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FEE SCHEDULE & SERVICE CHARGES 
USER-GUIDE 

 
 

 
 
 
 
Please enter your network username and password to access your account. 

USERNAME: 
PASSWORD: 

 
 
 
 
Determining your network username & password: 

1. Type the following address into your internet browser: https://vip.sc.edu/  
2. Login and click the Technology link located on the left side. 
3. Click the  button. 
4. Your username is displayed in all bold caps. 
5. Below the username, there is a place to enter your new password.  For verification purposes, you 

must enter the same NEW password again. 
6. Give the system 5 minutes to update and try to login again. 

 
 
 

NOTE: Helpful tips are provided in the tan box to assist you. 
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After you have successfully logged in, the responsibility information is displayed. 
 

 
 
All existing charges are assigned in one of the four areas: 

Academic, Administrative, Service, Tuition 
 
All new charges are assigned to the New Charges or Fees area and upon approval, an area will be 
determined.  In each section, click the area to propose a different charge. 
 

Example of Responsibility Academic Charges 

 
 
The comment  icon under the Notes header shows all notes that apply to the specific charge.  To view, 
place mouse pointer over the comment  icon. 
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When additional information is provided for the charge, the comment  icon will appear.  To view, place 
mouse pointer over the comment  icon. 
 
After the percentage difference column, the status of the charge will be provided if reviewed.   

◘ If approved, a check mark will appear.  
◘ If rejected, an  mark will appear. 
◘ If more information is need, a  question mark will appear. 

 
Click the pencil icon to propose a different charge.   
 
The  icon will appear red when you enter additional comments or notes for the proposed charge.  To 
view, place mouse pointer over the comment  icon. 
 
To delete a charge, click the grey trash can.  In the event, you delete a charge by mistake; click the 

green trash can to restore the charge as active. 
 
Once you click on the pencil  icon, the below screen will appear. 

 
Example of Proposed Charge 

 
 

Please enter all appropriate proposed information and click the Save button.  The required fields are 
identified by an asterisk. 
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After the proposed charge is saved, a summary will appear at the Area Level that captures the proposed 
charge, proposed revenue, difference in the proposed and current charge, and the percentage change. 
 

Example of Proposed Charge at Area Level 

 
 
 
To create a new charge, click the New Charges or Fees link. 
 

Click the  button.  All questions are required and will need to be 
answered in order for it to be saved in the system. 
 

Example of New Fee Questionnaire 
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To submit your requests, click the checkbox under the Manage header.  
You will receive a message to confirm your submission. 
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Once the requests are submitted successfully, your account is locked. 
 

 
 
After the Budget Office has reviewed the requests, you can see the status of each request. 
 

 


