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Overview  
 
Associations often charge their members a special assessment, one that occurs only once a year or 
even only once.  This guide will show you how to create a charge that assessment. 
 
Create Codes 
The first step is to create the account code and receivable code that will be used. 
 
In Setup, Account Codes create an income account for the special assessment. It can have a generic 
name, like Special Assessment, or be named for the year or kind of assessment, e.g. Special 
Assessment 2019 or Roof Assessment. 
 

 
 
Next, create a Receivable Code that points to that account code, under Setup, Receivable Codes. 
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Add to Fee Profile 
Once you have the codes created you are ready to add the charge to the Fee Profile that is used to 
charge the regular dues. 

 Go to Profiles, Fees and edit the Fees profile used.  There may be only one if all members are 
charged the same, or there maybe several. 

 Create a new line item with the Special assessment code, the next scheduled date and 
amount.  Choose the Schedule. 

 Save the profile. 

 
 
Charge Fee 
The next time AR, Scheduled Fees are run, and the date falls into the special assessment Next 
Scheduled date, those charges will be compiled. 
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