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Sign Payment Contracts
 

A payment contract is generated for each program that a student is enrolled in and is a means to select a 
payment plan for program costs owed. 

Each contract must be signed and can only be signed by a person who is associated with the student and 
has an EduTrak account. All associated persons can view and submit payment on a contract regardless of 
who signs. 

To begin, from our website, click Parent Portal.

Then, click on the PowerSchool logo. If you click on EduTrak, you will need to enter your EduTrak 
username and password. If you click on PowerSchool, you can access EduTrak without having to enter 
your EduTrak username and password.
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Next, on the Sign In tab, enter your username and password. Click Sign In.

Once logged in to PowerSchool, on the left side, click Resource links to access EduTrak.
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To view and sign contracts, click on the Tuition icon at the top of the screen or click the Go button in the 
tuition section. 

The tuition page lists each of your associated children and their contracts for all enrolled programs, with 
the most recent contract for each child listed first. Locate all new, unsigned contracts (indicated with a 
highlighted yellow message), and click Sign Contract to begin the signature process. 
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The first screen shows the contract total due which includes all discounts the student is eligible for, 
including multi-child, continuous enrollment, and any scholarship earned. Click Next.

In this screen, select the button next to your desired payment plan, check the confirmation box in the 
Automatic Payment section if you would like payments to be automatically processed, and choose a 
billing date if you selected the Monthly Payments plan. 
Please note all payments are due by the 10th of the payment plan month. If you select automatic 
payments, your payments will process automatically on the custom billing date you select and your 
payment will never be late. Note that funds may not be withdrawn from your account until up to five 
business days after your selected billing date. 
Click Next. 
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Review the final contract signing screen. Note the payment plan selected, the total program cost with 
the applicable discounts itemized, the estimated payment schedule, and that the first payment amount is 
reduced to include the tuition deposit if applicable. 
If you selected automatic payments, you will also need to agree to the automatic payment terms 
and select a funding source for the payment. Selecting a credit card as a funding source will incur a 
processing fee of 4.5% and will require you to check a box acknowledging the processing fee is added to 
each payment. 
Once all information is accurate, enter your name and click Sign to complete the contract  
signing process.
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Once the contract is signed, it will be indicated with a message highlighted in green. Note the Amount 
Paid has been updated to reflect the Tuition Deposit and the Balance Due is reduced. The amount paid 
and balance due will be updated each time a payment is made.


