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1. Go to the setup screen from the Purple Set Up balloon on the Home page and click on the Standard 

Fees button. 
 

 
 

2. Click Enter Edit mode and click on the Add Fee Structure button. 
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3. A popup window will come up asking for the start date for the new structure. This date MUST be a 

Monday. Enter the Start date and click on the OK button. 
 

  
 

4. Another popup window will come up confirming the date. Click on the OK button. 

 

  
 

5. Type in the amount that you want the fees to increase by, e.g. 2 for $2.00, and click on the OK button. 

 

  
 

6. This process will add $2.00 to the old fee amounts, update the child fee details with an end date for the 

old fee amount and a start date for the new fee amount, and populate the Standard fees screen as below. 
Click on the Update Fees button as the next step in the process.  
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7. A popup window will come up asking for the password. Enter the password and click on the OK button. 

 

  
 

8. Exit Edit Mode, close out of the Setup screen and go to the Accounts screen. Click on the Update Roll 

button on the bottom right hand side of the screen. Next, click on the Re-calculate Accounts button 
underneath the Update Roll button. 
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9. To check that the fee update has been successful, select an account from the account dropdown and click 

on the Audit button. You will be able to see that the fee has been updated on the report. 
 

  


