| linked a payment to the wrong fee.
How do | fix it?
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1. Inthe Family's Transactions tab, click the Pencil icon next to the payment
you want to unlink from a fee.

This will open the Edit Transaction window. Click theUnLink Fee(s) button.
In the UnLink Payment from all Linked Fees? window, click OK.

Click OK again.

Click the ReApply Payment button.

S

In Re-Apply Payment Transaction window, click the Apply to Oldest Fee
First or choose a specific fee by clicking in it's Apply Amt column.

7. Save Payment.

Example:

The Link family has two fees posted to their account - a tuition fee of $65 and a
registration fee of $35. Mrs. Link made a payment for the registration fee only,
but it was incorrectly linked to the tuition fee.

Summary Contacts  Enrollment | Transactions _BillingInfo Misc
View Transaction History | | View Unapplied Creite &.tamnict fone |
Balance: 65.00 (Current Outstanding Bale  This payment has been incorrectly linked to the tuition fee. To [Legend: Fee/Charge Payment/Credit UnpaidiFéé Unapplied Credit|
correctly link the payment click the Pencil icon on the .
) - payment line. Last 20 (Most Recent) Transactions
View1-30f3 [Pt 1® Refresn, )
[ » . Pre-tax Unpaid Pt E-comm .
1‘7 /y/ Date ‘ Type ‘ SubType ‘ Amt ‘ 0/4‘7 Disc Amt ‘ rets ‘Tax‘ jnosd ‘Balanu‘ Note hosd E-gom ‘ Chick ‘Da(ePald‘ catt ‘ Sess ‘ Student ‘ Class/Event ‘
[ % || % 922014 Payment -35.00 00! 65.00 Cash 9/2/2014
— - L | Intermediate
% M % 922014 TitonFee September 6500 6500 65.00 3000 10000 Cash Dance Jennifer Link e
| T | % a/2014| Regiation 35.00 3500 35.00 3500 3500 Regitration | winter 2015 | Jemnifer Link

Balance: 65.00 (Current Outstanding Balance)

Clicking the Pencil icon on the incorrectly linked payment line opens theEdit
Transaction window. Click theUnLink Fee(s) button. You can view the linked fee
before unlinking it by the clicking View x linked fee(s) button.

In the pop-up box that says, UnLink Payment from all Linked Fees?, click OK; and if



prompted, click OK again. The fee is now unlinked and theEdit Transaction

window re-opens. Click the ReApply Payment button.

The Re-Apply Payment Transaction window opens. Since this payment should
have been applied to the Registration fee, we'll click in the Registration Apply
Amt field and Save Changes.

Re-Apply Payment Transaction
+ Save Changes
fesiiy/Acct: Link Balance: £3.00 View Transaction History Applving Payments to Fees
99 Lee St You can payoff specific fees by
Charlotte, NC 28277 clicking in the Apply Amt field or you
Home Phone: 704-888-7153 can click the Apply button below.
Payment details are not editable when ReApplying.
Trans Date:* |o/2/2014 Print Receipt Original Payment: 35.00 Unapplied Amount
Pmt Type:  Payment (Credit) Subtype: Method: Cash 35.00
Note: Chh:
Apply to Oldest Fees First
All Unpaid Charges/Fees
Date Twpe Subtype Mote  Student Class/Event Orig Amt Discount  Sales Amt Unpaid Apply Amt
09/02/14 Tuition Fes Jennifer Link Intermediate Jazz 65.00 0.00 65.00 65.00 0.00
Sontom boe
08/01/14 RE‘gistrat'an Jennifer Link 33.00 0.00 35.00 35.00Paid | 33.00
—
We clicked in this field to apply the =
payment to the Registration fee. I
Total Unapplied: 0.00
The payment is now linked to the correct fee
Summary Contacts Enrollment | Transactions | Billinglnfo Misc
View Transaction History || View Unapplied Credits & Unpaid Fees. Help[7]
Balance: 65.00 (Current Outstanding Balance) [Legend: Fee/Charge Payment/Credit UnpaidFes Unapplied Credit|
Last 20 (Most Recent) Transactions
View1-30f3 @ Print | | ¢ Refresh
‘ ) Date Type SubType | Amt | OrigAmt | DiscAmt p’:':a" Tax U::f“" Balance ‘ Note ‘ ";2‘(‘,‘ ‘ El):‘;;‘l's" ‘ Chi# | Date Paid Cat1l ‘ Sess ‘ Student ‘ Class/Event
W % 922014 Payment -35.00 000 65.00 Cash . | 9/2/2014
v T % 922014 TuitionFee | September 65.00 65.00 6500 450010000 Dance Jennifer Link ‘”“’”:E“‘a‘e
v T % 8142014 Resitation 35.00 3500 300 35.00 Cash 9/2/2014 | REBSTANON | winter 2015 | Jenifer Link

Balance: 65.00 (Current Outstanding Balance)



