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Changing a Deposit Due

On occasion it may be necessary to change a deposit due date. If you want a new date to be reflected
on the contract, you should unpublish the current contract, update the deposit due date (save) and
republish the contract. This will require all contract signatories to resign and resubmit.

If it is not necessary to update the contract, and you just want the database to reflect this new agreed
upon date between the family and the school, you are able to do this in Enrollment or Re-Enroliment.

ENROLLMENT CENTER -> Enrollment or Re-Enrollment

1.
2.

Search for the Child, and click on the Name

Turn Editing On, a pencil icon will appear next to the Deposit Due Date

eoiminG @B  Home/ Search/Enroliment
Cynthia Templeton 6 2019-2020 Middle School 2026
Q, View Full Record Grade Applying Year Applying Division Applying Class Year

10/12/2000 (Age 19)
Female
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Tuition Amt: Deposit Due: ‘

Contract

$15,000.00 104 £ &
Transactions 02/01/2020

Deposit Amt:

Approval Instaliment 1 Due:

$1.500.00 02/01/2020
Other Amt 1: Instaliment 2 Due:
$3.000.00 03/01/2020

Other Amt 2:

$2,000.00

Click on the pencil, a new window appears reminding you this updated date will only be

reflected on this page, and not on the contract.

Any change to the Deposit Due Date will ONLY be reflected on the Portal
Enrollment / Re-Enrollment page. If you want to change the Due Date on
the contract itself, you will need to Unpublish the current contract, then

Publish a new one.

Clicking OK, will return you to the record and a new Deposit Due date can be entered.

Click Save (bottom right of screen).

g oo s 0192020 Mdesthosl 2026 Acested  InProgress

osts can e

Orpani Due f o Deviier: [

Roobin o Finaia Ak

a
Financial Alg

Page 2



