
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 I have posted them to my system.  Once they are posted you must issue 
 clearance forms to clear the fine.   If you need clearance forms, I have them in the finance office. 
 
              MAIN SCREEN 
 
 
 
  
 
 
 
 
 
 
 
 
 
 TEACHER SCREEN
 

1. TEACHER 
 Enter Teacher's Last Name.  
If two teachers have the same   
last name,  space and enter 
first initial. 
 
TAB to move to next field 
 

 
 
 
 
 
 

 

4. STUDENT NAME 
Type the student's last name 
in the Select a Student drop 
box.  Once the student name 
is highlighted press 
ENTER. 
                  (See Below) 

 
 
 
 
 
 
 

ECS  to close 

3. AMOUNT 
Enter the amount of the 
fine rounded to the 
nearest dollar. 
 
TAB to move to next field

 
5. COMMENT 
Enter the name of the fine. 
  Be detailed: 
   BK #, Book Name, 
   Lock #, Uniform #,  etc. 
 
TAB to move to next field 
7.  ACTIVITY Account 
Type the name of the 
activity in the Select 
Account drop box.  
Once you have 
located the correct 
account press ENTER 
                 (See Below) 
 

Select - ENTER FINES 
Select - TEACHER FINE   
  SCREEN 

   
 
 
 
 
 
 
 
 
 

SELECT ONE OF THE FOLLOWING
     2.  INSERT  
Click Insert of ADD a new    
FINE. 
 
      2.  CHANGE 
Select line to change and click 
change. 
 
     2.  DELETE 
Select line to delete and click 
delete. 
6. Class Period 
Enter the Period you 
have the student.  
 
TAB  to move to the 
next field. 


