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Introduction 
 

The MIT eNROL – Electronic Payment System (EPS) is designed to provide a school/college with the 

following functions: 

• Online payment of school/college fees by parents/guardians 

• Payment of fees when presenting at the school/college 

• Creation and editing of fees 

• Balancing/Lodgement of fees 

• Integration with financial systems 

• Communication with a parent/guardian 

• Report generation 

 

The EPS is a securely hosted web-enabled system where a parent/guardian can make an online 

payment for their child(ren). The parent/guardian creates an account, where they can log in, from 

any device, and see all outstanding fees for their child(ren). It will also provide the parent/guardian 

with a statement of all fees paid to date. The site allows parents/guardians to make full or part 

payments using all major credit cards.  The EPS system also includes front of house payments in the 

school/college office via a variety of different methods i.e. cash, cheque, draft, and credit or debit 

card. Receipts are issued immediately providing details of payments and any balances due, which 

can be printed as required. 

This guide been broken down into four parts. 

1. Common Terms 

2. Staff Guide to the Parent/Guardian Account 

3. Administration User Guide 

4. Frequently Asked Questions and Trouble Shooting 
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Common Terms  

Front End – The student applies and logs into their account at the front end of the site. 

Back End – The back end refers to where staff log in and the administration work takes place. 

Short Cuts – – Throughout the site you will, you will see ALL or NONE options at the top of 

a list. By clicking ALL, everything in the list below will be included in your report/search. If you only 

want to include some of the list. Click the NONE button and then select an item/student using the 

radio button (aka the circle or tick box). 

User – The user refers to anyone who is logging in and using the site. At the front end, the user 

refers to parent or guardian. At the back end, the user is the staff member working on eNROL. 

Editing Icons 

  Click this to edit the component. 

    Click this to delete a component. 

 You cannot delete a component with this icon as a student has paid a fee against 
this. 

   Click to save your changes. 

   Click to cancel your changes. 

Help – This guide along with MIT Customer Support contact information is available throughout the 
site. It is at the bottom of all menus and along the header.  

You can also log all queries and questions at: support@mitsupport.freshdesk.com. 
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Part 1: Staff Guide to Parent/Guardian Account 
 

The purpose of this section of the guidebook is to give the school/college a parent perspective. The 

whole process of making a payment is outlined from the start with creating an account, what the 

account looks like and how to make a payment.  

Create Account (Parent/Guardian) 
 

In order for a parent/guardian to make online payments they must create an account. When a 

parent/guardian clicks on online payment link on your schools website, they will be asked to login. If 

this is the first time they are accessing the site, they will have to create an account.   

Step 1: Click on Create Account. 
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Step 2: Enter first name, surname and PPSN. Click Next. 

  
 

NOTE: The names must be spelt the exact same way as the school has created the student’s account. 

e.g. The school may have set up a student under the surname Fitzgerald not realising that the family 

spell their surname with a ‘G’ – FitzGerald. If the parent is entering the surname with ‘G’ the system 

will not recognise the combination of names and PPS and the parent will have difficulty creating their 

account. They will see the error message above. 

 

Step 3: Enter contact details and create password, recovery question and click Create Account. 
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The password must include upper and lower-case letter, numbers, and a special character. 

 

 
 

Step 4: Choose a Recovery Question. The parent/guardian is then required to pick a Recovery Question 

from the options below. This is used if the password needs to be reset.  

 
 

The parent must tick the boxes to say that they have read and understood bot the Terms & 

Conditions and Data Protection Statement. And click Create Account. 

 

 
They will receive an email confirming that the account has been set up. The parent will be taken to 

the Payment Dashboard. Here they can make a payment or review their account and log out. 
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Parent/Guardian Login 
 

When the parent has created their account. They can log in anytime using their Username (email 

address) and the password they created.  

 

Forgotten Password 
 

In the case where a user (parent or guardian) has forgotten their password, the user can request the 

password securely via the system.   

Step 1: Select the Forgot Password Link. 
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Step 2: Enter Email address and click Send. 

 
 

The parent must then check their email inbox (and spam/junk folder) for an email and follow the 

instructions. 

Payment Dashboard 
 

When the logs into their account he payments dashboard automatically opens on the family page. 

This provides a breakdown of all fees for all siblings.  

 

To look at the fees assigned to just one child, simply click their name from the row above. You will see 

all the fees that have been paid, exempt, refunded etc.  
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To Make A Payment 
 

Step 1: Click on ‘Payments’ tab 

Step 2: Select the academic year and whether you want to make a part payment or full payment. 

Step 3: Enter the amount you want using the drop-down menu opposite the fee you would like to 

pay. The denomination amounts are set by the school. 

Step 4: The user must confirm they have read and understood the school’s Terms & Conditions. And 

click Pay Now 
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Step 5: The user is redirected to the payment processor page where they select card type and then 

enter the Cardholder name, Card number, Expiry date and CVC number. The payment processor is a 

secure online payment processor.  

 

Input your card details and click Confirm Card Details 
 

 
On successful payment, a receipt is issued immediately on screen. The user can now print this receipt; 

however, the receipt is automatically saved and stored in their account. 
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See below an example of a payment receipt. 
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Part 2: School/College Administration Guide 
 

This section of the manual is to be used a guide and support for Administration staff after they have 

received training from MIT Customer Support Team. It will first look at how a staff member logs in 

and can reset passwords. It will then take each section of the site, for example Administration, 

students and reports and explain the functions within each. 

Staff Login and Password Reset 
 

The staff login area allows staff members to manage payments/view student accounts. The user 

must click on the staff login button and enter their unique username and password. A member of 

the school administration will have access to create users and passwords.  

 

 

Forgot Password - Staff 
 

If a staff member forgets their password, they can use the links on the log in page to create a new 

one. Click on Forgot your password? Link under the login fields. Enter and confirm your email 

address and click Send. The password will be sent to this email address.  
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Reset Password - Staff 
 

Click on Reset Password on the staff log in page. 

The user is presented with the screen below and is asked to input their details (username, old 

password, new password, confirm new password). 

 
 

Section 1: Administration 
 

The administration section of the site allows the school/college to assign roles and access, create 

and edit staff accounts, manage fees, and sun codes. By having access to all of these functions in 

house, the school will spend less time waiting for staff accounts to be set up or for accounting codes 

to be edited for example. 

Roles & Access 
 

There a number of roles within the system that can be assigned to a user. The system manager role 

has the most privileges and is normally the school principal. There can only be one system manager 

per site and this is normally assigned by MIT when first building your site. Other roles can be 

assigned and a varity of different functions can be gratned to each role. The System manager can 

assign and unassign functions as required. 
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To view the access rights under any particular role, go to the Adminstrartion page.  

Choose Roles & Access (from the dashboard list on the left hand side or from the tiles mid screen). 

 

You will be provided with a list of roles on the site for example Administrator, Superuser. 

Each role can be expanded to display the different sections and functions within the site by clicking 

the  icon. To allow a role access to a specfic function simply select the tickbox under that 

function and click Save Permissions. In the example below, a staff member who has been assigned 

the role of Adminstrator has access to view and add applicants (aka students). They can assign fees 

to students but they can not transfer students. 
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Users 
 

The role of System Manager will be assigned to one member of staff when the site is being built and 

training is provided. The System manager can view, edit, add, and delete users. This means that all 

the staff accounts, passwords and permissions can be managed inhouse, without contacting MIT. 

To view all users on the site, go to the Administration Tab and select Users from the menu. 

Edit, Add, Delete Users 
 

As staff members change within your organisation, the system manager can can add, edit and delete 

user accounts as required.  

 

Step 1: Click on the Administraion tab and choose the option Users from the list. This will open a 

screen displaying a number of options such as View Users, Edit Users, Add User and Delete User.  

 

Step 2: Click on the Add User option and fill out the requested fields. Name, Surname, Username, 

Password etc. You will be required to select a role for the new user and to add a pin number for 

access rights to certain functions Click Add User button and provide the new user with their details. 

Don’t forget to advise the user to reset their password to something unique to them.  
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If a users’ role has changed, the system manager can edit this under the edit tab. Simply select the 

the tickbox next to the user’s name and then edit as required.  

Similary, to delete a user account who is no longer working in the orgaisation or who no longer 

needs access to the MIT, select Delete User  tab and  check the box next to the user. Select Delete 

User and then in the pop up window confirm this by clicking OK. A green message will pop up on 

screen to say that the change has been successful.  

Fee Configuration 
 

The fee configuration of the site is broken down into different stages. The first thing we look at is the 

component. This is the main type or category of the fee i.e. School Tours. We then move on to the 

subcomponent, this is the specific fee i.e. Trip to Tayto Park. When the fee has been set up, we then 

assign to the specific year and enter an amount i.e. Trip to Tayto Park could be assigned to three 

different years, all at different amounts. The final part of setting up a fee is to allow for refunds and 

exemptions.  

Steps to setting up Fees 
 

To Set up a fee go to Administration and then Select Fee Configuration 

Step 1: Setting up a Component 

The Component tab is the main fee type or category. In some schools and ETB this may also be 

referred to as a programme. There are usually set up before your system goes live or at the start of 

the new academic year. The component has a specific T2 code assigned to it. These codes are 

provided by the ETB or school management team. Most schools/colleges will only need 4 or 5 

components as all fees will be coded to these T2 codes. For example: School Tours are component 

that will have several fees with in i.e. Trip to Dáil or Tayto Park.  

To create a new component, you need a Component Name and a T2 Code which will be provided to 

you from your ETB or head office. When you have entered the information select Add Component 

and click Next 

 

If the T2 Code is already assigned to a component go straight to Step 2. 
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Step 2: Creating A Subcomponent 

The Subcomponent is the specific fee i.e. Book Rental, Junior Cert Mocks. It is the name of the fee 

used by the school on a daily basis. It is also what the parent will see when they log into their child’s 

account. Your school or college creates subcomponents and decides where to categorise them (what 

T2 code to give them).  

To create a new subcomponent, scroll to the Component Drop down menu and select the category 

for the fee i.e. School Tours 

Enter the name of the fee i.e. National History Museum and click Add 

Click Next to move on to Step 3 

If your subcomponent is already set up got straight to Step 3 
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Step 3: Assign Fee to Year groups  

Once the Components and Sub Components are set up they must be assigned to a year group. Go To 

Admissions>Fee Configuration>Year Fees 

 

Under the Year Fees Tab select the year or form where you want to assign fees. Select the academic 

year and click Go. 

 

 
 

You will be provided with a list of fees that are currently assigned to that particular year.  
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To assign a new fee go to the Fee Componenet drop down menu and scroll and select the required 

fee. 

Enter the amount of the fee and select Add. 

Your list of fees will be refreshed automatically to show the new fee you have just set up.  

Step 4: Enabling Refunds and Exemptions 

The last step in setting up a fee is to enable the exemption and refund for that fee. While it may not 

be something that you are thinking about at the time of setting up a fee. By including this step in 

your fee set up process you will save yourself confusion and frustration later in the year.  

Under Fee Configuration go to Exemption Tab. 

Select Exemption Type Other from the drop down menu. 

(Contact MIT for access to the Discount exemption Type) 
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You will then see a list of fees that are currently on the site. Select the tick box next to that fee to 

enable refunds  and exemptions. Click Save.
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Section 2: Students 
 

The next section of the site is in relation to the students. From here you can add, view and edit 

students. This is also your starting pointing for student transfers. And when your fees are set up, you 

can start here to assign the fees to students from here.  

How to Add a New Student/Applicant 

  
Step 1: Under the Student Tab, select Add Applicant/Student   
  

 
 

Complete the online application form. Any field with a * is a mandatory field and you will not be able 
to complete the application form if these are not completed.   
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PPSN are unique identifiers and are required by the MIT system in order to track a student’s 
information. If the PPSN is already in use or is in an incorrect format, the system will show an error. 
For Example: 

  
 

Once the application is complete an acknowledgment screen will open with the student ID. 
 

  
  

Searching for Students 
 

There are a couple of ways to do this but the first and quickest, is by using the search function in the 

middle of the screen.  You can search for a student using the following keyword types: First name, 

surname, PPS, student ID, email and mobile.   

 

Make sure to select the correct keyword type for the Search_By dropdown menu and click Search. 

 

  



Confidential | Copyright MIT Education Solutions  25 

 

Viewing Student Payment History  
 

For more information on how to take Payments, Refunds and exemptions, please go to Section 3: 

Payments 

Search for your student using either of the options above.  

Click on the ID number.  

 

 

This will open up on the family payments page for that student and in the current academic year 

 

 

To view a specifc student click on the student name. You can view the payment history for as many 

years as the student has been in the school by clicking on the Academic year Tab. You can view the 

payment history for as many years as the student has been in the school by clicking on the Academic 

year Tab 



Confidential | Copyright MIT Education Solutions  26 

 

 

 

Viewing Student details  
 

Search for your student as above and select View under details. 
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Under the account details you can see the student contact information and their status. You can also 

select the correspondance tab which will provide a histroy of all communications with the student 

from the eNROL site. 

 

To Edit/Update a Student Account 
 

Seacrh for and view the student details as above. 

Select Edit Details. 

Enter the correct/new information and select Update Details to save changes. 

To change a students status, select the correct type from the drop menu and click Update Details. 

A green message will appear on your screen to confirming the update.  
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Sibling Link 
 

The site provides a function called Sibling Link. This allows the school to link students from the same 

family. This means that the parent will only have one account for all ther children. It also means that 

the school can see all the family information at a glance. In order to ensure that the sibling link 

works correctly, it is importnant that you start with the eldest family member and link all sibling to 

this student. 

Step 1: Search for the student as normal. 

Step 2: Click on Siblings. 
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A new window will pop up with a search bar and a list of siblings already linked. 

 

 

Step 3: Begin typing the name of the new student. Select the correct student. 
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Step 4: Click on Link Siblings. 

 

 

The family details list will automatically refresh and update for you. 

 

Step 5: Return to the student family page and check that the siblings have been linked 
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Transferring a Student  

  
Under the Students tab, select Transfer Student  
 

  
  
  
Select the Course, Class and Status that the student(s) is currently in and click Next  
 

  
  
Select the Course, Class and Status you wish to transfer the student(s) to and select Next  
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Select your student(s) by ticking the box beside their name and click Update (the update button is 
positioned at the bottom of the screen)  

  

  
 
 

You will see a message saying that the transfer has been successful  
 

Assigning Fees to Students   

 
Section 1: Administration outlines how to set up or create fees and assign them to particular year 
groups. Once you are happy that the fees have been set up correctly and assigned to the correct 
years, you need to assign the fees to the students. This generally takes place before the new 
academic year starts in September and after the Roll over has been completed.   
 

You will also use this function if a student joins your school/college mid-year. 
 

Step 1: Under the Students tab, select Assign Fees to Students 
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Step 2: Select the Year and Class that the student(s) are in. Status can remain at ALL and 
the Teaching Group can be left blank. Click Next  

 

  
  
Step 3: Select the academic year you wish to assign the fee to  
 

  
  

  
Step 4: From the list provided select the Fee Component(s) you wish to assign to the student(s) and 
click Next 
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Step 5: From the list of students provided select the student(s) you wish to assign the fee(s) to by 
ticking the box and click Assign Fees  
 
A green successful message will show on screen to indicate that process was completed.  
 
It is always a good idea to have a student ID or two handy so you can check before and after to 
ensure that everything is correct.  

 

  
 

Sections 3: Payments 
 

When you log into the eNROL site you will automatically land on the payments tab. This is part of the 

site that you will become very familiar with as you will be balancing you payments daily, finalising 

lodgements and you can also start the taking payment process from here. A hiostory of all 

transactions and lodgements are kept in this section of the site. 

Taking Payments  
 

As soon as the correct fees have been assigned to students, parent can log into their account and 

make an online payment (see part 1 of this guide). One of the benefits of getting parents to create 

accounts and pay online means there is less work for the administration staff in your school or college. 

There will, however, be times when the school may need to make an exception and take a payment 

from a student or parent in the office. The eNROL site can take a variety of payments modes including 

Credit/Debit Cards. 

How to Take a Payment  
 

Step 1: Search for your student and go to their payment page as you would normally (see page 24 if 

you need help with searching for a student) 

 

Step 2: To take a payment, select the Payment Mode from the dropdown list. Click on the Payment 

Type (Payment, Balance or Total payment). A payment note can be added if necessary.  Enter the 

amount to be paid (this is typed into the payment box) and click Next. 
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On successful payment, a receipt can be generated on screen. The user can now print this receipt; 

however, the receipt is automatically saved and stored with the user account and can be viewed at 

any stage. 

Step 4: Confirm the payment amount by clicking submit. 

 

 
 

  



Confidential | Copyright MIT Education Solutions  36 

 

On successful payment, a receipt is issued immediately on screen. The user can now print this receipt; 

however, the receipt is automatically saved and stored on the parents account and can be viewed 

(and printed) at any stage. 

 

 
 

Credit/Debit Cards Payments 
 

The Mit eNROL  system has a built in credit card terminal, allowing you take a credit card payment in 

person or over the phone.  

Step 1: Complete the steps as above and in the Payment Mode dropdown menu select Credit/Debit 

Card. Click Next. The user is redirected to the payment processor page where they select card type. 
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Step 2: Input your card details and click Confirm Card Details 
 

 
 

On successful payment, a receipt is issued immediately on screen. The user can now print this receipt; 

however, the receipt is automatically saved and stored in their account. 

 

 

Refunds  
 

There will be occasion where students will need to be refunded payments that they have made. For 

example, where a trip did not go ahead due to Covid-19. The system can record any refunds via 

cheque and will also issue refunds directly back to the credit card used to a make a payment. A 

credit card refunds can only be used against a payment that was made by card. A payment cannot 

be refunded where that payment took place over 180 days before. Where a payment is over 180 

olds the school will need to issue a cheque or process an EFT for the refund. (Please see your 

payment processor for further details). 



Confidential | Copyright MIT Education Solutions  38 

 

Step 1: Search for your student and go their payments page as you would normally. 

Step 2: Click Refund 

 

Step 3: In the pop-up window, select your refund type (this will always be other) from the drop 

down. 

Step 4: Enter the reason for the refund in the box provided.  

Step 5: Locate the fee from the list, enter the refund amount and refund mode (from the drop 

down) and click Next 
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Step 6: A confirmation message will appear on screen (see blue box) if you are happy that you want 

to apply this refund, select Submit 

 

You will be given a final chance to check the refund, click OK to proceed or Cancel to cancel. 

 

The page will then refresh with a green message advising the refund was successful. 

The payment statement will automatically be generated, allowing you to print this off if needed, 

remember that a parent can view this on their account so you do not need to print and post it. 

Step 7: Return to the student payments page and refresh to ensure that the refund is reflected on 

their account. 
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Exemptions 
 

Exemptions can be applied to a student account if required. For example, your school may apply a 

siblings discount or exemption for the voluntary contribution or student may be exempt the book 

rental fee under hardship grounds etc. 

 

Step 1:  Search for a student as normal and go their their payments page 

 

Step 2:  Click on  the Exemption button 

 

 
 

Step 3: A new window will pop up on screen. Choose the Exemption Type Other and enter the 

exemption reason in the box provided. Enter the exemption amount by typing in the numerical box.  
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Select Exempt and click ok to continue. You will see a green message successful message letting you 

know that it has been completed.  

 
 

Return to the student payment page, refresh to ensure that the exemption has been applied to their 

account. 

Balancing Payments 
 

Balancing your Payments is an important function that must happen on a daily basis. Balancing your 

payments is similar to totting up your till or float if you were working in a shop. You are confirming 

that these were the transactions you processed on a given day.  

Step 1: Go to Payments and select Balance Payments 
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Step 2: Review the Transaction Report 

If the transaction list is correct and the amounts are correct, select Balance Payment  

 

Step 3: Do a final check on the Total and select Balance 

 

Click OK on the confirmation message 
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Please Note: 

You can only balance the transactions that you processed.  

If you do not balance your payments/transactions, these transactions will not present to be finalised 

or show up in the financial reports. Hence, you will not be able to complete your bank reconciliation. 

If you forgot to balance your payments, do not worry. When logging out, if the message below pops 

up, please balance your payments, and then log out. 

 

Transaction History 
 

A record is kept of every balanced amount under Transaction History.   

 

Step 1: Go to Payments and select Transaction History. 

 

Step 2: Select the dates you want to view the transaction from and to and click Generate 
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The transactions are displayed in a list.  

 

 

Step 3: To view a particular transaction select the date. You can then see the student name, the 

order id, amount and payment mode etc. 

 
 

Finalise Lodgement 
 

The school must lodge all cash/cheques/postal orders and drafts to their local bank accounts. At this 

stage, the user must create a lodgement to match the amount being lodged. This lodgement will 

consist of all the balanced transactions (from all users) since the last lodgement date. The process of 

finalising lodgements and completing bank reconciliation will vary from the school to school and ETB 

to ETB. For guidelines on this procedure please contact your principal or ETB. MIT can also provide 

you with some guidance. 
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Step 1: Generate transactions to be finalised 

Go to Payments and select Finalise Lodgement. Dates must be chosen from the filter as shown 

below.

 
 

 

Step 2: Select the tranctions you want to finalise 

All balanced transactions are displayed based on the criteria entered in the date filter. There is a 

tickbox beside each transaction which allows the user to control how the lodgeemnt is created. (i.e.  

a cheque has not cleared in the petty cash account, this can be ommited from the lodgement). 

Notice all the balances are selected.  
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Only select the balances in which you are going to the bank with. Once you have these selected, click 
Finalise 
 

 
 
Step 3: Finalise Lodgement   
This will redirect you to a page where you will see the full breakdown of all the transactions, you will 
also see the totals on the top left table. This is your chance to check the amounts before you create 
your lodgement file. If this this correct, click Finalise Lodgement   
 

 
 
You will notice the payment/refund amounts will revert to €0, this is showing the amounts have 
been finalised for you and a lodgement has been created. You can now click Exit.    

 Lodgement History 
 

A record of each lodgement is recorded in the system. This should match with the amount 

transferred to the ETB head office  or in your bank account (please allow a up tp 5 working days for 

credit card transaction to be be completed). 
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Step 1: Click on the Payments tab and choose Lodgement History. Enter the dates for the you want 

to creaste the history for and click Generate 

 

 
 

Step 2: The user will see a list of lodgements based on the criteria selected in the date filter. To view 

a lodgement, click on the lodgement number.  

 
 

Unassigning fees from Students  
 

There will be times throughout the year that you may need to unassign fess from a student(s). For 

example, a student may have applied for and accepted a place on the TY programme but later 

decided they wanted to go straight to 5th Year. In this case you want to unassign the TY fees before 

transferring them to 5th Year and assigning the correct 5th Years fees. 
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Step 1: Go to Payments and select Unassign Fees 

 

 

Step 2: Select the Academic Year, school year and class of where the fee(s) has been assigned. Select 

Next 

 

Step 3: Select the fee(s) that you want to unassign and click Next 
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Step 4: Select the student(s) you want to unassign the fees for. Scroll to the bottom of the list and 

Click Next 

NOTE: if there is a next to a student, this means that the student has paid some or all of the fee 

and therefore the fee can not be unassigned. 

 

 

Sections 4: Communications  
 

While your school or college may their daily management system to communicate with students and 

parents. There is a communication function on the site where you can send an SMS and/or email. 

Online means that the parent will see a Message Notification the next time they log into their 

account. Emails are sent for free. SMS have charges 

 

Go to Communications and select Send SMS text & eMail 
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Step 1: Select the year anf class of the students you want to contact  

 

Step 2: Select the students you want to contact by using the tick box on the right handside. Click 

Next 
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Step 3: Enter a subject (if sending am email), attahced a document if required and write your 

message. Select the method of communication online, email or SMS.  

 

 

You can also add any outstanding fees and the insert the payment link into the message for ease of 

use for the parent. Setid (AKA Academic Year). When your message is ready click Send Message 

 

You will be asked to confirm your message and you will then be send to a confirmation report. This 

report summaries who you contacted and the method of contact.  

Letter Managament – Please contact MIT for further information  

Invoice Managament - Please contact MIT for further information  
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Sections 5: Sycnhronisation 
 

This section of the site is used by the ETBs to export accounting information. And also by MIT to 

complete the Roll Over and Student Import. 

For more information please contact MIT 

Section 6: Reports 
 

The reports section on the site allows the school or college to generate financial reports based on 

fee, year, or class, among other criteria. There are 3 types of Reports. Basic Finance and Finance 

report which show all payments based on the criteria chosen. The basic finance report will display 

limited student data. The Finance report will includes full student contact information. We also have 

a Debtors report which will show your outstanding fees. 

Generating Financial Reports 
 

Step 1: Go to Reports and select the type of report you require. i.e. basic, finance or debtors 

 

 

Step 2: Enter the criteria you want the report based on. The report can be as specific as a school trip 

that is only taking place in one class. Or it can be as broad as all payment and all fees across the 

whole school. Bear in mind that if the report is very large your computer may have issues 

downloading it.  
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Select the criteria: year, class, status, programme (aka component – fee category), sub programme 

(aka subcomponent – fee name), payment mode, academic year, and dates for transactions. 

Click Generate 

 

 

Step 3: You will get a brief breakdown of the payments made and the payment mode, to view the 

full report, click Generate Total Report 
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This will give you the full report with all the details as shown below. This is also where any payment, 

refund and exemption notes will be seen.  

 

Step 4: This report can be exported to excel where it can be formatted as required.  
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Frequently Asked Questions and Trouble Shooting 
 

Parent Account: 
The parent is having trouble creating an account. 

There are a couple of things to check with the parent before contacting MIT. 

- Is the parent spelling the name as per MIT account? 

- Is the PPSN on eNROL correct? 

- Advise the parent to use Google Chrome as their internet browser 

- What error are they getting? If they are being advised that the email already exists, have 

they created an account for an older sibling in the school? If they have then they do not 

need to create a new account as the school can link the siblings. 

 

Parent cannot reset password. 

Again, there are a few things that you can check before escalating this with MIT. 

- Has the parent set up an account? See next question for how you check if a parent account 

has been created 

- Have they checked their junk/spam folder for an email? 

- Is the email address they are using the one that they created the account with? You can 

check this on the Student Details Page (See page 27 for instructions on how to view details) 

- Are they getting an error? Can they screen shot it?  

 

 

The parent is having issues logging in.  

Things to check with parent before escalating the query to MIT 

- Check to make sure that the parent has set up an account. 

To check if a parent has set up an account, go through the Create Account process (see page 5 of 

this guide) using the student name and PPS as on the system. If the parent has created an 

account, you will see the following after clicking on Create Account 

 
 

If you are brought to the second page of the Create Account process, then the parent has not set 

up an account.  
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- What type of internet are they using i.e. Free Wi-Fi on the bus or their own mobile data or 

home internet? If they are connected to free network this may be the issue. Advise the 

parent to use a more secure network and try again. 

 

The parent cannot see the siblings on their account, but I know I linked them.  

If the parent is not able to see all the children on their one account. First check that you have linked 

them. You can see this on the family payment page and on the sibling link page. Check that you 

followed the instruction on linking sibling. I.e. search for oldest student in the family and select the 

Sibling link to add the younger child to the family. 

 

Parent cannot see fees when they log in their account? 

Check to see if the fees have been assigned to the student. You may have assigned them to the year 

groups but not to the students. 

 

Fees: 
The system is telling me there is no session created for the dates I entered to create my Finalised 

Lodgement? 

This means that no payments/ transactions have been balanced. Balance your payments and ask 

anyone else who is responsible for MIT to balance their payment (even though you should be doing 

this before you log out) and then try and generate you Lodgement again. 

 

The system is telling me there are no fees set up for the year. How can I check? 

See page 20 of this guide 

 

I want to unassign fees, but the system will not let me. 

If the fee was assigned to students before the Roll Over was completed, you will not be able to 

unassign them through eNROL. Please contact MIT for support 

 

Payments: 
I entered a payment incorrectly – can I edit it? 

If you have not yet balanced your payments, you can edit a transaction. You may be asked for a PIN 

– Please contact MIT for same. 

- Go to Payments>Balance Transactions 

- Scroll through the list until you find the transaction you need to edit 

- Select the Edit link on the righthand side of the page. 

- A window will pop allowing you to change a variety of things on the transactions for example – the 

fee type, the amount, and mode. You must enter a reason for the modification or change before 

selecting save. 

Credit Card payments cannot be edited. 
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I can see a payment on the student page, but it is not coming up in the reports, but it is in my 

Transactions History. 

This will happen if the person who took the transaction did not balance. If this was an online 

payment made by the parent at the front end, first check to see if the payment is available to be 

finalised. Finalise it if you can. Contact MIT if this does not work. 

 

I am getting a Billing Address error while attempting to take a Credit Card payment over the 

phone? 

This is an easy fix. Search for your student and go to their View Details page. In the address fields on 

the right-hand of the screen there will be a blank field (this is normally the 3rd field). Enter data here 

i.e. you could enter Address Lines 2 again. It does not have to be unique. Save the changes and take 

the payment again. If you are still receiving the same error, contact MIT Customer Support. 

 

My bank is not reconciling with MIT 

MIT does not handle any money but asks the payment processor to do the transfer from the parent 

account to the school bank account. This means that MIT will match your payment processor and 

your payment processor account will match your bank account. Payments are normally processed or 

settled to your bank the next day. (It is important to remember that it can take up to 5 working days 

for the payment processor to complete the payment) So what MIT says for the 1st of the month ,you 

will mostly like see this in your bank account on the 2nd of the month.  

If you have having issue with your bank rec:  

- check all transaction have been balanced and finalised.  

- Were their refunds issued? When were these finalised? If someone issued a refund on the 

1st of the month through MIT but did not balance or finalise it until the 10th of the month 

your bank and MIT will not match. The refund would have gone from the bank on the first 

but will not show up on MIT until the 10th. 
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- Contact your ETB 

- Contact the person in charge of the Payment Processor account to get access to this so you 

can match MIT to Payment Processor. 

 

Students: 
Can the system import all my new first years in one go? 

Yes, MIT provide an import function. This means that all your new entrants (1st Years or Junior 

Infants) can be imported to the system at the same time. There is a excel template used to import 

the data. Please complete the file as per the format requested in the file. If it is not completed as 

requested the import will take much longer to complete.   

Please contact: support@mitsupport.freshdesk.com for this template. 

 

 

Will the system automatically Roll over all the students? 

Yes, MIT also provide a roll over function There is a excel template used to import the data. Please 

complete the file as per the format requested in the file. If it is not completed as requested the 

import will take much longer to complete.   

Please contact:support@mitsupport.freshdesk.com for this template. 

 

Student is listed under the wrong class or year? 

You can use the transfer Student Function (see page 32) to put the student in to the correct class 

 

A parent has changed their address or email address. Where do I update the student details? 

See page 28 

 

Reports: 
I want to find out who has and who has not paid a particular fee? 

You can generate reports based on payments (this is the finance report) or based on debt but not 

both at the same time. You can generate one or each and paste them into one excel file where you 

can format as required. 

See page 53 for a guide on how to Generate Reports 
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