
 

 

 

 

 Updating Missing Fees on Registrations  
 

Scenario – A registrar has forgotten to configure fees for a product and members have registered.  These 
registrations are showing $0.00 owing. 
 

Procedures 
 
To address this issue, you will need to: 
- update your Product Fees on the product that is missing the fees 
- add an ‘adjustment’ to registrations that are showing a $0.00 (or incorrect) fee 
- remove the adjustment 
- SAVE the updated registration 
 
1. Update your fees 
 

 
 

2. Go to the registration that has the incorrect fee 
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3. Add a $1.00 adjustment to the registration on the ADDITIONAL ITEMS tab 
 

 
 
4. Go back to FEES and DEPOSITS tab and you should see updated fee with the $1 adjustment added. 
 

 
 
5. Go back to ADDITIONAL ITEMS tab and remove the $1 adjustment 
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6. Fee is now updated properly – be sure to click SAVE! 
 

 
 
7.  You’re done. 
 
 
 
 
 
 
 
 
 
 
 
 


