tab - District Course screen 

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

 
Figure 2.2 – Fees Chooser screen 

4. Find and select the appropriate fees for this course.  

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

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

 
Figure 2.3 – District Course screen – Show Detail 

2. Edit the fees information.  

 
Figure 2.4 – School Course screen - School Course Fees 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. 
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• 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. 

• 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.  

• 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. 

3. Click the Save button. When a school opts into the course, the district defined 
course related fees appear on the School Course Fees tab. 
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ASSIGNING FEES TO A SCHOOL COURSE 
Adding a Fee to a School Course 

1. Navigate to Synergy SIS > Course > School Course. 

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

  
Figure 2.5 – School Course Fees tab - School Course screen 

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

 
Figure 2.6 – Fees Chooser screen 

4. Find and select the appropriate fees for this course.  

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

6. Click Save.  
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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.  

 
Figure 2.8 – District Course screen – Show Detail 

2. Edit the fees information.  
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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 Assign Fees. The 
Mass Assign Fees screen displays.  

 
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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3. Set the date that you would like these fees assigned in the Transaction Date field. 

4. 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: 

• 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. 

• 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. 

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

6. 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. 

 
Figure 2.11 – School Fee Chooser screen 

8. Find and select the appropriate fees to mass assign.  

9. Click the Select button. The optional fees are added to the Fee Codes grid on the 
Mass Assign Fees screen. 
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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 12th 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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Figure 2.13 – Student Chooser screen 

11. Find and select the appropriate student.  

12. Click the Select button. The students are added to the Students grid on the Mass 
Assign Fees screen. 
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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. 

 
Figure 2.15 – Job Status screen 
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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.  
 

 
Figure 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. 
 

 
Figure 2.18 – Confirmation message 
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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. 

 
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. 

 
Figure 2.21 – Student Fees Payment screen – Fee Information 

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

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

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

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

• 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 ►
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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 > FDP409 - 

Course Fee Synchronization. The FDP409 Report Interface displays. 

 
Figure 3.1 – FDP409 Report Interface, Options tab 

2. 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. 

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

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

5. 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. 

 

 
Figure 3.2 – Job Results Files 

9. Click on the log to view the fees that were synchronized. 
 

 
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 > FDP409 - 

Course Fee Synchronization. The FDP409 Report Interface displays. 

2. Select the Advanced tab. 

 
Figure 3.4 – FDP409 Report Interface, Advanced tab 

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

4. 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. 

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 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. 

 
Figure 3.5 – FDP410 Report Interface, Options tab 

1. 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. 

2. Enter a Perm ID to run the process for a specific student, or leave the field blank to 
process all 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 a Program Waiver Fee 
Synchronization file and a Program Waiver Fee Synchronization Log. 
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Figure 3.6 – Job Results Files 

5. Click on the log to view the fees that were synchronized. 

 
Figure 3.7 – Program Waiver Fee Synchronization Log 
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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. 

 
Figure 3.8 – FDP410 Report Interface, Advanced tab 

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

4. 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. 

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  
Enrollment 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 
Enrollment Fee Synchronization assigns enrollment 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. 

 
Figure 3.9 – FDP411 Report Interface, Options tab 

2. Select an As Of Date, which is the date you would like to assign the enrollment 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 Enrollment Fee 
Synchronization file and an Enrollment Fee Synchronization Log. 

 
Figure 3.10 – Job Results Files 

5. Click on the log to view the fees that were synchronized. 



Chapter Three        Fees Direct Payment Mode - Administrator & User Guide 

Edupoint Proprietary and Confidential 69 

 
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. 

 
Figure 3.12 – FPD411 Report Interface, Advanced tab 

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

4. 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. 

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. 

 
Figure 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. 

2. Select the Advanced tab. 

 
Figure 3.14 – FDP419 Report Interface, Advanced tab 

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

4. 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. 

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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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 Detail 
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.  

 
Figure 4.1 – Student Fees screen – Show Detail button 

4. 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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Figure 4.2 – Student Fees screen - Fee Detail 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 on the Fee Detail tab. 

Paying an individual fee using Quick Pay 
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. 
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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. 

 
Figure 4.4 – Student Fees Quick Payment screen – Payment Information  

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

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

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

 
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. 

 
Figure 4.7 – Student Fees screen – Quick Payment button 

 

 
Figure 4.8 – Student Fees screen – Quick Payment button 

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

5. Click Apply Payments to Fees. The payment is reflected in the Payments column 
of the Student Fees group box. 
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6. Click Pay Fees. A confirmation box displays stating that the fee has been paid and 
indicating the transaction ID number. 

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

 

 
Figure 4.10 – 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. 
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Figure 4.11 – Student Fees Quick Payment screen – Print Receipt button 

 

 
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.  

 
Figure 5.1 – Student Fees screen – Show Detail button 
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Figure 5.2 – Student Fees screen – Fee Detail tab - Waiver Information  

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

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

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

 
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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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 enrollment 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. 

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.  

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

 

4. In the 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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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.  

 
Figure 5.7 – Student Fees screen – Show Detail button 

4. In the 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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Figure 5.8 – Student Fees screen – Fee Detail tab - Refund Information 

6. 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. 

 
Figure 6.1 - Fee Deposit screen 

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

 
Figure 6.2 - Fee Deposit Add screen 

3. Enter the Deposit Date. 

4. Enter the Deposit Time. 

5. Click Save.  
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Figure 6.3 – Fee Deposit screen 

 

6. Click Load Payments. All unprocessed payments marked for manual deposit 
display in the Payments grid.  

 
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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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.  

 
Figure 6.5 – Job Status screen, confirmation message 

  

12. Click OK. The FDP420 – Fee Deposit report displays. 
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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. 

 
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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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. 

 
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 Aging List ►
 FDP416 – Student Fee Daily Deposit ►
 FDP417 – Course Fee Totals List ►
 FDP418 – Student Fee Refund Paid List ►
 FDP601 – Fees Collected Summary ►
 FDP602 – Fee Code by Payment Method ►
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 TO 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. 



Fees Direct Payment Mode - Administrator & User Guide Chapter Eight 
 

102 Copyright© 2013 Edupoint Educational Systems, LLC 

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: 
 

 
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. 

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

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

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

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

• 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. 

 
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.  

 
Figure 8.3 – Student Fee Profile Report Interface 

• 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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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: 
 

 
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  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: 

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

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

• 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. 

 
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: 
 

 
Figure 8.7 – Student Fee Collection List Report Interface 

• 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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• 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. 

• 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.  

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

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

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

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

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

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

• 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. 
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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: 

 
Figure 8.9 – Student Fee Collection List Report Interface 

• 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. 

• 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.  

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

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

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

• 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. 

 

  
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: 
 

 
Figure 8.11 –Fee Code Detail by Payment Method 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. 

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

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

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

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

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

 

 
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: 
 

 
Figure 8.13 – Fee By Class Report Interface 

• Section ID – includes only the selected section in the report. 

• 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. 

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

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

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

• 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. 

 
 

 
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: 

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

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

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

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

• 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. 

 

 
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: 

 
Figure 8.17 –Course Fees Collected Detail 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.  

  

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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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: 
 

 
Figure 8.19 –Student Fee Aging List Report Interface 

• 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. 

• Past Due Aging Periods – select the payment types that will be included in the 
report.  

 



Fees Direct Payment Mode - Administrator & User Guide Chapter Eight 
 

122 Copyright© 2013 Edupoint Educational Systems, LLC 

 
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: 
 

 
Figure 8.21 –Student Fee Daily Deposit 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.  

  

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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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: 
 

 
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  button. 

 

 
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: 
 

 
Figure 8.25 – Student Fee Refund Paid List Report Interface 

• 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. 

• Refund Code – only includes selected refund codes in the report. Refund codes are 
defined in the Refund Code table. 
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• 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.  

• 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. 

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

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

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

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

• 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. 

 

 
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: 
 

 
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: 

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

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

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

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

  
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: 
 

 
Figure 8.29 –Fee Code by Payment Method 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. 

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

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

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

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

 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.FeeInfo.Setup.SchoolFee 
 

 
Figure 9.1 – School Fee Codes Screen 
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STUDENT FEES SECURITY 
 
The entire Student Fees screen, found under Synergy SIS > Fees, is controlled by the 
node: 
 

K12.FeeInfo.StudentFee 
 

 
Figure 9.2 – Student Fees Screen 

 
The following security nodes do not provide a visible change in security on the screens: 

• K12.FeeInfo.StudentFeeUI  

• K12.FeeInfo.SIFStudentFee  

• K12.FeeInfo.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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