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Version 1.0

Adjusting a Fee

When entering fees that do not have a standard rate (ie: Lost/Damaged Library book, Athletic fees, etc) you
can use a general fee type with no assigned amount then adjust accordingly.

Go to School (top tab), Cashier’s Office (side tab)
- Enter Student name then click ‘Add’

A BriTisH T
coLumsia | MyEducationB(

Pages chool"™ Student Staff Attendance Conduct Grades Assessment Schedule Global Tools

Options Help search on Legallast Ol gO--E a-Z N |

NamedD |Recehi, Carter | Multi-Add
0of 0 selected £7 Date [09i01/2016
iUsuaILasl iUsuaIﬁrsl 'Type iRef # |Fee type Description |Da|e Due |Amuum |Amuum paid }Commem

Mo matching records

Cashier's
Office

In the next window go to Outstanding Fees section (second box from top) and click ‘Add’ then select Fee
type from the next screen.

) Cashiers Entry - Mozilla Firefox M=
File Edit Wiew History Bookmarks Tools Help

& | https/fwew, myeducation.gov.be.cadaspen,/childDetail. do

Fee type |LiBR FInES | ©, Library Books Lost or Damaged
Description i |
Date 020112016 Firel
Itemized fees
Fee type Description Cuantity Price [Amount
[] |Library Books Lost or Damaged Library Books Lost or Damaged 1.0000 $0.00  |§0.00

Quantity |
Price 5
Amount $
]
Comment

- click on magnifying glass for drop down list of fees
- the fee details will autofil in the second box with no price assigned
- Click on the blue hyper linked fee under ‘Fee type’ to adjust the amount
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Adjust the fee type in this pop up box. Note: you will need to enter the amount in both the ‘Amount’ box
and the ‘Price’ box then click OK

2 Fee Item - Mozilla Firefox
Eile Edit “iew Higtory Bookmarks Tools Help
@ | https: /e, myeducation.gov.be.cafaspen/childDetail. do?prefix=CID&context=school. cash. list. detail. itemizedgreadon

Fee type * LIBR FINES Q Library Books Lost or Damaged
Description Library Books Lost or Damaged

Amount %[15.00

CQuantity 1.0000

Price %[15.00

You will notice that the amounts have now changed in the second box (ltemized fees) but not in the bottom
box. (This is normal)
Click OK to save the changes

2 Cashiers Entry - Mozilla Firefox
Eil=  Edit “iew History Bookmarks Tools Help

@ | https: ffwae. myeducation. gov.be.cafaspen/childDetail.do

Fee type LIBR FINES (), Library Boaks Lost or Damaged
Drescription
Date 08/01/2016 A

Itemized fees

Fee type Description CQuantity Price Amount

F |Library Books Lost or Damaged Library Books Lost or Damaged 1.0000 ($15.00  |$15.00

Quantity
Price 5|
Amount 5|
m)
Comment
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Once you have returned to the main ‘Cashier’s office input’ window the entry will appear on your list but
you will notice that the amount remains $0.00 (again, for now this is normal)

Cashier’s office input

NameAD | Mulli-Add...
0 of 1 selected (7 Date «[0gr01s;
UsualLast |UsualFirst |Type Ref # Fee type Description Date Due |Amount |Amount paid
Recehi  |Carer  |FeiDewit 0000125751 |Library Books Lost or Damaged Library Books Lost or Damaged $0.00  [50.00

Cashier's
Office

- Click on the last name hyperlink to open the entry (amount will still say $0.00)
- Change the Description to reflect book title and barcode number or other information

Cashier's office input ::

-

oetup

Schedules Reference Numb-e 0000 25751

Calandars Fee type LIBR FINES Q Library Boaks Lostor Darmaged
Descrigtion The Maran T12458

Events
ot 5

Lockers
Ao paid 3

Membership sl Ok 5

Journals Date QW0 2016 m

|cashier's woicero m

Office
0 » Nwtails
- Click ‘Save’

- The amounts in the grey boxes should now have changed to reflect the entered amounts and when you
go back to the main ‘Cashier’s office input’ page the entry should reflect the correct amount and
amended description

Cashier's office input
!
HarmeADs [Cada | [ mumrasa | |
Oof 1 selected &F Date o |0f
Usuallast  Usualfest  Type Rt ® Fes e Desciptien Date Dase Banoumd  Baryoumd pakd
Il FesDesd  SOODIISTH  Libwasy Books Lostor Dasnaged Trat Markian T1 2496 LT
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