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FEES AND FINES PROCEDURE      12/13/2011  

   

The Fees and Fines form can be used to store fines that are owed for textbooks, sports 

equipment etc.  This form will also keep a running balance of all fees owned by the 

student. 

Then allows you to print out reports. 

There are also letters you can send to parents reminding them that FEE’s are still due. 

This is an example of Elementary school – Middle and High School Budget clerks already 

complete this. 

 

1. From the Aeries control panel.   

2. Click on “8 Fees” 
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3. To add information to the Fees form,  

4. Click on the  -        Add  button 

5. Asterisk * indicates new record. 

6. Type the data into the field  -  (See page 3.) 

7. Press the Tab key to navigate to the next field. 

8. Enter Amount Charged - Or enter zero if no charge. 

9. Enter Date Charged  - This defaults to Today’s date. 

10. Enter the Amount Paid - Dollar signs and decimals default. 

11. Enter Date Paid   -  The slashes default for you. 

12. When entry is complete  - Press  Enter    

a. TOTALS:   Will change according to your entry. 
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How to Add Fee codes 

Example of FEE code at an Elementary – (includes ODED Outdoor Education) 

 

 Work with IT/Operations to add/change the FEE codes and amounts you want to 

use. 

 

1. Code 

2. Description 

3. Amount 
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 Printing the student you are working on. 

 

1. Click on “Print Preview” 

 

2. Click on “Report” 
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3. To print one student 

a. Click on “None” 

b. Click  OK 

 

To print All Data. 

a. Click “All” 

b. Click  OK 

OR 

a. Select any one of the Options. 

b. Click  OK 
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Print-out one student record. 

 

 

 

 

Print out ALL student data Fee History. 
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 Letters to remind to parents that FEE’s are still due. 

 

 

1. Click on Print Preview 

2. Click on Letters 

3. There are 3 Fee letters – you can edit them on the Fee Letter Text Editor form. 

4. You can Zero Letter Counter at the beginning of the year. 
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5.   Choose a letter to Print, Fee 1, Fee 2, or Fee 3. 
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6. What format to Print to on? 

           

7. Who you want to include 
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8. You indicate which FEE code you want to send the letters to. 

                

 

 

 

 

 

 

 

 

 



 
 
 

11 
 

9. Example of letter if you choose to send. 
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IMPORTANT - Updating these keep running totals for the program correct. 

 

10. Click on OK to update letter tags in FEE records?  

11. Click on OK to add entries to letter tag? 

                                

 

 

If you have any questions, please contact It/Operatiions. 


