STIOffice – Fees

About this Document

This section will discuss fee setup, applying fees to students, making payments and printing reports.

Setup

There are two types of fees in STIOffice: Course fees and Special fees. 
· Course fees are attached to courses. 
· Special fees include any other fees that are charged to students, such as registration fees, locker fees, yearbook fees and credits. 
Fee Codes

Fee codes must be inserted by the user via under Utilities | Code Maintenance | Most Codes | Fees | Pay Types. Some examples of typical fee codes are shown below: 
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System File

A screen shot of the Fees System File menu is shown below:
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To set up this system file, perform the following steps:

1. Go to Utilities | Fees | System File.

2. Select the fee account that should be used if a student is to receive a credit on a fee. Fee accounts must first be created under Special Fees (see below).

· Credit Fee: When the user selects to Post New Course Fees from the fee desktop, if a fee is deleted or changed and any payments exist, these payments will be posted as a credit to the fee. 
3. Select the fee account to be used if students are to be charged a fee for returning a damaged book or losing a book.
· Textbooks Fees: When unaccounted- for books are posted to fees, they will by default be posted to Textbook Fees. See the STIOffice – Textbook Tracking Quick Reference Guide for more information about posting unaccounted-for books to fees. 

4. Use the checkboxes to select any of the following:

· Adjust Existing Fees if Changed: If this box is checked, when the user selects Post New Course Fees from the fee desktop, existing fees will be adjusted to reflect any changes made to their values. 
· Delete Fees if Not in Schedule: If this is checked when selecting Post New Course Fees from the fee desktop, existing fees will be deleted if the course is no longer in the student’s schedule. 

· Add New Course Fees: This option will add any new course fees when fees are posted in Student Desktop. 

· Display All Fees on Desktop: Check this box to display all fees, both Paid (in light blue font) and Unpaid (in black font) on the fee desktop. 

· Only Allow Payments for Today: Check this box to allow users to post payments for the current date only. 

· Count All Periods of a Class: Check this box to calculate a fee, where applicable, based on all periods of a multiple-period class. The fee is multiplied by the number of periods for which the class lasts. 

· DO NOT Multiply Fee by the Number of Terms: When the number of terms for which a course lasts is entered in the Valid Course File, the fee amount for that course is calculated by multiplying the fee amount by the number of terms. When any item within the DO NOT Multiply Fee by the Number of Terms box is checked – such as Fee, Workbook, Supply or Other – the program will not multiply that particular field by the number of terms comprising the course. 

· Apply Exceptions: When this box is selected, the posting process will check to see whether a student qualifies for fee exceptions, which will be then be applied where appropriate. When any student falls into multiple fee exception groups, the largest discount will be chosen when fees are posted. 

· Balance Only: If using fee exceptions, check this box to apply the exceptions to the fee balance, not to the original fee. For example: If student had a fee of $50.00 and paid $25.00, a balance of $25.00 would remain. If this student were given a fee exception allowing him to pay only half the remaining fee ($12.50), the Balance Only option would apply the fee exception to the balance, instead of giving the student credit for the full balance. 

· Earliest Post Date: Fees posted on or after the date entered here will be considered current year fees. If this field is left blank, the system will use 30 days prior to the first day of the school year (as set up in the system file) as the beginning period of the current year fees. 
5. Choose your Payment Priorities, with 1 representing the first priority and 4 the last. The system will track the payment amount within each fee based on the four categories displayed here. This setting allows you to prioritize the payment order; when payments are made, they are applied to the categories in priority order until a category is fully paid. This setting is applied when using the General payment button in Add/Edit Student Information. 
6. Click the OK button when finished. 
Special Fees

A screen shot of the Special Fees menu, with the Textbook Fee record open, is shown below:
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To set up Special Fees, perform the following steps:

1. Go to Utilities | Fees | Special Fees. 

2. If entering more than one fee record, check the Cycle checkbox. 
3. Click the Insert button. 

4. Enter the Code for the fee. This may consist of up to eight identifying alpha/numeric characters.

5. Enter a Description of up to 20 alpha/numeric characters. 

6. Fees are broken down into up to four categories (Fee, Workbook, Supply and Other). Enter an amount in at least one of these categories.

7. Click OK.

8. Continue until all Special Fees have been entered, then click Cancel to break the cycle. 

Click the Printer icon to print your fees in order by Code, Description or Amount. Click the exit door icon when finished. 
Exceptions

Exceptions are used to create fee waivers for groups of students. The basic method is to define groups of students who receive fee discounts, and then any student who fits into that group will receive the appropriate discount. 
There are three types of exceptions: 

1. Student – Allows the user to look at a student’s lunch code for inclusion in the group. 

2. Group – Allows the user to include every student in a selected group. 

3. QBE – Includes all students in the selected QBE filter. 
Once you have defined the type of exceptions, you then define the discounts by clicking the Define button. For each fee category, you may define the percentage or the amount of the fee to charge. 
To create fee waivers for student exceptions, perform the followings steps: 
1. Go to Utilities | Fees | Exceptions.

2. Click Insert to add the waiver by Student (Free/Reduced lunch), Group, or QBE filter. Choose the appropriate information in the remaining drop-down boxes.

3. Click OK.

4. Next click Define to indicate the amount of the waivers.

a. Click Insert.

b. Select the type of fee (course fees or a specific special fee).

c. Select the category of fee to be waived.

d. Enter in the type of charge (percentage or dollar)

e. Enter the amount or percent to be charged.

5. Repeat the above steps until all waivers have been entered. 

The Copy button will allow you to copy the definitions from one exception type to another. The Printer icon will allow you to print a report of all exceptions entered. Any waived fee for a student will display in maroon on the student’s fee desktop.

Pro-Rate Schedules

This utility will allow you to set up a proration schedule for those students who do not attend a full school year. The user creates thresholds for prorating fees. If a student enrolls in a course for less than its full duration, discounts can be assigned to the student’s fee amount based on the days less. 

An example: At a four-term school, suppose a one-term course last 45 days. A student enters the course on the 25th day. The user might set up a proration of 50%; if there were 10 days remaining, the proration might be set for 80%. 

Perform the following steps to do this: 

1. Go to Utilities | Fees | Pro-Rate Schedules.

2. Click Insert. 
3. Enter the number of terms a class meets for which you want to set up the pro-rate schedule.

4. Select the category of fee from the drop-down list. 
5. Press OK.

6. Next, click Define. 

7. Click on Insert.

8. Enter the number of days less (that is, the greatest number of days a student can attend and still get a discount).

9. Enter in the percentage of the discount.

10. Repeat the above steps until all discounts have been entered.

Note: the Pro-Rate Schedules feature will also work for Special Fees. 
The Printer icon will allow you to print a report of all pro-rate schedules that have been set up.

Attaching Fees to Courses

To enter course fees, perform the following steps:

1. Go to Courses | Valid Courses (or Courses | New Year Scheduling | Valid Courses if attaching fees to courses in New Year Scheduling).

2. Select the course for which a fee applies and click the Change button.

3. On the Course Info tab, enter in the amount of the fee in the appropriate category or categories.

4. Fees are assessed on a course according to the number of terms for which the course is offered, multiplied by the fee amount.

5. Check the box marked No Fee Exceptions if you do not wish students to receive waivers on this course fee. 

6. Repeat these steps until all course fees have been entered. 
For example: Suppose the total cost of taking a two-term course is $25.00. The amount in the fee field should be 12.50. (2 terms) 2 X 12.50 =$25.00.
Applying Fees to Students

To add fees to groups of students, perform the following steps: 

1. Go to Utilities | Fees | Post Fees.

2. Select a filter, including Withdrawn students if applicable. 
3. Enter the date of posting. This will default to the current date. If you wish to post fees at a date prior to the first day of school, refer to Earliest Post Date field in the Fee System File in order for the exceptions to work correctly. 
4. Check if you wish to Use Credit Balances for Payment and/or Check Fee Exceptions.

5. Check Post Special Fees and select the fee(s) if applicable.

6. Check Post Course Fees and the term(s) that are applicable.

7. To post one Course Fee, simply uncheck Post Course Fees. This will give you the option to post one course fee, using any of the other options available on the screen. 

8. Select the course categories you wish to post.

9. Click Apply.

Fees may also be posted via the Fee button in the student’s desktop menu. To do this, perform the following steps:

1. Go to Students | Add/Edit Student Information or Students | Desktop.

2. Select the student and click the Fees button.

3. Click Post New Course Fees to add the course fees. 

4. Click Insert and bullet the appropriate Fee Type (Course or Fee Account). 
5. Select the Fee from the drop-down list. 
6. Enter the Date. 
7. In the Waived column, enter any waivers you may wish to give the student.

8. When entering fees, the last Fee Type will be retained- that is, whether it is a Course Fee or Fee Account (a special fee). When a payment is made, the screen will refresh to the last fee charged rather than to the next one if the fee has been paid in full. 
Updating Student Fees

To post new course fees to students based on schedule changes, perform the following steps:

1. Go to Daily | Fee Accounting | Update Student Fees.

2. Select the filter of students for which fees will be applied based on the student’s schedule.

3. Check to Use Credit Fees for Payment if desired.

4. Click Apply.

This can also be done on the student’s screen. Go to Students | Add/Edit Student Information. Click the Fee button and click on Post New Course Fees. If student’s lunch code changes from paid to free or reduced you will be prompted to update a student’s fee. This will be automatically done according to the new lunch code if fee was posted in this school year. 

Deleting Fees

If an error is made while posting fees, mass delete them by performing the following steps:

1. Go to Utilities | Fees | Delete Fees.

2. Select a Date and/or Fee to delete. Selecting a date only will delete all fees posted on that date; selecting a fee only will delete all selected fees regardless of date.

3. Click Apply.

Making Payments via Student Desktop
A screen shot of the Fees menu in Student Desktop is shown below, with the individual record for a sample fee payment displayed. 
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Field explanations include:

· All – Check this box to view all fee information, including both Paid and Unpaid items. 

· Insert – Click this button to insert a new fee record (either a Course Fee or Fee Account record). 

· Change – Select a fee record in the list and click this button to modify it. 
· Delete – Select a fee record and click this button to delete the fee. . 
· Cycle – Check this box before clicking Enter to add multiple fee records at one sitting. 
· Since date- This field will reflect the earliest date after which fees are to be posted, as set up in the Fee System File. 
· Fees – This field indicated the total amount of fees charged to the student. Payments or waived amounts do not affect the value displayed here. 
· Payments – This field displays the total amount of all payments made as of the current date. 
· History – Click this button to view detailed fee transaction information. 
To make payments, perform the following steps:

1. Go to Students | Add/Edit Student Information or Students | Desktop.

2. Select the student for whom to enter payments.

3. Click the Fees button.

4. Select the fee to be paid.

5. In the lower portion of the screen, click Insert to make a payment on a specific fee.

6. Enter the date, type of payment, amount, receipt number and any notes.

7. Click OK.

8. Click General to have the program apply the payment to fees according to the priority set up in the Fees System File.

9. Enter the payment amount, date, type, receipt number and any notes. 
10. Click on Post.

About Credits

As credits are created, the payments that make up those credits are tied to the credit. This includes any credit created as the result of an overpayment made via a General payment. 

If a credit is used for a payment, the payment associated with the credit will be moved to the new fee. No payments are deleted or changed as they are moved from cancelled fees to credits and back. 

The user may add negative payments to a credit to indicate a refund given for the credit. 

Reports

The following reports regarding fees and/or payments are available under Daily | Fee Accounting: 

Fee Rosters

Select this report to print fee information by Paid, Unpaid, Negative balance or All fees. Report Types include Detail, Summary, 4x6 Card and Invoice and Statement format. This report displays all fees applied to the student, as well as any payments that have been made. The user may also choose to include waived fees, receipt numbers, payment types and notes. 

Fee rosters printed in the Statement format will display charges/payments/refunds (that is, any fee transactions) along with a date range, in the format of one page per student. 

Payments

Select this report to view all payments made by each student, along with a total for all students. This report will give a breakdown of fees by categories. The report also shows totals broken down according to Workbook, Fee, Supply and Other, and can also provide a breakdown by payment types, such as Cash. Check, etc. 
Unbilled Students

Select this report to print a listing of students who have not been charged any fees during a selected date range. The user may specify whether the fees are Course Fees, Special Fees or both. 

Fee Totals

Select this report to generate a listing based on Special Fees and/or Course Fees that have been assigned to all students or students within a specified filter. All categories of fees charged as of a specified Starting Date will be included. This allows the school to view a projected dollar amount of the overall total that will be collected if all fees are paid. 
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