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Concept: 
 
MySchoolAccounting-Remote Fines allows teachers to enter their own book fines, and other classroom 
fees and fines into a common database where they can be verified and edited before importing into the 
Accounts Receivable portion of MySchoolAccounting. 
 
 

 
 

Setup Step #1: Network Technician 
 

 Create a folder on a server that is accessible to ALL TEACHERS and the FINANCE Secretary.    
 Grant READ, WRITE, FILE-SCAN, CREATE and EXECUTE rights to ALL teachers and the finance 

secretary. 
 Add a mapping (net use) to this folder to all teachers startup script.   (We can use a UNC path ) 
 Provide both the drive mapping and the FULL UNC path to the finance secretary. 
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Setup Step #2: Finance Secretary Selects Accounts 
 
File  Chart of Accounts  Quick Edit BGL File 
 

 
 

Setup Step #3: Finance Secretary Creates Remote Student File 
Remote  Remote Fines  Set-Up  Create RR Student File 
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Setup Step #4: Finance Secretary Creates Remote Account  
 
Remote  Remote Fines  Set-Up  Create RfBgl File 

 

 

Setup Step #5: Finance Secretary Copies files to Shared Network Folder. 
 
Remote  Remote Fines  Set-Up  Install to Remote Fines Directory 
 

 
 
 
 

Be sure and check “Limit 
to Remote Fines 
Accounts”.  The system 
will then show the 
teachers only those 
accounts you selected in 
step #2. 

Usually check Create new 
RfBgl. 
This option has little 
effect on Remote Fines. 

Enter the path you were 
given by your Network 
Technician (Step #1) 

CAUTION!! 
 This button will DELETE 
programs and data from 
the folder.   Use ONLY to 
start a  NEW  Year or 
Session.     
 
Make sure you have 
downloaded all fines 
before you click on this 
button! 
 
This button deletes all 
fines that have been 
entered by the teachers 
from the shared folder. 

This button will copy 
the current students, 
accounts and 
programs for teachers 
to use to enter fines. 
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Setup Step #6: Finance Secretary checks files that were copied. 
 
Click on My computer and look at the folder entered in Setup Step #5 
 

 
 
The folder should contain AT LEAST these 4 files: 

 Awrfc.exe The program the teachers will use to enter fines 
 RfBgl.tps The account file 
 RrMst.tps The student File 
 RrSys.tps The system setup file 

 
There may be several other files.   This is fine they are created as fines are processed. 
 

Setup Step #7: Finance Secretary enters the path to Remote Fines: 
 
File  Manager  System Definition  Remote Processing Options 
 
 

 

Setup Step #8: Network Technician Instructions or Icon for Teachers: 
 
These instructions assume the mapped path for the teacher is T: 
 
Option A:   Create an icon on each teacher’s computer to T:\awrfc.exe.    This can be done with 

ZenWorks (Netware) or other tools if you are using Windows or Linux Servers. 
 
Option B: Teachers can start the program at their computer by: 
 Start  Run  T:\awrfc.exe  OK 

Enter the path to the 
Shared Remote Fines 
directory. 
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Teacher Instructions 
 
 
MSA-Remote Fines will allow you to enter your end of year, end of semester fines your own computer.   
TES has worked with your Technical Staff and your Finance Secretary to configure this system for you. 
 
The system has been installed on network drive ______.    You will use this information to connect in 
step #1. 
 
Teacher Step #1:  Start the program 
 
Click on Start  Run  [Network Drive]:\awrfc 
 

 
 

This example assumes that you 
were assigned network drive X 

After you enter your 
command, click on [OK] 
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Click “Enter-Fees” to start the 
program 
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To Enter a fine: 
Click on the [Insert] button at the bottom of the page 
 

 
 

 
 
 
 

 
 

 

Enter your last name 
in all CAPS. 

Enter the Amount and press 
the TAB key 

You will see a popup list of students. 
 
Begin typing the LAST name of the 
student and the list scroll to that 
student. 
 
Select the student by doing one: 

 Double click on the student 
 Click on Select 
 Press the enter key 

 
 

Enter a specific comment – 
Include BOOK NUMBER and press 
[TAB] 

Enter the class period and 
press TAB 
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You will see a popup list of accounts 
 
Begin typing the Activity of the 
account and the list scroll to that 
account 
 
Select the account by doing one: 

 Double click on the account 
 Click on Select 
 Press the enter key 

 

The entry form moves on the next line KEEPING the period and the ACCOUNT. 
If the next line uses the same account just press [ENTER] after the comment and it 
will skip the period and account. 

When you are 
finished click on 
[PRINT REPORT] 

P   will be checked when the finance secretary has posted this 
fine.    After it is posted you CANNOT delete this item. 

V   If an item has been posted you can mark it as 
VOID telling the finance secretary that this line 
should be deleted. 

You can START and STOP the session 
as often as you wish.   Your data will 
be saved between sessions 
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Secretary Processing 
 

 
 
 
 

Edit Remote Fines 
 

 

Remote Fines Report 
 

 

View and Edit and 
individual Teacher’s Fine 
List 

View and Edit ALL 
Teacher’s Fine List 

Default sort 
order is by 
teacher.   Click 
on header to 
sort by Name 
etc 

To make corrections you 
can either 

 Click [Change] 
 Double click on Line 

VP will be check 
when the Void is 
Posted 



MSA-Remote Fines 

P a g e  | 10 

 

Post Remote Fines 
 

 
 
 
 

 

Enter Starting and Ending 
Teacher (End teacher ZZ for all) 
Then click [TEST] 
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Click on [Post] to post the 
items to Accounts Receivable 

The items now show posted 
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Library Fines 
 
MSA-Remote Fines has the ability to import library fines from most library systems and post them 
directly the Student Accounts Receivable. 
 

NOTE: Comment is only 30 characters. 
 

 
 

 

Export File Layout 
Comma Delimited 
STUDENT ID,  Amount, Comment 

Enter the name of the file and then click 
on [READ FILE] 

The Students and the fines are shown.   
The secretary can edit, delete and fix this 
list. 

The comment to be posted 
in the AR file. 

Use the dropdown list to 
specify the income 
account to receive the 
charges. 

Round fine to nearest 
dollar. 

Click to post to 
withdrawn students. 

Print report 

Post fines to AR 

W = Waiver Student 
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