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Establishing the level of fees and charges for services is a key part of the budget process and as such, 
a full review of all fees and charges is required each year. 

 
As a starting point, the Financial Planning team will roll forward last year’s fees and charges to 
populate the proposed fees and charges for the next financial year in the LG Solutions online Fees 
and Charges module. 

 
General Council fees and charges will be incremented by the budget fees and charges parameter, 
which is set at the cost of labour as this is the most direct cost driver for many of Council’s fees and 
charges. 

Regulatory fees and bonds will be rolled forward from the prior year without an increment. 

Council officers are required to review the set fees and charges annually and consider: 
 benchmarking 
 cost recovery principles 
 market pricing. 

 
Fee increases should conform to the budget parameters for the respective financial year, subject to 
community service obligations, benchmarking or assessment that determines the market place or the 
cost of service provision requires a different fee adjustment. 

 
 

PARAMETERS 
 

Fees and charges parameters have been applied in the new module as noted below: 

 
 Discretionary fees: Are escalated by the Council wide indexation (fees and charges 

parameter) which is in line with the cost of providing services and is as per the Long Term 
Financial Strategy (LTFS) prepared in December. This may require amendments to the 
relevant income (from fees) when reviewing your budgets. 

 Statutory/regulatory fees: no increment. Where fees are set by Victorian government statute 
(regulatory/statutory fees and charges), Council has no ability to alter the fee and in many cases 
these fees are fixed and result in a growing cost to Council in providing the service. Please 
insert the currently legislated statutory fee in the forthcoming year column. 

 Bonds: no increment - All bond fees have not been incremented in the forthcoming year. 
Please insert the required bond fee for the forthcoming year. 

FEES AND CHARGES - OVERVIEW 
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REVIEWER A Review Officer can be a Team Leader, Coordinator or employee. 
Review Officers have the responsibility of editing and updating draft 
fee amounts. Once they are happy with the fee amount, they can 
give it a status of ‘Reviewed’ by clicking on the Green Tick icon. 

 
Please use the ‘Comment’ text box in each fee to provide further 
information where the fee: 
• has not increased from last year, or 
• has increased less than the CPI forecast rate of 1.50%, or 
• has increased by more than the fees and charges budget 

parameter. 

 

 

APPROVER Approvers are Managers. Approvers have the ability to edit, access 
or reject fees. 
The padlock button is used to approve fee amounts. 
The red X button is used to reject fee amounts. 

 

 
 

 

FINANCE Once the fees have been approved by Managers, Finance will then 
collate the fees and charges and prepare them for EMT review. 

 

EMT A number of fees and charges reports are presented to the 
Executive Management Team (EMT). 

 Full fees and charges report 
 Fees outside the parameters 
 New and removed fees. 

 

COUNCIL Once approved by EMT, Council will consider the proposed fees and 
charges schedule to be entered into the Budget Document 

 

REVIEW PROCESS 
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ACCESSING THE MODULE 
 

There will be a link available via Webstar or you can use the following link: 
http://lgsolutions.cgd.vic.gov.au 

 

Single sign on has been enabled, so once you click on this link it will take you directly into the module 
without having to enter your login or password details. 

 

You will then be directed to your departments ‘Dashboard’. This will show you what stage each of your 
fees are at and how long you have left to review your fees. 

 

CLOUD FEES & CHARGES MODULE 
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MODULE TABS 
 

It is suggested that you use your ‘Dashboard’ or the ‘My Fees’ tab as this will only show you the fees 
you are responsible for. 

 
 

 

 
Home This tab will take you to your Dashboard view. 

All Fees This tab is a view of ALL of Council’s fees. 

My Fees This tab will allow you to view the fees allocated to you under your User Type. 

Reports This will give you an option to run reports so you can see all of your fees. 

Queries In this tab you are able to look at Deleted / Discontinued / New Fees as well as fee 
changes from current and prior years. 

Search This tab is a search function for across ALL of Council’s fees. 
 

 
 

USER TYPES 
 

There are three types of users in the system: 
 

 Viewers – can view all of Council fees 
 Reviewers - can view, edit and adjust the fees allocated to them 
 Approvers - can edit and approve all fees allocated to them 

 
 
 

FEE ICONS 
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ROUNDING POLICY 
 

The below rounding policy has been applied to all discretionary fees (not regulatory fees or bonds) 
in the module. 

 

 
This automatic rounding policy may increase your fee by more than the budget fees and charges 
parameter, which is acceptable. However, you have the discretion to remove the standard rounding 
policy. This can be done by changing to the Standard Rounding Policy (incl. GST) to ‘(none)’. 
Please note that it is strongly recommended that you round the GST inclusive fee to the nearest 
$0.05 at least, so you will need to use the ‘Rounding – manual’ box to achieve this. 
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NEW FEES 
 

There are two types of fees that can be added into the system: 
 

Numerical fees: Represented by a dollar figure (including GST) 
 

Descriptive fees: Represented by wording i.e. No charge, 20% of equipment hire etc. 
 

For brand new fees and charges never charged before by Council, you will need to contact the 
Financial Planning team to have the fee or charge set up before you can edit them. 

 
To set up a new fee, the following information is required: 
 Name of fee 
 Amount for numerical fees or description of fee for descriptive fees 
 Reviewer 
 Approver (Manager) 
 Where this fee should sit in the fees and charges schedule (existing or new category)? 
 Is GST applicable to this fee? 
 Is the fee regulatory, contract or Council? 
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 If regulatory, which act or regulation underpins the fee and the applicable section of that 
legislation (if relevant)? 

 Which income account code will this fee be receipted to? 
 Which charge type, mnemonic or receipting code in Property and Rating is applicable for this 

fee? 
 
 
 

DISCONTINUED FEES 

For any fees that are discontinued, please contact Financial Planning. 

Please advise the following details of the fee: 
 Fee name 
 Fee amount 
 Justification for the removal of a fee * 
* Please note that the commentary will be included in the reports, so please ensure that the 
commentary is suitable for public documents, there are no spelling mistakes and acronyms have 
not been used. 

 
Financial Planning will then organise for the fee to be removed from reporting, once this has gone 
through the fees and charges process. 

 
 
 

AMENDING A FEE FROM DESCRIPTIVE TO QUANTITATIVE (or vice versa) 
 

Users can change a fee from being a descriptive fee to a quantitative (numerical) fee and vice versa. 
This should only occur in rare instances, so if you need assistance on how to do this, please contact 
Financial Planning and they will walk you through how to do this. 

 
 
 

CHANGING THE NAME OF A FEE 
 

Click on ‘My Fees’ at the top of your screen. 
 

 
Find the applicable fee for which you want to change the name. 

 
Enter the name of fee in the box highlighted below and click on search. 
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Then click on the hyperlink name of the fee that you want to change. 

 

               
 

Click on the fee/charge general properties link below to expand the description. 

 

 
Click on the Edit button in the top right hand corner (see screen shot below) to amend the fee name. 
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Once the fee name has been amended, then click on the Save button. 
 

 
 

 

AMENDING THE AMOUNT OR ROUNDING OF A FEE 
 

Single fee amendment 
 

For a numerical fee amount adjustment, click on the Edit button. 
 

You can amend a fee in a multiple of ways, see highlighted boxes and instructions below: 
 

Fee Adjustment - % Enter a figure in the % box 
Fee Adjustment - $ Enter a dollar amount in the $ box 
Rounding - Manual You can increase a fee by rounding it, i.e. $0.05 or - $0.05 

 
Comment box If you are increasing/decreasing a fee above/below the parameters, you will 

need to fill in the comment box. This comment will be included in the reports, 
so please ensure that the commentary is suitable for public documents, 
that there are no spelling mistakes and no acronyms. 

 
Ensure the fee (including GST) is a round amount if possible. 

Click Save. 



City of Greater Dandenong Fees and Charges User Manual 

Page 11 

 

 

 

  
 

For a ‘Descriptive’ fee, the below is what the screen will look like. 
 

Click on Edit, this will then enable you to make amendments within the fee itself. 

         
 

Within the white box is the ‘Descriptive’ wording for the fee that will be produced on the fees and 
charges schedule. 
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Comment box If you are increasing/decreasing a fee above/below the parameters, you will 
need to fill in the comment box. This comment will be included in the reports, 
so please ensure that the commentary is suitable for public documents, 
that there are no spelling mistakes and no acronyms. 

Click Save. 
 
 

Multiple fee amendment 
 

To edit a number of fees at once, instead of selecting one fee at a time, select a group of fees by 
ticking the boxes or the header for a group of fees as per the screen shot below. 

  

         
 

At the bottom of the scree, click on the Edit Individual button. 
 

 
This will then enable you to make amendments in the individual fees themselves. 

Click ‘Save & Next’ to move on to the next fee. 

You can also ‘Skip & Next’ if you decide not to change the fee. 
 
 

CHANGING A FEE TO ‘REVIEWED’ 
 

When you first enter the site, you will be directed to your department’s ‘Dashboard’. 
 

This will show you what stage each of your fees are at and how long you have left to review your 
fees. 

 
There are three boxes that will tell you what is required to review: 
1. Unedited fees require review 
2. Autochanged fees require review 
3. Edited fees require review 
4. Rejected Fees require review 
5. Reviewed fees require approval 
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Ensure you have clicked on and ‘Reviewed’ all fees that have been assigned to you. 
 

A review should include: 
• Fee name and unit is still applicable 
• Rounding of the fee 
• Classification of the fee (Council, contract or regulatory) 
• Any applicable benchmarking documents have been added to the fee 
• Justification for the proposed fee or charge. For example, in line with market movements, CPI, 

cost recovery, improved quality of service, communities capacity to pay, statutory charge, 
benchmarking, etc. 

 

Note: Justification is not required for every fee or charge, only where there is no 
change to the price from the previous year or where there is a large variance 
compared to the prior year including movements greater/less than CPI. 

 
 
 

Please note, once you have ‘Reviewed’ your fees they will have a green tick. This means that you 
will not be able to make further amendments to the particular fee for that period. 

 

The Approver (Manager) will need to reject your fee for you to be able to make an amendment. 
 

Steps for Review 
 

• Section: Fee/Charge General Properties > Fee name and unit is still applicable. 
• Section: Fee/Charge Formula > Rounding and the amount of the fee. 
• Section: Fee/Charge Formula > Justification for the proposed fee or charge in the comments 

section. This is only where there is no change to the price from the previous year or where there 
is a large variance compared to the prior year including movements greater/less than CPI. 

• Section: Related Documents > Any applicable benchmarking documents have been added to 
the fee. 

 
To amend each section, you will need to click ‘Edit’ in the applicable screen to make changes. 
Remember to save each time you do this. 
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Once you have gone through the steps of the review, you can then change the fee to ‘Reviewed’. 
 

Go under the section: Fee/Charge formula, then click on the ‘Green Tick’ symbol  and this will 
be changed to ‘Reviewed’. This fee is now available for the ‘Approver’ (your Manager) for final 
approval. 

 
Managers: you will see both a ‘Green Tick’ and ‘Padlock’. You can click on the padlock and this will 
‘Review’ and ‘Approve’ at the same time. 
 

         
 
 

Review of multiple fees 
 

If you have gone through the review process, but haven’t clicked the ‘Green Tick’ on the fees, you can 
amend multiple fees at once to be a ‘Reviewed’ status. 

 
To review a number of fees at once, instead of selecting one fee at a time, select a group of fees by 
ticking the boxes or the header for a group of fees as per the screen shot below. 

         

        
 

You can change the status of all the fees selected to ‘Reviewed’ by selecting ‘Reviewed’ in the Status 
* box as depicted in the screen shot following. 
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Click Save - this will automatically save the selected fees as ‘Reviewed’. 

These fees now go to the ‘Approver’ (your Manager) for final approval. 

If you select ‘Edit Individual’ this will take you through the fees one by one to ‘Amend’ not give it a 
‘Reviewed’ status. 

 
 
 

CHANGING A FEE TO ‘APPROVED’ 
 

Managers 
 

When you first enter the site, you will be directed to your departments ‘Dashboard’. 

This will show you what stage each of your fees are at and how long you have left to review your fees. 

There are four boxes that will tell you what is required to review: 
1. Unedited fees require review 
2. Edited fees require review 
3. Rejected fees require review 
4. Reviewed fees require approval 
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If you have a Team Leader, Coordinator or employee doing the ‘Review’ of your fees, then the 
following two boxes should be empty: 

1. Unedited fees require review 
2. Edited Fees require review 

 

 
 

A review should include: 
• Fee name and unit is still applicable 
• Rounding of the fee 
• Classification of the fee (Council, contract or regulatory) 
• Any applicable benchmarking documents have been added to the fee 
• Justification for the proposed fee or charge. For example, in line with market movements, CPI, 

cost recovery, improved quality of service, communities capacity to pay, statutory charge, 
benchmarking, etc. 

 

Note: Justification is not required for every fee or charge, only where there is no 
change to the price from the previous year or where there is a large variance 
compared to the prior year including movements greater/less than CPI. 

 

Once Reviewers have submitted all their fees, the Approver can go in and ‘Approve’ the fee. Click on 
‘My Fees’ at the top of your screen 

 

 
Under ‘My Role *’ you need to change this to ‘Approver’. 

 
To approve your fees that have already been ‘Reviewed’: Under the applicable financial year, change 
the ‘Status’ to ‘Reviewed’. This will only show you the fees that have a ‘Green Tick’. 

 
Or 

 

Reviewing and approving your own fees: You can leave the ‘Status’ as ‘– all –’ 
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Click on Search 
 
 

A fee that is able to be approved will have a Green Tick next to it.  
 

Click on the hyperlink name of the fee and this will take you into the detail of the fee. 
 

Steps for Review 
 

• Section: Fee/Charge General Properties > Fee name and unit is still applicable. 
• Section: Fee/Charge Formula > Rounding and the amount of the fee. 
• Section: Fee/Charge Formula > Justification for the proposed fee or charge in the comments 

section. This is only where there is no change to the price from the previous year or where there 
is a large variance compared to the prior year including movements greater/less than CPI. 

• Section: Related Documents > Any applicable benchmarking documents have been added to 
the fee. 

 
Once you have gone through the steps of the review, you can then change the fee to ‘Approved’. 
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If you are happy with the fee, then click on the padlock icon. 

This will change the fee status to ‘Approved’. 
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If you do not have a Team Leader or Coordinator organising the Review of your fees, then the box will 
look like the below, with both a ‘Green Tick’ and ‘Padlock’. Just click on the padlock and this will 
‘Review’ and ‘Approve’ your fee. 
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Approval of multiple fees 
 

Once Reviewers have submitted all their fees, the Approver can go in and ‘Approve’ the fees 
(assuming you have also done your own review). Click on ‘My Fees’ at the top of your screen. 

 

 
Under the ‘My Role *‘ you need to change this to ‘Approver’. 

 
Your fees have already been ‘Reviewed’: Under the applicable financial year, change the ‘Status’ to 
‘Reviewed’. This will only show you the fees that have a ‘Green Tick’. 

 
Or 

 

Reviewing and approving your own fees: You can leave the ‘Status’ as ‘– all –’ 
 

Click on Search 
 
 

Fees that are able to be approved will have a Green Tick next to it   
 

Select the fee/s you would like to Approve. 
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Go down to the section ‘Edit Options’. 
 

Under Status * you can change this to ‘Approved’. 

Click Save - this will save all fees as ‘Approved’. 

If you click ‘Edit Individual’ this will take you through the fees one by one to ‘Amend’ not ‘Approve’. 
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REJECTING A FEE 
 

Approvers (Managers) only. 
 

Ideally the ‘Approver’, being the Manager, will edit the fee themselves, however if the Approver wants 
the Reviewer to amend the fee, the Approver can reject the fee and this will go back to the Reviewer 
to resubmit. 

 
Click on ‘My Fees’ at the top of your screen. 

 

 
Under the ‘My Role *‘ change this to ‘Approver’. 

 
Select the Fees you would like to Reject via the tick box. 
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Go down to the section ‘Edit Options’. 
 

Under Status * you can change this to ‘Rejected’. 

Click Save. 

 
 

Alternatively, if you would like to leave a comment in the fee why you have Rejected it, click on the 
hyperlink name of the fee. 

 
Click Edit. 

 
Enter a comment as to why you have Rejected this fee. 

Click Save once you are done. 
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RUNNING YOUR FEES AND CHARGES REPORT 
 

A report is available to display the fees and charges under your responsibility. 

Click on ‘Reports’ at the top of your screen. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Select the ‘Department Report for Review’ report under Saved Configurations. 

Click on  

Once the report has successfully generated, click on the ‘Download Here’ hyperlink. 

 
 

Your report will generate and you can either save or print this report. 
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For assistance, please call any of the friendly Finance 
staff below. 

Contact Responsibility Extension 

Email: ZZ Financial Planning 

Kirsten Geri Manager Financial Services 5360 

Maya Mendonca Co-ordinator Management Accounting 5328 

KEY FINANCE CONTACTS 


