IWITS - Entering an Activity Fee
Payment in the Member Payment
Screen

1 There are times an activity fee payment will need to be entered using the Member
Payment tab. Some examples of when this might occur are:

1. Member didn't pay the fee at the time the activity was entered.
2. Member's O/U amount is going to be applied to the fee.
3. Member is making installment payments towards the fee.

4. The fee owed was not entered on the activity when it was created. For this, please also
contact the IT Helpdesk so we can add fee owed to the activity.

In these cases, you will need to use the correct Fee Account to ensure the fee is
paid and recorded correctly.

2 You will need to Set Back Date by updating to match the effective date of the
activity. The class change was effective 4/1/24, so the Set Back Date is updated to
4/1/24.
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3 Click "Save Back Date" before entering your payment information. You should
receive a pop-up advising "Back Date Successfully set to : 4/1/2024"
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4  Click this dropdown to select the payment method.
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5  Click this dropdown to select the correct fee account to be used.
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6  The following fee accounts should be used to match the activity the fee is paying.
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7  Enter the amount being paid toward the fee and click "Save".
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