
Summer Camp 2024 Fee Instructions 
 

1. Look up household and the registration fees and all weeks of camp they wish to attend to the cart. Before the 
fees window appears, an income verification prompt will appear. Make sure the patron agrees to both in person 
as the language came from the City Attorney’s office:  

 
2. The fees options will now appear. At the top of the window hit Copy Fees or else you will have to select the fees 

one week at a time. Then place a checkmark next to the correct fee. Hit Continue when done.  Don’t forget the 
Attestation Form is mandatory for those who pay $25. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. One the weeks and the registration fee are in the cart, click on the Payment button.  
 

 
 



 
 

4. On the Payment Page change the Amount to the total they are paying at that very moment. Only the 
registration fees ($25 per child) are mandatory at this point. Then select the payment type and hit Process. If 
they are paying more than the registration fees, enter that amount – it will apply the extra funds to the first 
week(s) of camp. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. A popup window will now appear stating it is not being paid in full. Click on Yes to continue.   

 
 
 
 
 
 
 
 

6. The receipt will now appear. Each week will show an Amount Due. 

 
 
 
 
 
 
 
 
 
 



 

Paying Weekly Balances 
 

1. Global Sales then look up open the household. 
2. Click on the Purchase History tab   

 
 
 
 
 
 

3. Select the week(s) of camp they are paying for at that moment (not weeks they aren’t paying for yet), and hit 
the Pay Balance button followed by Pay Selected Balances.  This will send the items to the Shopping Cart. 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

4. The items will now be in the Shopping Cart. Process the payment normally. 
 
 
 

Report Info 
1. Run the VSI – Activity Roster Fees Report template from Section Inquiry or Activity Enrollment Reports to 

check who has and hasn’t paid for the weeks all at once.  Contact the RecTrac office if you would like this to be 
emailed to your facility account weekly. 


