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Student Records 
Administrative Override of Late Fees 

Overview 
 

This process will show how to administratively Override Late Change Fees (Add or Drop) and/or Late 
Registration Fees. 
 
Steps 
 
Administrative Override of Late Fees via Quick Enroll 
 

1. Navigate to: Records and Enrollment > Enroll Students > Quick Enroll a Student. 

2. Enter the student’s ID, Academic Career, Academic Institution, and Term. 

3. Click . 
 

 
 

4. Set *Action to Enroll, Drop, or Swap. 

5. Enter Class Nbr or click the Class Search link to search for the correct class number. 

6. Click the Fee Overrides tab. 
 

 
 

7. Click the appropriate Fee Override option. 

8. Click . 
Since each enrollment has to be entered separately using this process, the fee override(s) can be 
applied to only individual classes as needed. 
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Administrative Override of Late Fees via Enrollment Request 
 

1. Navigate to: Records and Enrollment > Enroll Students > Enrollment Request. 

2. Enter the student’s ID, Academic Career, Academic Institution, and Term. 

3. Click . 
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4. Set *Action to Enroll, Drop, or Swap Courses. 

5. If needed, select the Override Action Date check box, and then enter Action Date. 

6. Enter Class Nbr or click  to search for correct class number.  

7. Note the location of Late Change Fee and Late Registration Fee override options. Click the 
appropriate override option. 

8. Click  (located at the top of the page). 

 
 
 
Verification on Enrollment Request Search 
 

1. Navigate to: Records and Enrollment > Enroll Students > Enrollment Request Search. 

2. Enter the Academic Institution. 

3. Click . 
 

 
 

4. Enter the Academic Career, Term and the student’s ID. 

5. Click on any of the ten tabs to view data pertaining to each class enrollment action for the student 
selected. 

6. Click on the Fields 47-48 tab to specifically view override options. 
 


