
Adding Additional Fees

1. Go to  Registrations then Charge Item Management

2. Click the '+' button to add a new charge item.  If your charge item is an 
optional charge (ie. T-shirt purchase) then uncheck the track inventory 
box.  If it is a mandatory extra charge (ie. fundraising fee) then leave the 
box checked.
Next you can add a description in the description tab and add a fee with 
an effective date in the rates tab.

3. Click Save All
4. Go back to Registrations- Product Management



5. Go on the products where you would like these extra charge items to 
appear.  Then click on the fees and Deposits tab. Once there you can add 
the charge items in the appropriate box and making sure they are active.

6. Click save


