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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 documentation. The
original Fees guide was broken into
two separate guides for each mode.
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CONVENTIONS USED IN THIS MANUAL

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

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

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

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

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

BEFORE YOU BEGIN

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

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

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

Copyright© 2013 Edupoint Educational Systems, LLC
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Chapter One:

OVERVIEW & SETTING UP FEES

In this chapter, the following topics are covered:

vVvyyvyvyywyy

Overview of Fees

Defining Lookup Tables

Configuring District Fee Options

Configuring Payment Services

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 Standard fee mode.

Feature Standard fee mode Direct Payment fee mode

Basic Features

Add Fees Yes Yes
Update Fees Yes Yes
Delete Fees Yes Yes
School Fees Code Setup Yes Yes
Mass Assign Fees Yes Yes
Group Fees Yes Yes

Advanced Features

Fee Proration No Yes
Fee Waivers No Yes
Fee Refunds No Yes
School Course Fees No Yes
Enroliment Fees No Yes
Family Fee Caps No Yes
District Fee Code Setup No Yes
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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
Enroliment Fee Sync No Yes
Family Fee Cap Sync No Yes
Reports — Individual
Student Fee Profile Yes Yes
Student Fee Receipt No Yes
Reports — List
Student Fee List Yes Yes
Student Fee Collection List No Yes
Student Fee Refund List No Yes
Fee Code Detail by Payment No Yes

Method
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Fee by Class No Yes
Fees Collected Detail No Yes
Course Fee Collected Detail No Yes
Student Fee Aging List No Yes

Student Fees Daily Deposit

Course Fees Totals List No Yes
Student Fees Refund Paid No Yes
List

Reports — List

Fees Collected Summary No Yes
Fee Code by Payment No Yes
Method

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

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

The Fee Category table must be setup in Synergy SIS before you configure the rest of the
fees options.

Setting up the Fee Category table

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

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

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

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

< & [

= nds st resty | & G w@

Lookup Table Definition =
Lookup Table Maintenance Q
bKi2 Name Fee Category Namespace Ki2Feelnfo Locked N
P K12 Accommodation .
P K12 Accommodation Setup Use Code as the State Code - all values reported to staie will be used from the lookup code and not evaluate to the State Code unless the Staie Code is non-blank for a given value
b K12 Addressinfo Lookup Values | T (5]
P K12 Attendancelnfo
b K12AZSAIS x 9‘ %‘ %‘ 9{ %‘ 9| $| = =
S 1 PAY P C
P K12CACALPADS et
P K12 CA CBEDS 2 ACT Activity Based Fees -
P K12 CareerPlan 3 CRS Course Related Fees v
b K12 Census

v

b K12C 4 ENR Enroliment Based Fees
P K12.CourseHistoryinfo 5 oPT Optional Fees M
P K12 Courselnfo 5 SCH School Related Fees b

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.

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

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

o Description — the name of the Fee Category.

e Other SIS - used to import data during the conversion process from another
student records system. This field is optional. Enter any code used in the old
system in this column.
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e The State Code, Alt Code 3, and Alt Code SIF are not used in this table. The
checkbox at the top of the table Use Code as the State Code is not used either.

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

5. Click Save.

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

The following items should be configured at the district level.

e Disable fee check during No Show process

e District Fee Total Type

e District Fee Model

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.

District Setup

District Sefup

—- e
[SIFT]

Options p | TeacherVUE | Labels =Auto-Sequence | Reports | Waivers = Mobile Apps

Enrollment Options Q@

New Student Add Type Permanent ID Update Type
Synergy b Genesis update of permanent ID b

[¥] Allow "No Show"
[ Disable "No Show" Outstanding Fee Error

[vIRequire Summer Withdrawal Code/Date For "No Show"
[v] Do Not Clear Summer Withdrawal Code and Date
["1Show SASIxp Enrollment History

[ validate SASIxp Enroliment History

[¥]Show Emergency Contact as Lookup

[¥]Show User Code As Lookup

[[1Show User Num As Lookup

[]Show Advanced Options On Inactivate Student

[v] Delete Course Requests on No Show and Inactivate

Enroliment Date Validation
Must be within school calendar (including weekends and holidays as valid dz |~

NOTE: All enroliment and attendance dates are validated at runtime by all reports and
processes that require the school calendar. Changes fo this field do not initiate a retroactive
validation

[] Exit Programs/Services On Student Inactivation
[C]Auto-Generate Needs Transactions
[C]Suppress Needs With Expired Programs
Default Needs Exit Code

Default ELL Exit Code

Default SPED Exit Code

Figure 1.2 — 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.

Menu | :3:; | Save | Undo | Status: Ready | @ Eﬁ]"?f
District Setup

District Setup

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

Other Options

Discipline Type Incident Violation Display District Group History Filter

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

lcon b Genesis update of badge numb ¥

Disable Unique State Number Adult ID Update Type

Allow Negative Seat Totals

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

7] Enable historical tracking of staff in sections
Disable Section Locking
Auto Assign District Staff To Schools

Validate Student Classes
Show Warning and Allow Data to be Saved if Student Classes Overlap v

Student Profile Report Release Statement [ Q@

Figure 1.3 — District Setup Screen
Select the System tab and scroll to the Other Options group box.

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

o Total fees for focus organization and focus year (school focused only)
e Total fees for focus organization and all years (school focused only)
o Total fees for all organizations and focus year (district focused only)
e 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. Inthe District Fee Model field, select Standard.

‘ |;3_-':J|I Sawve I Undo |
District Fee Options

| Options I Online Payments
District Fee Model
\Standard| be|

Standard ul

Direct Payment

Figure 1.4 — District Fee Options Screen — District Fee Model field

3. Click Save.
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.

e 50| e | | | 2 5500
District Fee Options =

(%]

Ji  |UMBACH ¥ UMBACH

Figure 1.5 — District Fee Options screen — Online Payment tab
Select the Enable Online Payments option.

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

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

Fill in the fields in the Online Payment Configuration grid.

Enable Fee System — check to enable the fee system.

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.

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.

Copyright© 2013 Edupoint Educational Systems, LLC
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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.

| ;5:,‘ |I Save I Undo | Status: Ready | & EE‘D ‘3@‘
ParentVUE and StudentVUE Configuration
| PVUE Configuration | Activation Key Configuration = Contact / Privacy = Contact | Course Requests = Email = Languages
Parent Active Modules (|| Student Active Modules &) =
[v] Attendance [v]Attendance
[v] Course Request [v]Course Request (3
Course Request Edit Option Course Request Edit Option 1
Editable v Editable v
[#] Current Schedule [v]Current Schedule
[¥] Discipline [V] Discipline
[#] Conference [/] Conference
[¥] Grade [Vl Grade
[¥] Gradebook [ Gradebook
[¥] Course History [[]Course History
[[THealth Visits [THealth Visits
[¥] Health Conditions [[1Health Conditions
[¥] Health Immunizations [“]Health Immunizations
[¥] School Information [[1School Information
[¥] District Information [v] District Information
[7] Digital Locker [[] Digital Locker
[¥] Streams [¥] Streams
["] Special Ed [[]Special Ed o

Figure 1.6 — 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 SCHOOL FEES

Once you define the fee categories and configure 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 - Standard > Setup > School Fee Codes. The
School Fee Codes screen displays.

2. In the Fee Total Type field, select how the fees will be displayed and summarized.
The options include:

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

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

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

Note: The School Fee Total Type does not override the Fee Total Type
set at the district level. If the Fee Total Type is changed at any school, it
only changes it at that particular school, not at the district level.

3. Click Add.
[Menuv] &35 |m undo_| Status: Ready | & Eﬁj:@@
School Fee Codes ClE & B
School: Hope High School FullYear: 2011-2012
Fee Codes |
Fee Total Type &
Total fees for focus organization and focus ¥
School Fee Codes | 2dd JO
x = B 2 i &
BDI Band Instrument Rental SPT b 50.00 E
BDL Band Locker SPT b 10.00
BDU Band Uniform SPT b 25.00
BUS Sports Transportation SPT b 2500
CBK Course Required Text Book CRS b 15.00
CLB Course Required Lab Fee CRS ¥ 15.00
CLS Club Shirts ACT he 10.00
CLT Club Travel Costs ACT b 10.00
CMP Student Assigned Computer (netbook) Deposit SCH he 150.00
CSP Course Reqguired Supply Fee CRS Byt 15.00
DBK Damage Fine - Book SCH b 15.00
DCE Damage Fine - Computer Equipment SCH b 150.00
DCR Damage Fine - Classroom SCH b 45.00
DLK Damage Fine - Locker SCH b 20.00 |
FTB Field Trip - Band| |sPT v 10.00 <

Figure 1.7 — School Fee Codes screen — Standard model

4. Enter the appropriate values in the new row.

Copyright© 2013 Edupoint Educational Systems, LLC



Chapter One Fees — Standard Mode Administrator & User Guide

e 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.

o Fee Description - the name of the School Fee Code.

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

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

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

5. Click Save.

Caution: Be sure to include a payment type for each category of fees
so that the fees and payments balance correctly. For example, if one of
the categories used at the school is Course, add a School Fee Code for
Payment of Course Fees.

School Fee Codes

School Hops High Schoel Furves, 20102011

Foe Codes |
Fee Total Type

Total faes for all years and all organizations %

School Fee Codes Ax |

= Foe Dsceipton = [ o Covgony. < | row mmou. — Gemesal L oages Accors |
Bk Book Damages CRS
gl BUS Football Transportation SPT
&l L Lab Malurials CRS
w—
ol LKR Locker Damages LR
PCAS CRE
| PLR LR

=)

GBLOOD1-0114
1000 GLODD1-0214
GLOOD1-0114
5.00| GLOOOT-0314

L IERERES (3 YK

El!-l ] ]
FEEE &

Figure 1.8 - Payment Fee Codes

Edupoint Proprietary and Confidential 19




Fees — Standard Mode Administrator & User Guide Chapter One

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. Parents and students can pay the optional fees or
purchase the items through the ParentVUE and StudentVUE portals.

ill
Calendar y
Hope High School (949-555-1212) Summary
Attendance
Fee Summary
Class Schedule Balance that you owe: $712.50
112
Bk Date Fee Code Description Fees Payments Fee Category Course
Course History 111572011 | CBK Book Damages $5.00 Payment
Course Request 01/12/2012  CBK Lost Book: $45.00 Textbook
Algebrall
JEHITE 03101/2012  CBK Book Damage: $15.00 Textoook
P Invisiole Man -
spilled drink
SRR I 03108/2012  CBK torn 55.00 Textoook
Health 03/08/2012 CBK Damage Textbook
Report Card 0313012012 LAB Lab Materials $12.00 Textbook AG31 - Animal Sci
03/30/2012 | LAB Lab Materials $35.00 Textbook EM46 - Prin Eng Il
School Information
05/01/2012 BUS Fieldtrip §10.00 (BUS)
Student Info Transportation
e toiah 05/04/2012  BDI Band Instrument $50.00 Sports
05/04/2012 BDU Band Uniform $25.00 Sports
05/04/2012 BDL Band Locker $10.00 Sports
05/09/2012 BUS Sports $25.00 Sports
Transportation
05/09/2012 LAB test $500.00 (BUS)

Totals: $732.00 $5.00

Figure 1.9 — ParentVUE Fees — Standard 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.

Menu~¥ 1’5‘;73‘ save | Undo || add || pelete | smus_REadJ & %@@
ParentVUE and StudentVUE School Configuration &

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

PVUE Configuration = Course Requests Iﬂptionsl

Display Options (&)
Select the staff who will receive emails for demographic updates (will be shown in ParentVUE)
Staff 4 E-Mail
School Optional Fees Chooser
: ode pe Des ptio mo E its
BUS 4= iFoleaH Transportation $25.00 Unlimited purchasing v

Figure 1.10 — ParentVUE and StudentVUE School Configuration

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

Chooser

Find Criteria

EEEAIE RSB AIRN

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

| Search Results |

Find Result

4BDI Band Instrument Rental

ABDL Band Locker

<|BDU Band Uniform

“IBUS  |Sports Transportation

]CBK Course Required Text Book

=CLB Course Required Lab Fee

Selected Items

Yearbook

Ticket - Homecoming

Ticket - Graduation

Ticket - Prom

Ticket - Sports Event

Field Trip - Band

Student Assigned Computer (netbook)
JCMP heposit

CSP Course Required Supply Fee

| 9IDBK  |Damage Fine - Book

[ [IDCE  |Damage Fine - Computer Equipment
[ 1IDCR  |Damage Fine - Classroom

| “IDLK  |pamage Fine - Locker

Field Trip - Senior Graduation
Field Trip - Sports

Club Shirts

Club Travel Cosis

Parking Pass

Figure 1.11 — Fees Chooser screen
Find and select the appropriate optional fee types for your school.

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

§|Im Undo ‘ Add ‘ Delate‘
~ ParentVUE and StudentVUE School Configuration

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

Status: Ready |@ %Q@
» ﬁ ﬁﬁ %

PVUE Configuration  Course Requests 0pti0ns|
Display Options (®]
Select the staff who will receive emails for demographic updates (will be shown in ParentVUE)

Stafl 4 E-Mail

School Optional Fees Chooaer

CLS(- Club Shirts 10.00

[ Il doite  cub Travel Costs  [10.00 1
| | | EIFTB¢ Field Trip - Band 1000

]| FIFTC 4= Field Trip - Course 10.00

Unlimited purchasing

Un\lmlted purchasing v

Unlimited purchasing

VA TPR 4= Ticket - Prom 100.00 Unlimited purchasing

2]
] EI TSP 4= Ticket - Sports Event  |10.00
4

LY BK e Yearbook 25.00

Unlimited purchasing

’T EFTGe gigggtﬁ,;semm 1000 Purchase can be made once a school year

[ EFrs«  Fiela Trip - Sports 10.00 Unlimited purchasing v
PKPQ- Parking Pass 2500 Unlimited purchasing b
SL.Jq- Jsa‘ﬁ(ré? Eereaan 4500 Unlimited purchasing o
| Estie  Sports Letterman Leter|10.00 Unlimited purchasing v
,?m GD @ Ticket - Graduation 10.00 Unlimited purchasing he
10 ITHC+  Ticket - Homecoming | 100.00 Unlimited purchasing e
l_

l_

li

Unlimited purchasing »

Figure 1.12 — School Course Fees tab - School Course screen

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

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

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

e Frequency - 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 en Mass

» Assigning Fees to an Individual
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ASSIGNING FEES EN MASS

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.

Mass assigning a fee

Note: This process only runs while focused at an individual school. It does
not run when focused on the district level. Only school-based fees are
available for mass assignment.

1. Navigate to Synergy SIS > Fees - Standard > Mass Assign Fees. The Mass
Assign Fees screen displays.

Status: Ready | @ Eﬁj :“;'.f“
Mass Assign Fees |

Mass Assign |
Action Transaction Date

Assign Fees| v|09/25/2013 Mass Assign Fees

Process Validation (| Student School Processing %]
Mass Assign Input Validation Rules 7| Apply fees changes to students in their home school
Transaction Date / Fee Code / Mass Assign Indicator (Default) 9 Apply Tees changes to students in concurrent schools
Note [E5]

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

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

Students that meet the selection criteria will have the fee codes applied to them.
If no selection criteria is provided, the fee codes changes will be applied to all the students.
Select Students By &)
Gender GradeH
3 09[40 141 [C12

Courses [ Chooser |
75| Line |
Students [ Chooser |
55 [ Line] | | |

Figure 2.1 — Mass Assign Fees screen
In the Action field, select either to assign or un-assign fees.
Set the Transaction Date. This is the date the system assigns these fees.

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

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

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

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

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

7. Click Chooser. The Chooser screen displays.

Chooser
Find Criteria @
Fee Code Fee Description Fee Category '
w
Add Selected Row(s) > | Add Al Row(s) > |
| Search Result |
Find Result @] Selected ltems Qf -
| = B |
BDI Band Instrument Rental  |SPT
" lBUS Sports Transportation SPT
CBK  Course Required Text Book CRsS L RO L DEET Shl
CLB Course Required Lab Fee CRS I BDU Band Uniform SPT

Figure 2.2 — School Fee Chooser screen
Find and select the appropriate fees to mass assign.

Click Select. The optional fees display on the Fee Codes grid on the Mass Assign
Fees screen.
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Chapter Two
Status: Ready ‘ @ % :‘;::!
Mass Assign Fees l

| Mass Assign |
Action Transaction Date

Assign Fees| ¥ |09/25/2013 Mass Assign Fees

Process Validation (9| Student School Processing Q)

Mass Assign Input Validation Rules

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

Note [EH @

/| Apply fees changes to students in their home school

Apply fees changes to students in concurrent schools

1. Select Fee Codes

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

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

2. Student Selection Criteria

Schools must have the selected fee code.

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

Select Students By

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

Figure 2.3 — 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 the Chooser button in either the Courses or
Students group boxes.

Tip: You can make multiple filter selections. When you select a
combination of filter options, they act as “AND” selections, such as males

AND 12™ graders.

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

Chooser
Find Criteria @
Perm ID Last Name First Name Middle Name  Suffix Grade Gender

Add Selected Ron(s) > | | Add Al Row(s) >> |

Search Results |
Find Result

(1] loos483Abbott B\IIy

Douglas Male Male
Ruth A 11 emal 1| “la73gssAdams  Howard Todd 12 Male 3
N W11 10 Szl (1| los2as7iAguirre ason  Koerner 12 Male
waldeck icholas R 12 Maje [l losarzaBarcus  Kenneth Joseph 11 Male
Waldie Donna  Jo 10 emal
Walker  Angela  Kristine 10 |[Femal 1| i148738Bames  Wanda 10 Femal
Walker LawrenceWilliam 11 Male ’?'_6 910222 Castillo Heather 12 [Femal

Walker Randy G 10 Male m| 7 Castillo Steve M 11 Male
Wallace  Andrew K 10 Male ] CenatiempoShawn S 10 Male
paser Bonnie. .Anne 10 emil Davis Susan  Michele 10 Femal
Walsh angeiil: OB Fcirial Davis Mark  Jerome 1 |Male
Walsh Doris  |[Franziska 10 emal

Walsh  |Russell P 10 Male L - Garza ohn'_|M 0 Male
WaltemeyerPaula acquelyn 12 emal | 12 Gardner  |RaymondL 12 Male
Walter Paul Samuel 12 |Male | 13 Ipsen Anthony [Robert 10 |Male
\Walz Donald E 1 Male Ibarra Mark  Alejandro 12 Male
Wamboldt Albert R 10 Male Wallace ohnny I 10 Male
Wamboldt |Mary L 12 [Femalg] e Leigh > Femal

Wamsley |Deborah Dawn 11 emal

Figure 2.4 — Student Chooser screen
11. Find and select the appropriate student.

12. Click Select. The students display in the Students grid on the Mass Assign Fees
screen.
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Status: Ready | & Eﬁl ‘2%‘!
Mass Assign Fees [
Mass Assign I
Action Transaction Date
|Assign Fees ~|[0or2512013 Mass Assign Fees |
Process Validation (| Student School Processing (]
Mass Assign Input Validation Rules Apply fees changes to students in their home school
|Transact\0n Date / Fee Code / Mass Assign Indicator (Default) V| [ Apply fees changes to students in concurrent schools
Note 55 @
1. Select Fee Codes Select the fee codes that will be applied to the selected students.
Fee Codes Chooser |G
74| Line|Fee Code Description Fee Category Fees
- . BDI Band Instrument Rental SPT $50.00
= “BDL Band Locker SPT $10.00
- =BDU Band Uniform SPT $25.00
2. Student Selection Criteria Schools must have the selected fee code.

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

Select Students By (]
Gender Gradee
b [Jog [C110 (0111 142

Courses Chooser | (@
Line|Course ID Course Title

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

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

Figure 2.5 — Mass Assign Fees screen

13. Click Mass Assign Fees. The Job Status screen displays the job’s process. When
the job is complete, a confirmation message displays and the fees appear on the
appropriate students’ Student Fee screen.

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

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

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

Figure 2.6 — Job Status screen

Copyright© 2013 Edupoint Educational Systems, LLC



Chapter Two Fees — Standard Mode Administrator & User Guide

Hope High Schoaol
Mumiber of Students Processed: 23 [ |

Mumiber of Fees Assigned Successfully: =
23 LS
Mumiber of Fees that Failed to be
Assigned: 0

(-

Figure 2.7 — Confirmation message
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ASSIGNING FEES TO AN INDIVIDUAL

Assigning a fee to a student

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

‘ ‘\‘9 @) '\’9 | :i:‘ “ e I Undo | Status: Ready | & Rﬂj:"’@
Student Fees CEd & B

Student Name: Abrigo, SEott School: Hope High School Status: Active  Homeroon

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

|Abﬂgo |Sco 1 ~i|Male ¥

First Name: Scott(60 - STRING] - (K12-Student-FirstMame) |
Fees Paymenis Balance Fee Tofal Type
$0.00 $0.00 $0.00 Total fees for all organizations and focus ye ¥

Student Fees | T [

x a a o & o
< ~ = = ~

]
5/14/2012 v -

Figure 2.8 — Student Fees screen — Add button
2. Find or scroll to the appropriate student record.
3. Click Add. A new row appears in the Student Fees grid.
4. Enter the appropriate information in the Fee Information group box.
e Transaction Date - the date on which the fee was assigned or incurred.

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

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

¢ Fee - the amount charged for this fee.
¢ Payments - a payment made for this particular fee.
e Balance - the remaining for this fee.

e Fee Category - 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.

e Notes - record any details or instructions related to this particular fee.
5. Click Save.
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Chapter Three:
ENTERING FEE PAYMENTS

In this chapter, the following topics are covered:
» Entering Payments
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ENTERING PAYMENTS

A payment can be recorded against a specific fee. It also can be recorded as a general
payment against the total balance.

Recording a payment to an individual fee

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

2. Find or scroll to the appropriate student record.

[wenur]| (D @ B :\Elﬂ‘ m:neml@%‘ﬁ“g
Student Fees Clon & E

Student Name: Abernathy, Bruce V. School: Hope High School Status: Active Homeroom:

Fecsl History = Fee System

Last Name First Name Middle Name _ Suffix__ Perm ID Grade Gender
[Abemathy [Bruce [Vaniee [879138 l12 v Mae v
Fees Payments Balance Fee Total Type

$60 00 $0.00 $25.00 |Total fees for all izations and focus ye "‘

AN— B
(“J 104032012 F|cBK ~ Book Damages 5$15.00 15) $15.00 TXT v
o
("] Flo404/2012 7| cBK ¥ Damage $15.00 TXT ¥ Fee: AFTR - After School Program
]
] ] 05/14/2012 @ F1G * Field Trip - Senior Graduation $10.00 $25.00 SCH v
Bo
"W 051512012 [P |LAB * Lab Materials $35.00 $60.00 CRS v

Figure 3.1 — Student Fees screen — Direct Payment model - Add button
Select the fee from the Student Fees grid.
Enter the amount of the payment received in the Payments column.
Click Save. The balance updates on the line item and on the student’s overall fee

information.
[vens]| @ @ P | &5 | s | ——— e T
Student Fees el & B
Student Name: Abernathy, Bruce V. School: Hope High School Status: Active Homeroom:
Fees | tistory Fee System
Last Name First Name Middle Name  Suffix Perm ID Graae Gender
Abernathy |Bruce Vanlee |879138 12 v |Maxe v
Fees Payments Balance [Fee Total Type
$75.00 $15.00 $60.00 JTotal fees for all organizations and focus ye
Student Fees Add Q|
isaction - |ree Code De ote
I Fo
04/03/2012 CBK ¥ Book Damages $15.00 $15.00] $0.0 v
mo :
04/04/2012  [P|CBK «|Damage $15.00 $15.00 TXT ¥ Fee: AFTR - After School Program
D Fo
Q5/1M201 27[:9 FTG ¥ Field Trip - Senior Graduation $10.00 $25.00 SCH v
|Ei[S)
1 05/15/2012 @ LAB ¥ Lab Materials $35.00 $60.00 CRS b

Figure 3.2 — Student Fees, Fee Added

Copyright© 2013 Edupoint Educational Systems, LLC



Chapter Three Fees — Standard Mode Administrator & User Guide

Recording a general payment

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

2. Find or scroll to the appropriate student record.

[venir]| D @ B :“;"ﬂ sttie esey | @ B §HQ
Student Fees b S

Student Name: Abernathy, Bruce V. School: Hope High School Status: Active  Homeroom:

Fees| History Fee System

Last Name First Name Middle Name _ Suffix _ Perm ID Grade Gender

[Abemathy [Bruce [vaniee [e79138 12 v vaie v

Fees Payments Balance Fee Total Type B

$75.00 $15.00 $60.00 IrTo!aI fees for all and focus ye V‘

] Fo
(R 04032012 [ cBK ¥ Book Damages 515.00 $15.00 $0.00[TXT v
CNEloanaz012 ) cax ¥ Damage $15.00 $15.00| PAY-Payment After School Program
| ACT-Activity Based Fees
CRS-Course Related Fees
C 0511412012 [P FTG ~|Field Trip - Senior Graduation $10.00 L | e
OPT-Optional Fees
LR 05152012 B LB * Lab Materials $35.00 k] SCH School siated Feas
SPT-Sports
TXT-Textbook
LN 5162012 ) ¥ Fee Payment $60.00 b

Figure 3.3 — Student Fees screen — Direct Payment model - Add button
3. Click Add. A row displays at the bottom of the Student Fees grid.
Enter the information for the payment in the row.

5. In the Fee Category, select the Payment option (if you have set a Payment option
up in the Lookup Tables.)

6. Click Save. The balance updates on the line item and on the student’s overall fee
information.

- =
[ens]| @ QDD | 5| _sove |_uo stonreney | & o §+0)
i -~
Student Fees P EE
Student Name: Abernathy, Bruce V. School: Hope High School  Status: Active Homeroom:
Full History = Fee System
Last Name First Name Middle Name _ Suffix  Perm ID Grade Gender
Abernathy [Bruce [Vaniee |s79138 12 v Male v
Fees Payments Balance [Fee Total Type
$75.00 $75.00 $0.00 Total fees for all izati and focus ye ¥
Student Fees Add (&)
D2 D 0
G
04/032012 [ cBK ~ Book Damages $15.00 $15.00| $0.00|TXT Vi
I EE)
041042012 [ cBK ¥ Damage $15.00 $15.00 TXT ¥ Fee: AFTR - After School Program
)
051412012 [P F1G ¥ Field Trip - Senior Graduation $10.00 $25.00{SCH V}
5
Hlosnsrzo1z [P LaB ¥ Lab Materials §35.00 $60.00|CRS b
5
051162012 [P FTG ¥ Fee Payment $60.00| S0 00fPAY v‘
|

Figure 3.4 — Student Fees, Fee Added
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Chapter Four:
VIEWING FEE & PAYMENT HISTORIES

In this chapter, the following topics are covered:

» Viewing Fee History

» Viewing Fee System Transactions
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VIEWING FEE HISTORY

The History tab of the Student Fees screen shows the student’s fees for all school and all
years. Each line item fee shows the transaction date, fee code, description, the fee, any
payments, fee category, notes, as well as the associated school and year.

Accessing the fee history

1. Navigate to Synergy SIS > Fees - Standard > Student Fees > History tab.

2. Find or scroll to the appropriate student record.

I | \‘D 'CD \)9 #£3] | | Save [ undo @3, . ‘ & Gy :q_
Student Fees

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

Il Fees IHislolyI Fee System

Last Name First Name Middle Name  Suffix Perm ID Grade Gender
[Abbott Billy lc | |905483 12 v Male v
Student Fees
i %[ l Description AI ,A[ Payments 3[ Fee Category @l ote | School 3{ r
I 03/01/2010 TXT Tom cover $5.00 _|mr |Hope High School  [2009-2010
030152010 TXT Payrment $£5.00/PAY Hope High School 2008-2010

Figure 4.1 — Student Fees History Screen

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 - Standard > Student Fees > Fee System tab.

2. Find or scroll to the appropriate student record.

| \(:() lC_D P}) :il) Save ‘ S dii | Quick Payment ‘ &/ ‘@ Status: Ready | Ee % “T‘?@
Student Fees

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

| Fees  Hisiory | Fee System |

Last Name First Name: Middle Name  Suffix ~ Perm ID Grade Gender
Abbott Bilty jc | |905483 12 v Male v
Fee System Transactions &)
: | e~ | : =[ree < = S 2l
I Aaron. Kathleen |BUS Sports Transportation 2500 (05/10/2012 12:39:52
I “Aaron, Kathleen |CBK Course Required Text Book 65.00 05/M10/2012 12:39:52
L clAaron, Kathieen  [BDI Band Instrument Rental 150.00 |05/10/2012 12:39:52
‘ Aaron. Kathleen |LAB Lab Materials 942.50 05M10/2012 12:39:52
Aaron. Kathleen |BDL Band Locker 10.00 [05/10/2012 12:39:52
Aaron. Kathleen |BDU Band Uniform 25.00 |05M10/2012 12:39:52
Aaron. Kathleen [BUS Sports Transportation 2500 05M10/2012 12:40:08
Aaron. Kathleen [CBK Course Required Text Book 165.00 05/10/2012 12:40.08
Aaron, Kathleen  [BDI Band Insirument Rental 50.00  |056/10/2012 12:40:08
Aaron, Kathleen  [BDU Band Uniform 2500 |05/10/2012 12:40:08
Aaron, Kathleen |BDL Band Locker 10.00 [05/10/2012 12:40:08

Figure 4.2 — Student Fees History Screen
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Chapter Five:
RUNNING REPORTS

In this chapter, the following topics are covered:
» Accessing Reports
» FEE201 — Student Fee Profile
» FEE401 — Student Fee List
» FEE402 — Student Fee Collection List
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Accessing Available Reports

The following reports are available in Standard mode:
e FEE201 — Student Fee Profile
e FEE401 — Student Fee List
e FEE408 — Fee by Class

To Access Reports
Navigating to Synergy SIS > Fees - Standard > Reports.
Click on the name of the report.
Select the options to be used in generating the report (listed in the following
sections.)

4. Click Print. The report displays as a PDF file, which you can then send to the
printer.

Note: For the purposes of this manual, only the report settings and
filters available on the Options tab of the report interface are detailed.
Additional options are available on the other report interface tabs. For
more information on the additional options on the report interface tabs,
please refer to the manual titled Synergy SIS — Query & Reporting
Guide.
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FEE201 — 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 Fee201 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:

Print | | Save Default | Reset Default | Email Me Status: Ready ‘ E&j 5

Report Interface

Name: Student Fee Profile MNumber: FEE201 Page Orientation: Portrait

| Optionsl Sort / Output ~ Conditions ~ Selection  Advanced

Student Info

Perm ID Gender
b
Last Name First Name Middle Name
Grade
v _ b«
Options

Sort and Display by Organization

Fee Filters

Transaction Date

B-

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

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

Fee Codes

Fee Code[ e,
BK - Book Damages || BND - Jazz Band Fee BUS - Football Transportation || BUS - Out of District Transportation
LAB - Lab Materials | | LKR - Locker Damages | | PE - Gym locker PKP - Parking Permit
YBK - Year Book

Fee Categories

Fee CategoryH
Lab Fee Payment Parking Permit [ Yearbook
Bus Transporiation [_| PE Locker || Locker Sporis
Textbook

Figure 5.1 — Student Fee Profile Report Interface

e 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.

e Sort and Display by Organization — sorts the report by school name.
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e Transaction Date — includes fees for a particular date or date range. The dates
must be entered in MM/DD/YY format or they can be selected by clicking on the
Calendar 7 button.

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

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

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

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

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

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

Edupsint

Hope High School
Student Fee Profile

Year 2012-2013
Report: FEE201

Payment Date Trans. ID

Payment Matnod  Payment Notz

Status Payment Amotnt

DE20/2012 19

cash

Successhul 5.00

5.00

11132012 BK
Trans. ID

Book Damages

0.00
Status Payment Amotnt

01/10/2013  BK
Trans. ID

Lost Book: Algebea I

45.00 0.00
Status Payment Amotnt

£0.00

50.00

_ Fees for all Schools - All Years

General Information
Student Name: Perm I0: Genger. Grade:

Abbott, Billy C. 905483 M 12

Refund
Date Fes Code  Description Mote Fess Payments  Waived Needed Refund Balance
11/06/2012  BK Tom Cover. Great 5.00 5.00 0.00
Expeciations

Totals: S0.00 500

£0.00

50.00

Frinted by Admin User ai 0%/Z5/2012 4:44 FM

Edupoint School District

Fage 1071

Figure 5.2 — Student Fee Profile Report
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FEE401 — STUDENT FEE LIST

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

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

Print | | Save Default | Reset Default ‘ Email Me Status: Ready | Eﬁ]

Report Interface SERE

Name: Student Fee List MNumber FEE401 Page Orientation: Portrait

Options | Sort / Qutput ~ Conditions Selection  Advanced
Student Info @
Grade

Fee Filters (@]

Transaction Date

-

Balances To Include
All Balances b

Scope of Fees to Include
Include fees for all organizations and all years | %

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

Fee Codes Q@
Fee Codes o/,
L APF - Activity Programming BVEF - BV Ed Foundation Gift COURSE - Course Fee BVH
414 - District Course Fee 1213 () (330 req () 1213
FAMAP - Family Activity Pass FINES - Fines/Holds 12-13 IAAP - Individual Adult Activity LDLIBR - Lost/Damaged Library
12-13 BVH BVH Pass () Book 12-1 ()
LDTEXT - Lost/Damaged Textbook [ |LRF - Leaming Resources MEALS - Meals - Minimum NEWS - Student Newspaper
1213 BV (..) 12-13 BVH $30.00 1213 () 12-13 BVH
NSF - NSF Check Charge 12-13 PAPROM - PTO After Prom PDON1 - PTO/PTA Donation PMEM - PTO/PTA Membership
BVH 12-13 BVH (575 suggeste (...) 12-13 BVH
. . PRKPMT - Parking Permit PSAT - PSAT (10th and 11th STAP - Student Activity Pass
PRKFIN - Parking Fine 12-13 BVH 12-13 BVH grades onl () 12-13BV ()
TSF - Technology Supply Fee YRBOOK - Yearbook 12-13
1213 BV (...) BVH
Fee Categories @
Fee CalegoryH
Course Required [ Optional School [ PTO/PTA/Booster
Fines/Penalties [ Monthly Installiment | IMeals ["|Blue Valley Education Foundation

Figure 5.3 — Student Fee Profile Report Interface

o 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.

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

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

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

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

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

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

Edupmint i
dupa Hope High SChDD| Ve 20122013
Student Fee List Regort: FEEAQ1
e X
T Fees for Hope High School - 20422013
Shdenl Hame Pemn |0 Gerder  Grale Told Fees  Told Paymenks Tokd Walved Redrd Heeded  Tolal Redrds Balare
Aoos b, Jobn A, 150265 Male 1" ZES00 om 12500 oo [:1:] 10000
Aonia, lerreh o, oz Male o =00 [<1:a] 17857 o0oo 1] HE43
Alair, Alan WL 71625 Male 1" =000 0m 15000 oo oo 10
Afar, Dlare N. = e TS Female 10 3200 0m 22557 oo oo .43
Adalr, Tmoky 2. === Male " 24500 [<1:a] 15000 o0oo 1] D500
Adams, Aber| L. ===T Male " 24300 000 15000 0o 0o =00
Alams, Bruce 142724 Male o 24500 [<1:a] 15000 o0oo 1] D500
Alams, Lary A. === Male 1" 24500 0m 15000 oo oo 9500
Alams, MarinG. =763 Male 1" 27000 0m 15000 oo oo 12000
Adams, Tkphen J. oiEzz Male o 5500 [<1:a] 15000 o0oo 1] 10500
Alamskl, Alan i 12035 Male 0 25500 000 15000 0o 0o 105m
Alkirs, Ryan . 240 Male o 24500 [<1:a] 15000 o0oo 1] D500
Auio, Bobby J. 4302 Male o 5500 [<1:a] 15000 o0oo 1] 10500
AUl Caroync. el Female 10 25500 0m 15000 oo oo 10500
Aullar, Skphen A, =387 Male 1" =000 0m 15000 oo oo 1m0
Aguime, Mary R 95235 Female " 26500 000 15000 0o 0o nsm
Ads o, Jak M. =811z Male 1" 24500 0m 15000 oo oo 9500
Az kom, Urda K. 120451 Female o 5500 [<1:a] 15000 o0oo 1] 10500
Alkchison, kaen L. ] Female o 5500 [<1:a] 15000 o0oo 1] 10500
HAcagawa, Adam H. 165923 Male 1" 3000 0m 15000 oo oo 16000
He, Jostea =IO Male 1" 24500 om0 15000 o0oo 1] D500
A, Arrea E. 02875 Female 10 35500 0m 15000 oo oo 0500
Aarcon, Frank 86651 Male 10 21500 0m 15000 oo oo 12500
Acaza , Byere 141655 Male o 00,00 [<1:a] 15000 o0oo 1] 150,00
Acama  BREre A, 141517 Male 0 25500 000 15000 0o 0o 105m
Ader, Brerdal. ETEED Female o 25500 om0 15000 o0oo 1] 10500
Aexarder, Jomph ). 01625 Male o Zzm 700 15000 o0oo 1] Hsm
Ager, Phylls A l4ses Female 10 25200 0m 15000 oo oo 10200
Alen, Aaron LJR ) Male 1o 3200 om 15000 oo oo 16200
Alen, Ardrea S0H134 Female 0 25200 000 15000 0o 0o 12m
Aler, Dorakd J. f=cE s} Male 10 25200 0m 15000 oo oo 10200
Alen, Blzabe h =] Female " 24500 [<1:a] 15000 o0oo 1] D500
Alen, Bgere G =T Male 1" 24500 0m 15000 oo oo 9500
Alen, Jeremy S, TG Male 1o 25200 om 15000 oo oo 0200
Alen, &I D, SO0 Female 0 25200 000 15000 0o 0o 12m
Alen, keren sateEn Female 1" 24500 0m 15000 oo oo 9500
Alen, Ruby b =116 Female " 24500 [<1:a] 15000 o0oo 1] D500
Alen, Zardra E. 01631 Female o Zzm [<1:a] 15000 o0oo 1] 12200
Aler, Tammy =0is3 Female 1o 25200 om 15000 oo oo 0200
Alenil, Dlare B. 015 Female o 25200 om0 15000 o0oo 1] oz
Alrder, Berdamin R. e=Tam Male 1" 24500 0m 15000 oo oo 9500
Allson, Keree b B k] Male 1" 27000 0m 15000 oo oo 12000
Alred, Dauld &, =126 Male " 24500 [<1:a] 15000 o0oo 1] D500
A, kelly ML WEETO7 Female " 24500 000 15000 0o 0o 2500
Horso, Raymord G, SE01SR Male 1" 7000 om0 15000 o0oo 1] 12000
As ko, Dowglas O, 0163 Male o =200 [<1:a] 15000 o0oo 1] oz
il Ay il

Figure 5.4 — Student Fee List Report
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FEE402 — STUDENT FEE COLLECTION LIST

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

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

Print | ‘ Save Default | Reset Default | Email Me Status: Ready ‘ % §

14

Report Interface il |
Name: Student Fee Collection List MNumber FEE402 Page Orientation: Landscape

Optionsl Sort / Qutput  Conditions  Selection | Advanced

Student Info )
Student ID
Last Name First Name Middle Name
Grade
v _ v
Fee Filters )
Transaction Date
-
Minimum Balance Amount Comments 55 G

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

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

Fee Codes (]
Fee Codes qq
: APF - Activity Programming BVEF - BV Ed Foundation Gift COURSE - Course Fee BVH
414 - District Course Fee 12-13 () (530 req () 12-13
FAMAP - Family Activity Pass FINES - Fines/Holds 12-13 IAAP - Individual Adult Activity LDLIBR - Lost'Damaged Library
12-13 BVH BVH Pass (...) Book 12-1 (...)
LDTEXT - Lost/Damaged Textbook [|LRF - Learning Resources MEALS - Meals - Minimum NEWS - Student Newspaper
12-13 BV (...) 12-13 BVH $30.0012-13(...) 12-13 BVH
NSF - NSF Check Charge 12-13 PAPROM - PTO After Prom PDONA1 - PTQ/PTA Donation PMEM - PTO/PTA Membership
BVH 12-13 BVH ($75 suggeste () 12-13 BVH
PRKPMT - Parking Permit PSAT - PSAT (10th and 11th STAP - Student Activity Pass
PRKFIN - Parking Fine 12-13 BVH 5 20 TEEREL ) 1212 BV ()
TSF - Technology Supply Fee YRBOOK - Yearbook 12-13
1213 BV () BWH
Fee Categories (]
Fee CalegoryH
Course Required Optional [_| School
PTO/PTA/Booster || Fines/Penalties Monthly [Installment
Meals Blue Valley Education Foundation

Figure 5.5 — Student Fee Collection List Report Interface

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

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

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

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

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

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

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

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

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

King High Schoal

Edupoint

Student Information

Student Fee Collection List
Fees for King High Schoal - 2012-2013

Year 20122013
Report: FEE402

Studert Name
Aaron, Harold N

Parant Information

Ferm |
965257

Gerder:
I

Grade
10

Parent Name:

Walker | Johnny

Fee Informat]

Horme Address:

1065V al Vista Dt
Mesa, &Z 85204

hobail Address:

1055 Val \ista Dr
Mes 3, AZE5204

Date Code  Category Description

10/1%2012 0 Gt PElocker fee

Payment Dete Payment Method

Course

Payment Notes

Fems

3700

Payments
3000

dgived
F0.00

Refund
000

Balance
.o

Amount

Sub Total:

Totds

Prirted by Adrrin User at 00A22013 257 A

Edupoirt Schod Disrict

Fage 1 o163

Figure 5.6 — Student Fee List Report
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Chapter Six:
SETTING SECURITY

In this chapter, the following topics are covered:
» School Fee Codes Security

» Student Fees Security

» Fees Reports Security

Copyright© 2013 Edupoint Educational Systems, LLC



Chapter Six Fees — Standard Mode Administrator & User Guide

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 - Standard >
Setup, is controlled by this security node:

K12.Feelnfo.Setup.SchoolFee

School Fee Codes («
School: Hope High School Fulvear: 2010-2011
| Fee Cndesl
Fee Total Type
Total fees for all years and all arganizations %
School Fee Codes Add ]
== D 0 0 0 0
atle
Bk Book Damages CRS v GLOOO1-0114
BUS Faotball Transportation SPT v 1000 GLODOT-0214
LAB Lab Materials CRS v GLO0O1-0114
LR Locker Damages LKR A4 5.00 GLOOO1-0314
PCRS Payment for Course Fees CRS v
PLKR Payment for Locker Fees LKR hd
PSPT Fayment for Sports Fees SPT b

Figure 6.1 — 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.Feelnfo.StudentFee

Student Fees e
Shuder Mame. AbBott, BEly O, Coroo Hope Hgh Sihool  Btele Aotive  Hemersem 14
Faaa | Histony
LBt Mame Firgl Mama Widdke Mame  Suls  Perm D =aide Gerder
bzl Bily c | 305443 12 ¥ Mads ¥
Fasms Parymenits Eslanc= Fe= Tolal Type
ﬁ.[l] FE-I]I] 6500 Talal f=es for locus organization and yeor -

Tam Cover: Great Ex

i - -
Flieeoe @ Bk » | Biook Camages S6.00) 3000 Pay » Ea
Elozzon [J uwF w | Jerseyizhorts fae 510,00 F10 001 SPT w [ D Far BSK - Basketball
flozeon @ ees w | Transpariation fee o 510,00 20 00 BLS » [ @Fee B5 - Basketisall
Elovzon [{ Bk w | LostBrok Algebmll | $45.00 B O T « Eo

Figure 6.2 — Student Fees Screen

The following security nodes do not provide a visible change in security on the screens:
e K12.Feelnfo.StudentFeeUl
e Kl12.Feelnfo.SIFStudentFee
o K12.Feelnfo.StudentFeeSummary

FEES REPORTS SECURITY

While report security options are available under the Security Definition screen, it is
recommended only to use the PAD tree security to control access to reports.
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