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What are Charge/Credit Codes & 
Assessment Rules?

Charge/Credit codes and assessment rules are used to bill students for tuition 
and related expenses, and apply any credits or payments to their accounts. 

 Tuition & Fees

 Financial Aid

 Cash Receipts



Creating a New Charge Code

1. Create the new account in your PC test environment.

2. Ensure the GL account is set-up with Finance. If it’s a new account enter 
in Chart of Accounts. 

3. Discuss with Registrar’s/Student Records how students will be entered in 
PC. Have them create a student in test.

4. Create the code in Charge/Credit Code in Billing Code Tables.

5. Create the assessment rule.

6. Run an assessment.



Creating a New Charge Code

Student Scarry Ghost is going to enroll in the new PCUG Vet-Tech CE 
course offered at Harcum. The cost is a flat fee of $150. Let’s get her 
billed!



Creating a New Charge Code

Enter the new GL Account Information 
in Chart of Accounts

 Billing Setflow

 Workflow

 Chart of Accounts



Creating a New Charge Code

 Go to Billing Setflow

 Tools

 Code Tables

 Charge/Credit Code

 New



Creating a New Charge Code

Enter the information for your new code:
• Code Name-Follow your institutions naming guidelines
• Type
• Short Description & Medium Description
• Long Description-This is what prints on statements, so 

ensure it is reads clearly.
• Amount (if applicable).
• GL Account #s.
• Statement Type
• Summary Type
• 1098-T Type
• Print Order
• Distribution Order



Creating a New Charge Code

If you do not create the account in Chart of Accounts first, you 
will receive this error message.



Creating a New Charge Code



Creating a New Charge Code

Your new code is now available and displayed in the Charge/Credit table.



Creating a new Assessment Rule

• Go to Billing Setflow
• Workflow
• Billing Processing
• Assessment Rules Setup



Creating a new Assessment Rule

 Go to Billing Setflow
 Billing Processing
 Assessment Rules Setup
 New



Creating a new Assessment Rule

Enter the information for your new assessment rule:
• Academic Year
• Term
• Long Description
• Help Description
• Move your new Charge Code from Available to Selected.
• Click Criteria and enter the parameters that will be used to bill the 

code to students (should match what Registrar/Student Records 
enters).



Creating a new Assessment Rule

Your new assessment rule is now available and displayed!



Run a test Assessment!

You can individually assess a student or run a global assessment. Since you’re 
testing you can assess the student individually.



Recap

1. Ensure you’ve got the details for your new code.

2. Communicate with the Finance and Registrar teams. 

3. Set-up your new code in your test environment.

4. Create the new GL account number in Chart of Accounts, if applicable.

5. Create the code in Charge/Credit Code in Billing Code Tables.

6. Create the assessment rule.

7. Run an Assessment.

Questions?
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