PaySchools Central
Assigning a Fee

This document is intended to be a guide for entering new fees into PaySchools Central. There are a few pieces of
information that you need to know before you can add a fee. Having these items documented and ready will as-
sist you in assigning a fee. Your fee must be created before you can assign it. If your do not already have fee’s cre-
ated stop here and us the PaySchools Central Creating a Fee document as reference to complete your fee setup.

You will need to have the following information available:

= PaySchools Central User ID & Password - Your PSC Administrator should have assigned you a user id and password to log into PSC. If you do not have
a user id and password you will not be able to proceed. Please contact Laurie Stevenson or Charlene Staniec for assistance if you do not have this

information.

= Chippewa Valley Schools PaySchools Central web link - this should be provided to you by the PSC administrator when you received your user id and
password. If you do not have the link you can type https://chippewavalleyschools.payschools.com/ on the address bar of your web browser.

= Fee Name -this is the name of the fee that you will assign . “AP Chemistry Note Packet” is used as an example for this document.

= Patron Name or Patron ID- you will need to know the name of the patron (student) or the Patron ID (Student Number) of the student that you wish

to assign a fee to. “Staniec” is used as the student example for this document.

Have this information available? Great! You are now ready to begin adding your first fee!



Using the Chippewa Valley PaySchools Central web link provided by your administrator, navigate to the PaySchools Admin log in page.

Enter your user id and password on the appropriate lines
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ter Manual 2017-2018: Click here to see our new Quikpps Verification User Manual is now available for you to use. New in ~

ing: A new feature has been added which allows the user to set pricing for additional meals based on the patron type and

release, the ability to restrict meal =ales for a single patron by the meal, group,

been enhanced in the Fees — PASS screen. The fees are no longer tied to the

W

vd Under Forms Management — Student Programs, there is a new checkbox thatA

PaySchools Admin Vergion 2017.8.15: Fixes Quikapps Determinafion Letter Correcled isgue causing the Determination letter export to intermittently cause

Pay Schools Admin Version 2017.7.13: New this Release Reports Verification Reporis The new Verification Collection report consolidates all data needed

PaySchools Admin Version 201M7.6.27: New This Release QuikApps Quikipps Menu The QuikApps menu was modified to match the original tab layout but
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When you are logged in you will see the PSC Admin page. From this page you will hover your cursor over the word Fees to open up the fees
menu. Roll your cursor down to “Administration” then to the arrow to the right of administration. This will open the Fee Administration
section. You will now roll your cursor down to “Assign Fees”



\szer: Charlene Staniec

The Assign Fees menu is now open. The first ; PaySchools Chippewa Valley Schools
thing that you must do is search for the patron =} Admin

mMuinin

that you want to assign the fee to.
Patrons Reports Fees Admin  AdminNew Help +Logout

Fee’s can be assigned in several ways. You can  gn Fees

assign fees to students using the following fil- Select District | Chippewia Valley Schools -
ters: Grade, Gender, Homeroom, student name P 7 Kesp Patron and Fes chaices in sync
or student ID. In most cases you will simply
. Patron Search Fee Search

search on student last name or patron id.

Patron Schodl: Dakota High School Fee School: pakota High Scheol v
Patron School: This is the school of the patron Palron Grade: (Al Grades) . Fee Grade: (Al Grades) .
that you are going to search for. This will de- Pafron Gender: . Fee Gender: g .
fault to the school that you have access to. Homeroont: (Al Homerooms) .

.. . First Name: _ Fee Code:
Patron Grade: This is a filter that can help you
. . Last Name: _ Fee Keyword:
narrow down the list of students you wish to "
assign a fee to. Click the drop down arrow to o inchude Wiactve  Ejinclude Evplred
opena list of grades_
Patron Gender: This is a filter that can help you
Py Selected Patrons Selected Fees
narrow down the list of students you wish to sssigned D
assign a fee to. Click the drop down arrow to s
open a list of genders. ool Tip!
. School Year:
Homeroom: This is a filter that can help you The easiest Way 1o search is bY . -
. . \
narrow down the list of students you wish to Last Name or Patron D!
assign a fee to. Click the drop down arrow to
open a list of homerooms. =2 =2 B
First Name: This is the first name of the patron ["| Assign Duplicate Fees  [7]Ignore Grade Restricions 7] Allow Fee Assignments Across Schools
'

that you are going to search for.

.. ight 20056-2018 by PaySchools - Version: 2015.6.28 1527 Privacy Policy | T & Congition:
Last Name: This is the last name of the patron SR . — =i .

that you are going to search for.

Patron ID: This is the CVS Student ID of the pa-
tron.



E paySchools Chippewa Valley Schools Searching by Last Name or Student ID are the

two easiest ways to find the student you wish to
Home Patrons Reports Fees Admin  AdminNew Help +[ Logout

assign a fee to. In this example, we are search-
Assign Fees
Select District | Chippewa Valley Schools - Ing for the IaSt name Of Stanlec-

| Keep Patron and Fee choices in sync

Patron Search Fee Search Put your cursor in the Last Name box, type the
Patron School:| Dakota High School - Fee School:| Dakota High School
Pairon Grade (All Grades) . Fee Grade: (a1l Grades) . last name and then click on the orange “Patron
Patron Gender:| g - Fee Gender: g Search” button .
Homeroom: | (Al Homerooms)
First Mame: Fee Code:

Last Narne.| Staniec % - Fee Keyword:

Patron ID:

The Search box will pop up all students that
Include Inactive Include Expired
meet the criteria of attending Dakota High
School and having the last name of Staniec. Click
the name one time to select it. PSC will highlight

Selected Patrons

(alphabetical by last name) . q
e S i G T - the name in orange. Once the name is selected

] you can click the “Add Selected” button at the

' bottom of this screen. You will see that the stu-
dent is added in the Select Patrons Box and the
it will say 1 Patrons added at the bottom of the
list box. You can now click the “Finished”
button to close the list box.

Delete Al
Assign Duplicate Fee:
i

Add Selected: This adds the student that you

Add Selcted . o
1 Patrons added clicked and highlighted in orange.

Add All: This will add all the students that came
up in the search.

Finished: This indicates that you are done se-
lecting from the list box that opened up and the
box will close.



Chippewa Valley Schools

User: Charlene Staniec

There may be times that you want to add a fee
for more than one student at a time.

E PaySchoLpls

Patrons  Reports
Assign Fees

Home Fees Admin  Admin New Help «{Logout

Select District | Chippewa Valley Schools -

After the initial student is added you can click

[¥| Keep Pafron and Fee choices in sync

the last name box again, type in another last Patron Search

name and search again. Just like you did with
the first student, you can click once on the
name to highlight it in orange, then click the

Homeroom: (o)l Homerooms) -
\mt Mame:
Add Selected button to add them to the Select- ast Name

Fee Search

Patron Schoal: pakota High School v Fee School: Dakota High School

Patron Grade:| (all Grades) - Fee Grade: (a)| Grades)

Patron Gender: - Fee Gender:| y)

Fee Code:

| Staniec Fee Keyword:| chem x |
. Patron ID: [TlInclude Inactive [ Include Expired
ed Patron list.
Selected Patrons Selected Fees
(slphsbetics| by last name) Andrew Staniec (ID=1450798372 - Grade: 11) Assigned Date:
Aaron Smith (ID=1760002417 - Grade: 10} ’\ .
Adam Smith (ID=1250797948 - Grade: 12} C 71972018 El
Aidan Smith (ID=1760020046 - Grade: 10)
Alister Smith (ID=1250797997 - Grade: 12) Schoal Year:
Angelina Smith (ID=1760002015 - Grade: 12) )
Ava Smith (ID=1160793860 - Grade: 10) 2018-19 -
g Breanna Smith (ID=1450798082 - Grade: 12)
i Brett Smith (ID=1760021951 - Grade: 9)
Caleb Smith (ID=1120798116 - Grade: 11}
Emma Smith (ID=1250798151 - Grade: 11)
Jaylan Smith (ID=1200798825 - Grade: 12) Delele Selected Delete Al Delete Selected
Justin Smith (ID=1150000165 - Grade: 12) [ Assign Duplicate Fees [ | lgnore Grade Restrictions [ Allow Fee Assignments Across Schools
Kara Smith (ID=1150000570 - Grade: 9) W
Wawin Seith (IN=11280ANN1ES  Rrada: 170 Assign Selected Fees to Selecled Patrons
Add Al Approximately 0 Fees will be assigned

Continue to follow the search steps until you have
all of the students in the Select Patrons box that
you want to assign your fee to.

Once your students are selected you can begin to
search for the fee that you wish to assign.
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Assign Fees

Select District | Chippewa Valley Schools -

[¥| Keep Pairon and Fee choices in sync

The PSC Fee Search works the same way that
the Patron Search worked. You can filter
down your list of fee’s by Grade, Gender, Fee
Code or Fee Keyword.

Fee Grade: This is a fee that applies to a spe-
cific grade. Using this filter will pull up all fees
that were created for a specific grade.

Fee Gender: This is a fee that appliesto a

Fee Code: This is the name of a fee that has
already been created.

The easiest way is to use the Fee Keyword
search box. In this example we will search for
a fee with the word “Chem” in it. This search
works just like the student search did. It will
find all fee’s with the keyword “Chem.”

Patron Search Fee Search
Pafron Schodl Dakota High School v Fee School: paketa High School v
Palron Grade: (Al Grades) - Fee Grade: (4] Grades) -
Patron Gender:| ay - Fee Gender: p -
Homeroom: - Y
All Homerooms) specific gender.
First Name: Fee Code:
Last Name: | gyzniec Fee Keyword:[ cpam X |
Patron ID: [|Include Inactive [ Include Expired
Selected Patrons Selected Fees
Andrew Staniec (ID=1450793372 - Grade: 11) Agsigned Date:
92018 |[E
School Year:
21819 -
Delete Selected Delete Al Delete Selected

|1 Assign Duplicate Fees [ | Ignore Grade Restrictions || Allow Fee Assignments Across Schools

Assign Selected Fees to Selected Patrons

Approximately 0 Fees will be assigned
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(asiphabetical by fee name)

$12.00)

55.00)

Pet

AP Chemistry Lab Manual (AP Chemistry Lab Manual -

AP Chemistry Note Packet (AP Chemistry Mote Packet -

Ada Al




All the fees with the word “chem” in them come up. Now you can select the fee that you wish to assign. Click once on the name to highlight it
in orange then click the Add Selected button. To add both of these fees to the previously selected student(s) you would click the “Add All”
button.

Once your fees are added to the Selected Fees box you will click on the “Assign Selected Fees to Selected Patrons” button at the bottom of the
screen.

You are finished assigning a fee!

B Select Fees 52

(alphabetical by fee name)
AP Chemistry Lab Manual (AP Chemistry Lab Manual -

PaySchooIs Chippewa Valley Schools

User: Charlene Staniec
Admin

$12.00) o . . -
AP Chemistry Note Packet (AP Chemisiry Note Packet - L bews Wem G GIiEn Uep Al
$5.00) ign Fees
Select District | Chippewa Valley Schools -
= [ Keep Patron and Fee choices in sync
o bt
Patron Search Fee Search
Patron School: pakota High School - Fee School:| Dakota High School -
Palron Grade: (o)l Grades) - Fee Grade: (a) Grades) -

T Al - Fee Gender: y -

hdd Al

1 Fess added Fee Code:

S staniec Fee Keyword: | cpem
Patron 107 [TJInclude Inactive [ Include Expired

F.tron Search

B SelectFees i

(slphabetical by fee name)
AP Chemistry Lab (AP Chemistry Lab M I- Selected Fees
$12.00)
| AP Chemistry Note Packet (AP Chemisiry Note Packef - | Andrew Staniec (ID=1450798372 - 8 1 AP Chemistry Lab Manual (AP Chemistry Lab Manual Assigned Date:
55.00) -512.00) e
AP Chemisiry Mote Packet (AP Chemistry Mote &
Packet - 55.00)
School Year:
21819 -
Delete Selected Delete All Delete Selected
[ Assign Duplicate Fees [ | IgnodGrade Restrictions [ Allow Fee Assignments Across Schools
e il
Approximately 2 Fees will be assigned
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What if | accidentally assign a fee to the wrong student?
No problem! We can turn it off!

Chi Vall School
PaySchools e Erariane Shamee 00
Admin

Reporis Fees Admin Admin New Help
Search Patrons How To, Tips, Tricks
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\ p= Disclosure category...

EW QuikApps Verification User Manual 2017-2018: Click here to see our new Quik&pps Verification User Manual is now available for you to use. New in

That’s an easy fix! Start by going to the Patron menu. Roll down to “Search Patron” to bring up a student search box.

PaySchooIs Chippewa Valley Schools

® User Charlene Staniec
Admin

Home Patrons Reporis

Fees Admin  AdminMNew Help +1Logout
Patron Mame or ID Search | How The Search Works N
Searching By Name o
[ Inchude State Id in Sear Rigjng 2 single siring i
[7] Incluge Inzctive Swdens || ENTENTTO Waeaglings in i
return pairons J:.

™0t \When the patron search box opens up you will type the last name of

ot v oo the student and then click the blue “Search” button.

Tim Jones or Jim Toma:
Entering a3 number into the search box will return any patron whose Patron Id or Pin Number match or begin with the search value. | |
Include State Id in Search

Searching by 1D

Checking this option will also include matches to the State Id whether a number or string is enfered. Pa y Scho 9 Is Chippigac h\;’i !.Les.!n; "ifhools
Admin
Home Patrons Reports Fees Admin  AdminMew Help «[Logout
Patron Mame or ID Search
Inciuds State 1d in Search =
[ Inclede Insctive Students 145079827210 Staniec Andrew Dakota High School il 3/22/2002 N
1?600% Staniec Cass Joseph Seneca Middle School 6 51412007 Y
| . _||n|»| Page size: qg ~ 2 items in 1 pages

A list of students with the last name you entered will come up. You should only see students for the

school you have been assigned (this example shows students from multiple schools).

Using click one time on the Patron ID (Student Number) of the student you wish to view.



Chippewa Valley Schools
pay SChOOIS ppUser: Charlene S)t{aniec

Admin

Home Pafrons Reports Fees Admin  AdminNew Help [ Logout

Staniec, Andrew BD: 3/22/2002 Dakota High School Grade 11

IDfPirdt. 1450798372/

Patron Name or ID Seaigh | BTN p P Fees Lunch Account  Accounis Family History

Include State Idin Sejch School\ldentification Contact\Demographics QuikLunch QuikLunch Restrictions
Patron Id: 1450798372

Include Inactive Studegits District: Chippewa Valley Schools
School: Dakota High School - Pin Number.0
P y State 1d: 16547
T
School Locked: N 38N
Active:Y

Program: Select....
Registered at PFIIN

Program Locked: Select. ~

Grade: 11
Homeroom: 121
Homeroom 2:

Special Needs: N ~

Revert Unsaved Changes Advanced Edit

This opens up the Patron screen. You can see specific information for this student directly under the admin menu. Student specific in-
formation appears in orange. Under the student specific information is another menu - from this menu you will click on the word

« ”
Fees' Fees Admin  Admin New

Dakota High School Grade 11

Patron Name or 1D Search Patron Data Fees Lunch Account Accounts v History
Go To PASS

Include State Id in Search -
Assigned Fees Fee Payments

Include Inactive Students
Include Inactive Fees Include Paid Fees
Searcl
Due Date i i i Tax Exempt
e ——

» AP Chemistry Lab Manual 06/30/2019 12.00 .00 False False False N SDMS2 g
» AP Chemistry Note Packet 06/30/2019 5.00 0.00 False False False ™ sSDMS2 (=g
[ | «[1]» || Pagesize: 10 ~| 2 items in 1 pages

You can now see the fees that have been assigned to this specific student.



9 | Logout

Home Patrons Reports Fees Admin Admin New Help

ID/Ping. 1450798372/ 0

Patron Name or ID Search Patron Data Fees

Staniec, Andrew

Lunch Account

[7] Include State Id in Search

] Include Inactive Students

Due Date

. =

> AP Chemistry Lab Manual 06/30/2019

» AP Chemistry Note Packet  06/30/2019

| «[1]»|n| Pagesize: 19 ~|

Accounts

BD: 3/22/2002

Family History

Amount Due = Amount Paid

Fee Updated successfully

Dakota High School

Assigned Fees Fee Payments

[¥] Include Inactive Fees [ ] Include Paid Fees

Optional

Tax Exempt

Grade 11

Go To PASS

Active Origin

B S
12.00 0.00
5.00 0.00

H g
False

False

False Y

False

- Al
SDMS2 =
=

Y sSDMs2

2 items in 1 pages

To remove a fee from a student record you will click on the PSC edit icon [ f" all the way to the right of the fee. This will open the Edit Fee

Assignment window.

The Edit Fee Assignment window is where you will change the
fee gets changed for this student.

Please note:
You cannot delete the fee but you can inactivate it.

From this screen you will Inactivate the fee for this student.
To inactivate the fee you will click the check box next to the

word Active.

This will uncheck the box and the OK button will be in orange.

E Edit Fee Assignment

Amount Due: $12.00

Amount Paid:$0.00
Due Date: ¢,30/5019

Active:

& Edit Fee Assignment

Amount Due: $12.00

Amount Paid:$0.00
Due Date: 63012019
pctive: [

Click the OK button to confirm the change.

Refund: [
Tax Exempt: B
[Tax Exempt #:

Note:

Edit Fee Assignment

Edit Fee Assignment
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Home Patrons Reports Fees Admin AdminNew Help «[Logout

ID/Pindt: 1450798372/ 0 Staniec, Andrew BD: 3/22/2002 Dakota High School Grade 11

Patron Name or ID Search Patron Data Fees Lunch Account Accounts Family History

I |

[7] Include State Id in Search :
) Assigned Fees Fee Payments
[7] Include Inactive Students

Include Inactive Fees [ Include Paid Fees

Fee Updated successfully
Due Date Amount Due  Amount Paid @ Paid Optional | Tax Exempt | Active Origin
» AP Chemistry Lab Manual  06/30/2019 12.00 0.00 False False False N SDMS2 E4
. b AP Chemistry Note Packet  06/30/2019 5.00 0.00 False False False Y SDMS32 £
[ W 4 ||_1 || » || Pagesize: 19 ~ 2 items in 1 pages

You will now see that that specific fee is no longer in an Active status. The Active flag has been set to “N.” This fee is now “turned off” for
this student.

Please note: You cannot add this fee to this student a second time. If you want to re-assign the fee to the student you
will follow these same steps to the point that you inactivated the fee. Instead you will click the empty check box next
to Activate to turn the fee back on. After you have checked the box you will click OK to make the change.

& Edit Fee Assignment 52

_ : )y PaySchools - Version: 2018.6.28.1827 Privacy Policy | Terms & Conditions
Edit Fee Assignment
Where

Edit
SDMS2

Amount Due: $12.0

Amount Paid:$0.00
Due Date:

Active: SDMS2

Refund: B SDMS2
b B You are now done turning off a fee added

Note:

by mistake for a student!




