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Background 
When accepting cash, checks, or credit cards as payment for enrollment fees and event registrations, 

there are several places to find the reports and records.  

Credit Cards 
Credit cards are charged when the enrollment or event registration is approved. If the charge fails for any 

reason, the family will be automatically notified and given the chance to submit another card number, 

request the same card be retried, or switch to Pay by Check. The county is not notified of this happening. 

If the family chooses to switch to Pay by Check, they cannot switch back to credit card for that 

transaction. 

Enrollment Fees 
For Enrollment fees, go to Enrollments -> Payment Due.  This will show all the members who have been 

approved but have not paid yet. Only check payments will show here. Credit Card payments will not 

show on this list because they are automatically paid when the enrollment is approved. 

 

Click on any line to mark the 

payment received. You can adjust 

the amount of the payment, and 

the date received. There is also a 

spot for a Payment Note. It is 

recommended that the check 

number is entered here. This note 

is shown on reports later. 
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Event Registration Fees 
To see the payment status in an event, go into your event and then click on Payments. The list will show 

all payments – both paid and unpaid.   

To mark the payment received, go to Payment Due and click on the person you want to mark paid. 

Continue like Enrollment Fees above. 

Payments 
To see all payments pending and received for a program year, click on Payments in the County Menu.  

Search for the event by using the Events filter. While you cannot search for enrollment fee payments, 

these are the ones listed as “2024-2025” in the Source column in the results. You can download the 

results to excel and then sort by the Source column to see only the enrollment fee payments. 

Standard Reports 
There are two standard reports to help with tracking payments. With both reports, enter the start and 

end dates then click on Download Excel. 

Check Payments 
This report shows all check payments with helpful details. 

 

The report contains the date of the payment, whether it was for an event or enrollment, the event 

name, the member’s name, the amount, and the information that was entered in the notes when the 

payment was recorded. 

Credit Card Payments 

 

This report contains much of the same information as the check payments report except there is no 

Notes column and it has additional columns – Funding (date the funds were transferred to the county), 

Transaction type (sale/Refund), Paid (amount family paid), Submerchant fee (transaction fee), 

Submerchant Distribution (amount forwarded to county), Status (approved/denied), and Card Brand. 

 

 

The University of Wisconsin–Madison Division of Extension provides equal opportunities in 

employment and programming in compliance with state and federal law. 

 


