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This screen is broken down as follows: 

 

 

Use this button to toggle between Charges that are presently Open and available for payment and charges that have 

been closed and are no longer available for payment.  The default is to show Open Charges. 

 

 

Click on this button to see payments already made - they will be displayed on the right of the screen 

 

 

 

 

Charges are created as either Mandatory or Optional and are listed under the appropriate heading on the Payments 

screen. 

 



 

 

 

 

The Charges assigned to each child are listed under their name and each give a description of the Charge Title, the Fee 

Amount, the Amount Paid and the Paying Now amount - this green box will be enabled once the charge is marked for 

payment by clicking on the black checkbox. 

 

 

When the charges that are being paid are marked and the amount being paid is entered into the green box, use the Pay 

Now button to make the card payment. 

 

Please note that clicking on any Amount Paid figure (underlined amount ) will display a pop-up window 

giving detail of that payment as shown in this screen: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


