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Activity Fees Collection Process in Infinite Campus 

To maximize efficiency, parents at all schools, except for Title 1 schools, will be required to utilize Infinite 

Campus for online payment of extracurricular activity fees via debit, credit card or e-check.  

1. Once the fees have been entered into the system, you can begin to mass assign. 

a. Pathway: Index > Fees > Fees Wizard  

b. Create Fees Assignments > Next

 

c.  
d. PDF will list all the students in that specific grade level that the fee was applied to for 

that school year.  You can do daily mass assigns for new students as it will not reassign 

fees to students who are previously enrolled.  



2 | P a g e  
 

 

2. For Junior High or Club activity Fees 
a. Create the AdHoc for the students that will need this fee 

b. Pathway: Index > Fees > Fees Wizard 

c. Create Fees Assignments > Next

 

d.  
e. PDF will list all the students in that specific grade level or club that the fee was applied 

to for that school year. 
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3. Individual Assignment  
a. Search for the student 

b. Click on Fees Tab 

c. Click on New Fee Assignment  

 

 
d. Choose the fee you would like to assign to the individual student and click SAVE  

 
 

 

 

 

 

 

 

4. Making Adjustments 
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5A. Exempting a Fee 

Usually performed when a student has a fee waived in full by the Principal. Request for Financial 

Assistance (Appendix 1) Form must be submitted and approved by the Principal before 

completing this step.  This is not to be used if a partial fee waiver needs to be done (see section 

on Adjusting a Fee). 

 

 
 

NOTE: Any comments entered can be seen by staff and parents. Please use discretion but be 

specific with your description.  

 

Example for Comments: 

 Per Principal waiver signed mm/dd/yy 

 Club Discontinued 

 Wrong club fee charged 
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5B. Adjusting a Fee 
Usually done when a student’s fee needs to be reduced. Partial fee waivers or club fees that are 

prorated for partial year participation must be approved by the Principal. Fees may be reduced 

by any amount but may not be increased.  
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5C. Voiding a Fee 
Usually done when the fee should not have been assigned. You should never void a fee if there is 

any type of payment already attached to the fee.  If there is a payment, then see refund process. 

NOTE: If a student/parent needs a refund, see Refund Process.  
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5D. Refund Process 
The Administrative Assistant should fill out the ECA Fee Refund form (Appendix 3) and submit 

with the student’s payment history from Infinite Campus.   

Refunds for cash, check or money order payments will be processed through Accounts Payable. 

Refunds for credit, debit card or e-check payments will be made back to the original credit, debit 

or checking account.  

a. In the Infinite Campus search bar type in the student’s name and select “Go” to find the 

student’s record. 

 
b. Once you are in the student’s record go to the Fees tab and verify that you are in the correct 

school year. 

 
 

c. Under the Fees tab you will see the student’s payment history.  Select the “Print” button to 

print the statement showing that a payment for the fee being refunded has been made.  

 
d. The Fee Billing Statement will appear in a separate window in PDF format.  Print the 

statement and attach to the ECA Refund Form.   

 

e. Send the completed ECA Refund Form and Fee Billing Statement to the following: 

 Accounts Payable – cash, check or money order refunds 

 Lisa Knox – credit, debit card or e-check refunds 
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5. Payments by money order, cash or checks (Title 1 ONLY) 

Payments MUST be accompanied by a Tax Credit Contribution Form (Appendix 2) and 

Cash Collection Report (Appendix 4). 
a. Search for Student 

b. Click on Fees Tab 

c. Click box next to the fee that is being paid and click Make Payment  

d. Select payment method (Cash or check). Please follow the appropriate money handling 

guidelines when cash or checks are received.  

 

 

 

 

e. Enter payment date, amount, and (if applicable) check or money order number.  

NOTE: The parent’s legal name MUST be entered in the comments field. 

i. Put the check # in the appropriate box 

ii. Money orders should be entered like checks with “MO” followed by the  last 4 

digits of the money order # (ex: MO1234) 

 

 

 

 

 

 

 

 

 

 

Parent’s First name Last name 
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f. When complete you will see the payment as a credit on the student’s record and “In 

Office” as the type. 

 

 

 

 

g. Send the completed Tax Credit Contribution Form and Cash Collection Report to 

Evelyn Valle at the Business Office.  
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6. How to Run Reports in IC 
a. Assignments 

i.  

ii.  
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b. Adjustments 

i.  

ii.  
 

 

 

 

 

 

 

 

 

 



12 | P a g e  
 

c. Payments 

i.  

ii.  
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7. How to Run Business Plus Reports 

1. Tax Credit Contributions Report– to see all tax credit contributions made 

A. Open IFAS  

B.  Reports > Admin Assistant > Budget >Tax Credit Report 

C. Enter the Start and End Date for donations 

D. Fund = 526  

Budget Control = 3 Digit School Number 

Course = % for ALL or 4 digit course code for specific activity or grade level 

 
E. Submit 

F. Click on the PDF icon to make a printable report. 

G. Click on the Printer icon to Print 

To Export the Tax Credit Contributions Report to Excel: 

F. Follow steps A-E above 

G. Click on the second to last icon on the blue toolbar. 

 
H. Select Export from the drop down menu 

I. Click Excel 

J. The file will automatically generate in excel format.  

2. Tax Credit Donation Lookup Report – to search for a specific donor 

A. Open IFAS 

B. Reports > Admin Assistant > Budget>Tax Credit Donation Lookup 

C. Enter the Start and End Date for donations 

D. PE Name = donor’s last name in the following format %LASTNAME% 

E. PE ID = % 

F. Submit 
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G. Click on the PDF icon to make a printable report. 

H. Click on the Printer icon to Print 

3. Cash Fund Summary Report– to find Tax Credit balances  

A. Open IFAS 

B. Reports > Admin Assistant > Budget > School Cash Fund Summary Report 

C. Enter the Start and End Date 

D. Fund = 526  

Budget Control = 3 Digit School Number 

Course = % for ALL or 4 digit course code for specific activity or grade level 

E. Submit 

 
F. Click on the PDF icon to make a printable report. 

G. Click on the Printer icon to Print 
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Appendix 1: Request for Financial Assistance Form 
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Appendix 2: ECA Fee/Tax Credit Contribution Form 
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Appendix 3: ECA Fee Refund Form 
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Appendix 4: Cash Collection Form 


