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About the trainer. . .
Experience: 
• 26 Years in Education, the last 13 using PowerSchool at all levels (teacher, School 

Admin, District Admin).
• 17 years as a Middle School History and Computer Teacher as well as an Assistant 

Principal.
• 3 years as the Technology Coordinator for the Diocese of Wilmington, Delaware
• The past 8 years as a PowerSchool Support Specialist for Computer Logic Group (CLG).
• Certified Level II PowerSchool Trainer
• Responsibilities at CLG include providing Help Desk Support to our Customers, Custom 

Report Creation and Training.
• CLG is a dedicated provider of Hosting for PowerSchool, Help Desk Support, 

Customization and Training.

http://clgeducationsolutions.com
Personal: 
• I am from Smyrna, Delaware and am Married with two girls ages 28 and 6. 
• Presenter for the PSUG Events for 4 years

http://clgeducationsolutions.com/


Overview



Overview
• Provides the ability to assess fees to students 

through school enrollment, course enrollment 
or on an individual needs basis. 

• Tracking the fees can provide payment 
distribution or refunds

• Fees can also be displayed on the parent 
portal

• Fees Management is not related to Lunch 
Balances



Setup



Setup

• Fee categories (District)

• Payment methods (District)

• Fee types (School)

• School enrollment fees (District)

• Course enrollment fees (School)



Fee Categories
(School setting)



Fee Categories – organizational tool to group fee 

types together

• School

• Course

• Athletic

• Miscellaneous



How to add a fee category

• From start page, choose District

– Select Fee Categories

– Select New

• Enter a category name
– Examples in my district include:

» Athletics

» Miscellaneous



How to add a fee category (cont.)



How to add a fee category (cont.)



How to add a fee category (cont.)

• Edit a fee category
• Click on the fee category 

• Edit the name then remember to submit

• Delete a fee category
• Click on the fee category

• Click on delete, then confirm the delete
– It is recommended that you do not delete the default fee 

categories.

– If you delete a fee category you will need to update any fee 
record that was within that category and select a new fee 
category.



Payment Methods
(District Setting)



Payment Methods

• 6 Default payment methods are provided



Payment Methods

• You can create any payment type applicable to 
your district



Payment Methods (cont.)

• Add –
• District

– Payment Methods
– New 

» Code and Description are required

• Edit –
• District

– Payment Methods
» Click on the payment method to edit

• Delete –
• District

– Payment Methods
» Click on the payment method to delete
» Click on delete, confirm delete

If you delete a payment method you must then update any fee record with a new payment method.



Fee Types
(School Setting)



Fee Types



Fee Types (cont.)

• Add –
• School Setup (each school will need to be setup for fees)

– Fee Type
– New 

» Fee Type, Fee Category and Fee Type Description

• Edit –
• School Setup

– Fee Type
» Click on the name of the fee type to edit it.

• Delete –
• School Setup

– Fee Type
» Click on the name of the fee type to edit it
» Click on delete, confirm delete
» Again, if you delete a fee type you will need to update any fee records to a new fee 

type.



Fee Types – Rank 

Once you have fee types, you can choose the 
rank that you would like the fees to be paid if 
the full balance isn’t paid. The lower value (1) 
will be paid first.



Enrollment
(District Setting)



School Enrollment

School enrollment fees are used to automatically assess fees when a student enrolls in school. 

• Add –

• District Setup
– Schools/School Info (Each school will need to setup individually)
– Select the name of the school
– School Enrollment Fees section select New 

» School Name, 
» Fee Type – Choose from the pop-up menu

• Only fee types that have a school fee category type will 
appear in the pop-up menu

» Department – Choose from the pop-up menu
» Amount
» Date
» Pro Ratable - Allows the student to only be charged for the 

number of days they would be enrolled in the school.

• Edit 
• Delete



Course Enrollment
Course enrollment fees are used to assess certain fees when a student enrolls in that course, ie. 

textbook, supplies.

• Add –

• School Setup
– Courses (Each course will need to setup individually)
– Select the name of the course
– Select the Fees tab

» Course Name
» Course Number
» Fee Type – Choose from the pop-up menu

• Only fee types that have a course fee category type will 
appear in the pop-up menu

» Department – Choose from the pop-up menu
» Amount
» Date
» Description
» Pro Ratable - Allows the student to only be charged for the 

number of days they would be enrolled in the course.
• Edit and Delete



Course Enrollment
Course enrollment fees are used to assess certain fees when a student enrolls in 

that course, ie. textbook, supplies.



Working with students



Working with Students

• Fee exemption status

• Fee transactions

• Fee functions

• Search for students with balances

• End-of-year balances



Fee exemption status

Provides exemption status to individual student 
by the option chosen

– Student not exempted

– Student exempted from course fee

– Student exempted from school fee

– Student exempted from all fees



Fee exemption status (cont.)

• Select the student

– Other Information Screen

• Choose the appropriate response from the drop-down 
menu.



Fee exemption status (cont.)

You can also exempt all students within any given school.

• District

– Schools/School Info

• Select the appropriate school
• Choose the fee 

exemption
status from the 
pop-up menu



Fee transactions

Fee Transaction Summary



Fee transactions (cont.)

• To assess a single student a fee

– Select the fee transaction student screen

– Choose the appropriate fee type from the drop 
down menu under “Create new fee”

– Complete details



Fee Functions
• To assess multiple students a fee

– Select students



Search for students

• Students search codes examples

– *fee.fee_balance>0

– *fee.fee_category_name=Athletics

– *fee.fee_type_name=Pay to Participate

– *fee.fee_course_number=

– *fee.fee_balance=partial



End-of-year process

• Have the option to zero out the fee balance or 
roll over to the next school year.

– If the student has a balance the system will create 
an SOY balance on the fee transaction page.

• Work around to provide fee transaction information 
rather than just the SOY balance
– In DDA – BE CAREFUL!!!!

» Change the YearID and TermID to match the new yearID
and new year TermID on all fees

» Delete the SOY balance by locating the correct 
Fee_type_ID=-3



Reports



Reports

• Add the student’s fee balance to a report card 
or other report

– ^(fee_GetStudentBalance)

• Using an object report you can list the fees 
using New Fee List Object

– Invoice



Miscellaneous



Display Fee Balance on Portal

• School Setup

– Balance Alert



Tables

• [146]Fee

• [147]Fee_Transaction

• [148]Fee_Balance

• [144]Fee_Type



Tips and tricks

• Students that transfer between schools within 
my district.

– Use DDA to change the SchoolID so that the 
information will appear on the student fee screen.

• To use the reverse transaction function you 
must know the group transaction ID.


