WILLOWCREEK MIDDLE SCHOOL
REMOTE FINES
INSTRUCTION SHEET

1. Do not enter fines for students who have checked out of school. Those fines should have been recorded on
your check-out sheet at the time of check-out.

2. Please be descriptive on the information about the fine. Example (Book number, name of book, locker #, etc)
3. Round all fines to the nearest dollar.
4. You can add, change, delete fines until | have posted them to my system. Once they are posted you must issue
clearance forms to clear the fine. If you need clearance forms, | have them in the finance office.
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