
How to Enter Tuition Credits, Scrip Credits and Payments into Gabriel  

*Tuition credits = overpayment, a credit from previous year or tuition assistance 

1. In the Purple Menu Bar, click on Fund Raising and then click on Fund Maintenance and click Religious 

Ed Tuition or New Fund to create the fund: 

 

2.  Click on Contributions: 

 

3.  Type in Family Last name in the Family field.  It should automatically bring up options.  Click the 

family you want to add a Contribution for.  

 

4. Select the family, type in the Contribution Amount click the arrow next to Save and choose 

Show/Hide Comments to enter notes. The reference can be a check number, or “Scrip” or “Tuition 

Assistance.” The comment would be notes on how the payment is applied to the family and other 

pertinent information. Reference will appear on the bill, Comments will not print on the bill. 

 



5.  If you forget to add comments, you can View on the right side of the Payment Line to open the box 

and add notes that way.

 

6.  Write your notes in the box and click save.  Reference will appear on the statement, but Comments 

will not appear.  

   


