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Process Document

Group Create /Detail Report — Application Fee

Navigation

'‘# MaineStreet

Menu

Search:

[ My Favarites

[- Self Service

[ Waorklist

> PeopleTools

— Wy Dictionary

> Campus Community

[- Student Recruiting

[» Student Admissions

[» Records and Enrallment
[ Curriculum Management
[+ Student Financials

[> Set Up SACR

> Reporting Tools

— Return to Portal
— Wy Personalizations

®

> University of Maine Systems

MaineStreet

Workist Add to Favorites Sign out
Help

" PeopleSoft

Dane

€ mmternst H 100% -

Step Action

1. From the Campus Solutions menu, click th@versity of Maine Systems link.

[ University of Maine Systems]

2. Click theStudent Financials link.

3. Click theBatch Processing link.

[ Batch Processing

4, Click theGroup Post Creation link.

Group Post Creation
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Procedure

'# MaineStreet
Worklist Add to Favorites

Search: Mew Window | Help | o
- My Favarites Group Pest
< University of Maine Systems Enter any infermation you have and click Search. Leave fields blank for 3 list of all values

[> Campus Community

[ Student Recruiing Find an Existing Value | Add a New Value

[> Student Admissiens
+ Sludent Financials

StufentFinanoale Searchby: RunControlDbeginswith|
— Group Post Creation [ case Sensitive

— E-Payment Processing

[ Utilities
I SetUp UMS Search | agvanced Search
— Duplicate Emplid Tracking

[- Self Service

Find an Existing Value | Add 3 New Value
> Campus Coemmunity

[» Student Recruiting

[- Student Admissions

[ Records and Enrollment
> Curriculum Management
[- Student Financials

[> Set Up SACR

[ Worklist

[- Reporting Tools

- PeopleTools

— Return to Portal

— My Personalizations

— My Dictionary
Done L3 @ mternet F 100w~
Step | Action
5. Before you can create the group you must cre&eraControl 1D. A Run Control

you are running.

TheRun Control 1D allows for important parameters to be availableafprocess
when the process runs. This ensures that whencagsauns in the background it
does not have to prompt you for any additional allhll parameters are stored

view or use the Run Control IDs that you create.

Click the Add a New Value tab to create Run Control ID.
Add a Mew Value

ID is an identifier that, when paired with yduser 1D, uniquely identifies the proces

within the system and associated with Run Conidgland User IDs. No one else c3

AN
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'# MaineStreet
Home: Worklist Add to Favorites Sign out

Search: New Window | Help | /5,

®
[+ My Favorites
< University of Maine Systems
> Student Recruiting
[> Student Admissions
= Student Financials
< Batch Processing

— Group Post Creation add

— E-Payment Processing

Group Post

Run Control ID:‘

[ Utilities
[ Set Up UMS Find an Existing Value | Add a New Value
— Duplicate Emplid Tracking

[- Self Service

> Campus Community

(- Student Recruiting

[ Student Admissions

[» Records and Enraliment
[ Curriculum Management
[+ Student Financials

[> Set Up SACR

[ Warkdist

> Reporting Tools

> PeopleTools

— Return to Portal

— My Personalizations

— My Dictionary

Dore €D Internat HAO0% T

Step

Action

On theAdd a New Value page, you must enter a name for ftum Control 1D.
Creating a Run Control ID name that is relevarth®oprocess might help you
remember it for future use. By creating your owmRZontrol ID, you can save it an
all of the assigned parameters.

After you create the new Run Control ID, the na@xietyou run this process you will
select thé=ind An Existing Value tab, click theSearch button and select this Run
Control from the list.
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Worklist Add to Favorites

New Window | Help | n

®
Group Post

[+ My Favorites

< University of Maine Systems

> Student Recruiting

[> Student Admissions

= Student Financials

~ Batch Proce:
— Group Post Crez 2dd

— E-Payment Processing

[ Utilities

I SetUp UMS Find an Existing Value | Add a New Value

— Duplicate Emplid Tracking

[- Self Service

> Campus Community

(- Student Recruiting

[ Student Admissions

[» Records and Enraliment

[ Curriculum Management

[+ Student Financials

[> Set Up SACR

[ Warkdist

> Reporting Tools

> PeopleTools

— Return to Portal

— My Personalizations

— My Dictionary

Run Control ID:‘CreateGmup

€D Internat HAO0% T

Step Action

7. Click the Add button to open th&roup Create Staging Entries page.
Add
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[+ My Favorites
< University of Maine Systems
[> Campus Community
> Student Recruiting
[> Student Admissions
= Student Financials
< Batch Processing

— Group Post Creation
— E-Payment Processing
[ Utilities
[> Set Up UMS
— Duplicate Emplid Tracking
[- Self Service
> Campus Community
(- Student Recruiting
[ Student Admissions
[» Records and Enraliment
[ Curriculum Management
[+ Student Financials
[> Set Up SACR
[ Warkdist
> Reporting Tools
> PeopleTools
— Return to Portal
— My Personalizations

— My Dictionary

Worklist

Add to Favorites Sign out

New Window | Help | Customize Page | B

Run Control ID:  CreateGroup Report Manager Process Monitar Run

Group Creation Staging Entries

This process will gather all the information in the Group Creation Staging tables and only select
those entries associated to your operator id. You can view the results in the Student Financials -
Group Processing menu selection

After the execution of the posting program, return to this page to see the group id(s) created for
each business unit and group

B save | [ notity EkAdd [ JEUpdateiisplay

Dione

€D Internat A0 T

Step

Action

On theGroup Creation Staging Entries page, click thé&kun button to open the
Process Scheduler Request page.
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'# MaineStreet

[+ My Favorites
[~ University of Maine Systems
[> Campus Community
> Student Recruiting
[> Student Admissions
= Student Financials
< Batch Processing

— Group Post Creation
— E-Payment Processing
[ Utilities
[> Set Up UMS
— Duplicate Emplid Tracking
[- Self Service
> Campus Community
(- Student Recruiting
[ Student Admissions
[» Records and Enraliment
[ Curriculum Management
[+ Student Financials
[> Set Up SACR
[ Waorkdist
> Reporting Tools
> PeopleTools
— Return to Portal
— My Personalizations
— My Dictionary

OK Cancel

Worklist Add to Favorites

IMew Window | Help | Customize Pag Saved

Process Scheduler Request
User ID: 0020625
Run Date:

Run Time:
Q

Run Control ID: CreateGroup

10/24/2007 [
10:31:18AM Resetto Current Date/Time

Server Name:
Recurrence:

Time Zone:
Process List

Select |Description Process Name Process Type Ty Format Distribution

Group Posting UNM_GRPPOST

Application Engine Distribution

Dione

D Internat 00 T

Step

Action

Use theProcess Scheduler Request page to enter, update, or view general proces

parameters, such as server name and process tartpat.

used last will default in this field.

Click on the drop-down arrow in ti&erver Name field.

You must select &erver Name to identify the server on which to run the procéks
you use the same Run Control ID for subsequentegss, the server name that yo

UJ

[t

10. | Click on thePSNT to select it.
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Process Scheduler Request

[+ My Favorites
[~ University of Maine Systems

MaineStreet

Worklist Add to Favorites Sign out

New Window | Help | Customize Page | B

Time Zone: Q

— Group Post Creation
— E-Payment Processini

> Campus Community

(- Student Recruiting

[ Student Admissions

[» Records and Enraliment
[ Curriculum Management
[+ Student Financials

[> Set Up SACR

[ Waorkdist

> Reporting Tools

> PeopleTools

— Return to Portal

— My Personalizations

— My Dictionary

OK Cancel

[ Campus Community UserID: 0020625 Run Control ID: CreateGroup
> Student Recruiting
b Student Admissions server Hames 9 punpats: 02206 B
= Student Financials
< Batch Processing Recurrence: Run Time: 10:31:18AM Resetto Current Date/Time

[ Utilities
[ Set Up UMS Process Name Process Type
— Duplicate Emplid Tracking Group Pasting UN_GRPPOST

[- Self Service

*Format Distribution
Application Engine Distribution

Dione

0% v

&P Internat

Step Action

11.
page.

Click theOK button to start the process and return toGheup Creation Staging
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'# MaineStreet
Home: Worklist Add to Favorites Sign out

Search: Iew Window | Help | Customize Pag Saved

[+ My Favorites

|~ University of Maine Systems Run Control ID:  CreateGroup Report Manager Process hlonitor
[> Campus Community
[ Student Recruiting Process Instance:1998
[> Student Admissions
= Student Financials

~ Balch Frocessing Group Creation Staging Entries

This process will gather all the information in the Group Creation Staging tables and only select
— E-Payment Processing those entries associated to your operator id. You can view the results in the Student Financials -
b Utilities Group Processing menu selection
[> Set Up UMS
— Duplicate Emplid Tracking
[- Self Service
> Campus Community
(- Student Recruiting
[ Student Admissions
[» Records and Enraliment
[ Curriculum Management
[+ Student Financials
[> Set Up SACR
[ Warkdist
> Reporting Tools
> PeopleTools B save | [=] Notify EeAdd | JFUpdateDisplay
— Return to Portal 4 Q A
— My Personalizations
— My Dictionary

Run

After the execution of the posting program, return to this page to see the group id(s) created for
each business unit and group

Process Instance: 1998 & Internst H100%  +

Step

Action

12.

Notice that your report has been assign@dagess | nstance number. This indicates
that the process has been submitted to Processi#ehe

It is a good idea to make a note of the Procedanins number for process
monitoring.

Click theProcess Monitor link to open thdrocess List page.

Frocess Monito
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Worklist

Add to Favorites Sign out

Search: New Window | Help | Customize Page | B

2| T

[ My Favorites

SR el Il vicw Process Requestfor |
I Campus Community View Process Request For

> Student Recruiting ,7 . " Refresh

I Student Admissions UseriD: poaoszs Q. Type: v Last: 10 [Days v

= Student Financials Server: ¥ | Name: ‘ Q \nslance:‘ to |

~ Batch Processing Run | "l Distribution ‘ v‘ Save On Refresh
— Group Post Creation Status: Status
— E-Payment Processing Process List
[ Utilities
I Set Up UMS Sea. |Process Type
— Duplicate Emplid Tracking
[ Self Service 1998 Application Enging UM_GRPPOST 0020625 10/24/2007 10:31:18AM EDT  Initiated MNA Details
> Campus Community
[ Student Recruiting 1997 Application Engine UM_GRPPOST 0020825 10/24/2007 10:26:03AM EDT  Success Posted Details
P Student Admissions 1988 spplication Engine UM_GRPPOST 0020625 10/19/2007 2:13:04PM EDT Success  Posted Details
[» Records and Enraliment
[ Curriculum Management 1965 Application Engine UM_GRPFOST 0020625 10/19/2007 2:10:40FM EDT  Success Fosted Details
[+ Student Financials
> Set Up SACR 1964 Application Engine UM_GRPPOST 0020625 10/19/2007 2:08:31PMEDT  Success Posted Details
[ Waorkdist

1861 Application Engine UM_GRPPOST 0020625 10/18/2007 5:34:59PM EDT  Success Posted Details
> Reporting Tools

> PeopleTools
— Return to Portal
— My Personalizations

— My Dictionary
Go backto Graup Post
B save | =] Notity
Process List| Server List
Process Instance:1998 & mnternet 100% v

Step Action

13. | OntheProcess List page, you need to click ttiefresh button until theDistribution
Status for your process showosted.

Click theRefresh button.
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Sign out

Worklist Add to Favorites

Search: New Window | Help | Customize Page | B
5 Wy Favorites Process List | Semver List
SR el Il vicw Process Requestfor |

I Campus Community View Process Request For

I Student Admissions UserID: (0020625 | Type: v Last: 10/ [Days  |w

= Student Financials Server: ¥ | Name: ‘ Q \nslance:‘ to |

~ Batch Processin Run | "l Distribution ‘ v‘ Save On Refresh
Group Post Creation Status: Status
— E-Payment Processing

[ Utilities

[> Set Up UMS

— Duplicate Emplid Tracking
[- Self Service 1998 Application Enging UM_GRPPOST 0020625 10/24/2007 10:31:18AM EDT  Success Posted Details
> Campus Community
[ Student Recruiting 1997 Application Engine UM_GRPPOST 0020825 10/24/2007 10:26:03AM EDT  Success Posted Details
P Student Admissions 1988 spplication Engine UM_GRPPOST 0020625 10/19/2007 2:13:04PM EDT Success  Posted Details
[» Records and Enraliment
[ Curriculum Management 1965 Application Engine UM_GRPFOST 0020625 10/19/2007 2:10:40FM EDT  Success Fosted Details
[+ Student Financials
> Set Up SACR 1964 Application Engine UM_GRPPOST 0020625 10/19/2007 2:08:31PMEDT  Success Posted Details
[ LT 1851 Lpplication Engine UM_GRPPOST 0020625 10/18/2007 5:34:50PM EDT  Success  Posted  Details
> Reporting Tools
> PeopleTools
— Return to Portal
— My Personalizations
— My Dictionary

Go backto Graup Post
& save | [Z] Notify
Process List| Server List

Process Instance:1998 & Inkernet F100%

Step

Action

After theDistribution Status shows a$Posted, click theGo back to Group Post link.

[Go backto Group Fosd

14.
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'# MaineStreet
Worklist Add to Favorites Sign out

Search: New Window | Help | Customize Page | B

[+ My Favorites
[ University of Maine Systems Run Control ID:  CreateGraup ReportManager  Process Monitor
[> Campus Community
> Student Recruiting
[> Student Admissions

Run

= Student Financials

~ Batch Processing Group Creation Staging Entries
— Group Post Creation This process will gather all the information in the Group Creation Staging tables and enly select
— E-Payment Processin those entries associated to your operator id. You can view the results in the Student Financials -
I Utilities Group Processing menu selsction
[> Set Up UMS
— Duplicate Emplid Tracki .
- SE‘THSQE?CZ RIS HECH After the execution of the posting program, retumn to this page to see the group id{s) created for
> Campus Community each business unit and group
(- Student Recruiting
[> Student Admissions Group Post Entries

[» Records and Enraliment
[ Curriculum Management
[+ Student Financials

[> Set Up SACR

[ Waorkdist

> Reporting Tools

> PeopleTools

— Return to Portal

Group Summary Repart

Group Detail Repaort

— My Personalizations =
C r:\ e B save | Q\Retumto Search | [ Notify B Add
Process Instance:1998 & Intermet #100% v

Step Action

15. | Since the process to create the groups for postasgsuccessful, you now see
information about the groups you created in@neup Post Entries section.

Now you will create the report that will be takentihe Bursar's Office along with the
payment receivedNote: The report will only display information about cash & check
payments.

Click on theGroup Detail Report link to start the report creation process.

Group Detail Repord
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'# MaineStreet
_Home Worklist Add to Favorites

Search: New Window | Help | &,

& My Favorites Group Detail Report

> University of Maine Systems Enter any infermation vou have and click Search. Leave fields blank for a list of all values.
[> Campus Community
b Sudent Reauting
[> 8tudent Admissions
= Student Financials

< Batch Processing Run Control ID:| begins with ||

— Group Post Creation [Jcase Sensitive
— E-Payment Processing

[ Utilities
[ Set Up UMS Search | Clear | Basic Search B Save Search Criteria
— Duplicate Emplid Tracking

[- Self Service

> Campus Community

(- Student Recruiting

[ Student Admissions

[» Records and Enraliment

Find an Existing Value | Add 3 New Value

[ Curriculum Management
[+ Student Financials

[> Set Up SACR

[ Warkdist

> Reporting Tools

> PeopleTools

— Return to Portal

— My Personalizations

— My Dictionary

Process Instance: 1998 & Internst H100%  +

Step Action

16. | If you haven't already created one, you will nedreate &un Control |D for the
Group Detail Report process. Refer to the previous instructions abmgting a Run
Control ID.

Click the Add button to create a Run Control ID.
Add a Mew Value

Last changed on: 7/3/2008 11:33 AM Page 13 of 25




Process Document

Group Create /Detail Report — Application Fee

[+ My Favorites
< University of Maine Systems
[> Campus Community
> Student Recruiting
[> Student Admissions
= Student Financials
< Batch Processing

— Group Post Creation
— E-Payment Processing

[ Utilities

[> Set Up UMS

— Duplicate Emplid Tracking

[- Self Service

> Campus Community

(- Student Recruiting

[ Student Admissions

[» Records and Enraliment

[ Curriculum Management

[+ Student Financials

[> Set Up SACR

[ Warkdist

> Reporting Tools

> PeopleTools

— Return to Portal

— My Personalizations

— My Dictionary

Group Detail Report

Find an Existing Value Add a New Value

MaineStreet

Worklist

Add to Favorites Sign out

New Window | Help | n

Run Control ID:‘
Add

Find an Existing Value | Add a New Value

Process Instance: 1998

€D Internat HAO0% T

Step

Action

17.

Enter a name for the Run Control.

Page 14 of 25
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Worklist Add to Favorites

New Window | Help | n

I
Group Detail Report

[+ My Favorites

< University of Maine Systems

> Student Recruiting

[> Student Admissions

= Student Financials

~ Batch Proce:
— Group Post Crez 2dd

— E-Payment Processing

[ Utilities

I SetUp UMS Find an Existing Value | Add a New Value

— Duplicate Emplid Tracking

[- Self Service

> Campus Community

(- Student Recruiting

[ Student Admissions

[» Records and Enraliment

[ Curriculum Management

[+ Student Financials

[> Set Up SACR

[ Warkdist

> Reporting Tools

> PeopleTools

— Return to Portal

— My Personalizations

— My Dictionary

Run Control ID:‘CreateRepnn

€D Internat HAO0% T

Process Instance: 1998

Step Action

18. | Click theAdd button to open th&roup Detail Report page.
Add
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[ My Favorites
< University of Maine Systems
[> Campus Community
> Student Recruiting
[> Student Admissions
= Student Financials
< Batch Processing

— E-Payment Processing
[ Utilities
[> Set Up UMS
— Duplicate Emplid Tracking
[- Self Service
> Campus Community
(- Student Recruiting
[ Student Admissions
[» Records and Enraliment
[ Curriculum Management
[+ Student Financials
[> Set Up SACR
[ Waorkdist
> Reporting Tools
> PeopleTools
— Return to Portal
— My Personalizations
— My Dictionary

Group Detail Report

Run Control ID:  CreateReport Report Manager  Process Monitor

Business Unit:
Group Type:

Origin 1D:

Ending Group 1D:
From Date:

To Date:
Posting Status:

Editing Status:

Starting Group I1D:

Worklist Add to Favorites Sign out

New Window | Help | Customize Page | B

Run ‘

[ &

[[a

[
[
[ &
=
[ozazo07 [

| ~|

| d|

B save | S notity

EhAdd | JEupdate/Display

Process Instance: 1998

€D Internat 00 T

Step

Action

19.

On theGroup Detail Report page you will enter the parameters for your report.

Enter or look up and select the approprBisiness Unit.

Page 1

6 of 25

Last changed on: 7/3/2008 11:33 AM




Process Document

MaineSreet Group Create /Detail Report — Application Fee

'# MaineStreet
Home: Worklist Add to Favorites Sign out

Search: Mew Window | Help | Customize Page | 15,

®
[ My Favorites
<> University of Maine Systems Group Detail Report
[> Campus Community
> Student Recruiting
[> 8tudent Admissions Run Control ID:  CreateReport Report Manager  Process Monitor

|

Run ‘

= Student Financials

< Batch Processing
— Group Post Creation _

— E-Payment Processing Business Unit: UMS05 &

[ Utilities

[> Set Up UMS Group Type: |—Q

— Duplicate Emplid Tracking
[> Self Service Origin 1D Q
> Campus Community )
[» Student Recruiting Starting Group ID: Q
[ Student Admissions ’7
> Records and Enrollment Ending Group 10: =
[ Curriculum Management . ,—
[> Student Financials From Date: B
P FE - B To Date: 1012412007
[ Waorkdist &
> Reporting Tools Posting Status: [ v
> PeopleTools
- Return to Portal Editing Status: [ ~]
— My Personalizations

— My Dictionary
B save | = Notity ErAdd | B Updatemisplay
Process Instance: 1998 & mternet 100% v

Step

Action

20.

In theGroup Type field you will look up and select the appropri&@soup Type for
the application fee payment.

21.

In theOrigin ID field you will look up and enter information abdbe office that is
generating the report.

22.

Click the Look ugstarting Group I D button to look up and select the Starting Grd
ID.

23.

Look for the row that contains tlate andUser I D you wish to reference for the
Starting Group ID.
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'# MaineStreet
Worklist Add to Favorites Sign out

Search: New Window | Help | Customize Page | B

[+ My Favorites
<> University of Maine Systems Group Detail Report
[> Campus Community
> Student Recruiting
[> 8tudent Admissions Run Control ID:  CreatsReport Report Manager  Process Monitor
= Student Financials

Run ‘

< Batch Processing
— Group Post Creation

— E-Payment Processing Business Unit: UMS05 @

[ Utilities

[+ Set Up UMS Group Type: ]

— Duplicate Emplid Tracking
[> Self Service Origin ID: 00087 Q@
> Campus Community
[» Student Recruiting Starting Group ID: 000000000000055 |
[ Student Admissions . ’7
[ Records and Enrollment Ending Group ID: 000000000000055

[ Curriculum Management

[+ Student Financials From Date: =
[ Set Up SACR To Date: 10/24/2007 5

[ Waorkdist

[ Reporting Tools Posting Status: | ”’l
> PeopleTools
- Return to Portal Editing Status: [ ~]

— My Personalizations
B save | = Notity ErAdd | B Updatemisplay

— My Dictionary

Process Instance: 1998 € Internst H100% -

Step Action

24. | Click on the calendar icon adjacent to Bv®em Date field to select a starting date fo
your report.

Note: You will typically run this report on the same day that the group/s was created.

25. | You can typically leave the remaining fields on gage blank.

Click theRun button.
Run
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Worklist Add to Favorites

IMew Window | Help | Customize Pag Saved

:l @ Process Scheduler Request

[ My Favorites

[~ University of Maine Systems
[> Campus Community

> Student Recruiting

I Student Admissions Sarver Hame: RunDate: 1012412007 ]
= Student Financials
< Balch Pracessing Recurrence: Run Time: 10:24:15AM Resetto Current Date/Time
— Group Post Creation Time Zone: Q

— E-Payment Processin -
I Utilities Process List

[ Set Up UMIS Select |Description Process Name Process Type *Format Distribution
— Duplicate Emplid Trackin: Group Detail Report SF756 Crystal Distribution

[- Self Service

> Campus Community

(- Student Recruiting

[ Student Admissions

[» Records and Enraliment
[ Curriculum Management
[ Student Financials 0K Cancel
[> Set Up SACR —I _I
[ Waorkdist

> Reporting Tools

> PeopleTools

— Return to Portal

— My Personalizations
— My Dictionary

User ID: 0020625 Run Control ID: CreateReport

Process Instance: 1998 & Internst H100%  +

Step Action

26. | On theProcess Scheduler Request page, click on the drop-down arrow in tBerver
Name field.

27. | Click onPSNT to select it.
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[+ My Favorites
[~ University of Maine Systems
[> Campus Community
> Student Recruiting
[> Student Admissions
= Student Financials
< Batch Processing

— Group Post Creation
— E-Payment Processing
[ Utilities
[> Set Up UMS
— Duplicate Emplid Tracking
[- Self Service
> Campus Community
(- Student Recruiting
[ Student Admissions
[» Records and Enraliment
[ Curriculum Management
[+ Student Financials
[> Set Up SACR
[ Waorkdist
> Reporting Tools
> PeopleTools
— Return to Portal
— My Personalizations
— My Dictionary

Process Scheduler Request

MaineStreet

Worklist Sign out

Add to Favorites

New Window | Help | Customize Page | B

User ID: 0020625 Run Control ID: CreateReport
Server Name: v| Runpate: 1012412007 il
Recurrence: Run Time: 10:34:15AM Resetto Current Date/Time

Time Zone: Q

Group Detail Report

OK Cancel

rocess Name Process Type

SF756

Format Distribution

Crystal Distribution

Process Instance: 1998

0% v

&P Internat

Step Action

28.

Click theOK button to return to th&roup Detail Report page.
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Worklist Add to Favorites

Search: Mew Window | Help | Customize Pag Saved

[+ My Favorites
<> University of Maine Systems Group Detail Report
[> Campus Community
> Student Recruiting

[ Student Admissians Run Control ID:  CreateRepart Report Manager  Process Manitor Run ‘

= Student Financials
Process Instance:1999

< Batch Processing

— Group Post Creation

— E-Payment Processing Business Unit: UMS05 @

[ Utilities

I+ Set Up UMS Group Type: ]

— Duplicate Emplid Tracking
[> Self Service Origin ID: 00087 Q@
> Campus Community )
[» Student Recruiting Starting Group ID: 000000000000055 |
[ Student Admissions Ending Group ID: WDDDDDDDDDDDES a

[» Records and Enraliment

[ Curriculum Management . ,—

[ Student Financials From Date: hozerz007 (5

[> Set Up SACR To Date: 101242007

[ Waorkdist =

[ Reporting Tools Posting Status: | ”’l
> PeopleTools

- Return to Portal Editing Status: [ ~]

— My Personalizations

— My Dictionary
B save | = Notity ErAdd | B Updatemisplay
Process Instance:1999 & mternet 100% v

Step Action

29. | On theGroup Detail Report page, note thBrocess | nstance number and click the
Process Monitolink to open thd”rocess List page.

Frocess Monita
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Workist Add to Favorites Sign out

New Window | Help | Customize Page | B, &

5 Wy Favorites Process List | Semver List
SR el Il vicw Process Requestfor |

I Campus Community View Process Request For

> Student Recruiting ,7 . " Refresh

I Student Admissions UserID: (0020625 | Type: v Last: 10 [Days v

= Student Financials Server: ¥ | Name: ‘ Q \nslance:‘ to |

~ Batch Processing Run | "l Distribution ‘ v‘ Save On Refresh
— Group Post Creation Status: Status
— E-Payment Processing Process List

[ Utilities

> SetUp UMS ¢ | Seq. |Process Type er

— Duplicate Emplid Tracking
P 1999 Crystal 756 0020625 10242007 103495 quoieg s Detalls
> Campus Community ED’
(- Student Recruiting
& Student Admissions 1998 spplication Engine  UM_GRPFOST 0020525 10242007103 00055 pogted  Details
[» Records and Enraliment 0242007 1025 034N
[ Curriculum Management 1997 Application Enging  UM_GRPPOST 0020625 EDT success Posted Details
[+ Student Financials
[> Set Up SACR 10M9i2007 2:13:04PM
b Worklist 1988 Application Engine UNM_GRPPOST 0020825 ED Success Posted Details
[ Reporting Tools -
> PeopleTools 1965 Application Engine  UM_GRPPOST 0020625 ;%’.1'_9’2007 ZIDAOPM giiress Fostea Details
— Return to Portal
- My Personalizations 1954 spplication Engine  UM_GRPPOST 0020525 (0192007 20831PM o\ ooe posted  Details
— My Dictionary ED

1961 Application Engine UN_GRPPOST 0020825 E%HEQDUT 5:34:59PM Success Posted Details
Go back to Group Detail Repart
& save | [=] Notify
Process List| Server List
v

Process Instance:1999 & Inkernet F100% v

Step Action

30. | OntheProcessList page, you need to click tirRefresh button until theDistribution
Status for your process showosted.

Click theRefresh button.
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Workist

Add to Favorites

New Window | Help | Customize Page | B, &

5 Wy Favorites Process List | Semver List
SR el Il vicw Process Requestfor |

I Campus Community View Process Request For

ot g UserID: [0020625 L Type: v Last: 10 [Das v Refresh |

= Student Financials Server: ¥ | Name: ‘ Q \nslance:‘ to |

el s Run [ | Distribution | | Save On Refresh
Group Post Creation Status: Status
— E-Payment Processing Process List

[> Utilities

> SetUp UMS Select |Instance | Seq. |Process Type Process Hame |User Run Status

— Duplicate Emplid Tracking
eI 1999 Crystal SF756 0020525 10242007 1034458 g poce posted  Detalls
> Campus Community ED’
(- Student Recruiting
& Student Admissions 1998 spplication Engine  UM_GRPFOST 0020525 10242007103 00055 pogted  Details
[» Records and Enraliment 0242007 1025 034N
[ Curriculum Management 1997 Application Enging  UM_GRPPOST 0020625 ED success Posted Details
[> Student Financials
[> Set Up SACR 10M9i2007 2:13:04PM
b Worklist 1988 Application Engine UNM_GRPPOST 0020825 ED Success Posted Details
[ Reporting Tools -
> PeopleTools 1965 Application Engine  UM_GRPPOST 0020625 ;%’.1'_9’2007 ZIDAOPM giiress Fostea Details
— Return to Portal
- Wy Personalizations 1984 Application Engine  UM_GRPPOST 0020525 |0/19/2007 20831PM g o ooce  posted  Details
— My Dictionary EDT

1961 Application Engine UN_GRPPOST 0020825 é%feriQDUT 5:34:59PM Success Posted Details
Ga backto Graup Detail Repart
& save | [=] Notify
Process List| Server List
v

Process Instance:1999 & Inkernet F100% v

Step Action

31.

After theDistribution Status shows afPosted, click theDetails link for your process
to open theProcess Details page.
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[ My Favorites
< University of Maine Systems
[> Campus Community
> Student Recruiting
[> Student Admissions
= Student Financials

< Batch Processing

— E-Payment Processing
[ Utilities
[> Set Up UMS
— Duplicate Emplid Tracking
[- Self Service
> Campus Community
(- Student Recruiting
[ Student Admissions
[» Records and Enraliment
[ Curriculum Management
[+ Student Financials
[> Set Up SACR
[ Warkdist
> Reporting Tools
> PeopleTools
— Return to Portal
— My Personalizations
— My Dictionary

Process Detail

Instance: 1999 Type: Crystal
Name: SF756 Description: Group Detail Repart
Run Status: Success Distribution Status: Posting

R e Process

Run Control ID: CreateReport Hold Request
Location: Server Queue Request
SorTE PSNT Cancel Request

Delete Request
Recurrence: Restart Request
Request Created On: 10/24/2007 10:34:33AM EDT Farameters Transfer
Run Anytime After:  10/24/2007 10:34:15AM EDT Iessage Lot

Began Process At:  10/24/2007 10:35:05AM EDT Batch Timings

Ended Process At 10/24/2007 10:35:13AM EDT View Log/Trace

OK Cancel

Worklist

Add to Favorites

Sign out

New Window | Help | Customize Page | B

Process Instance: 1999

€D Internat

#, 100%

Step

Action

32.

Click theView Log/Tracelink to open the/iew Log/Trace page and access your
report.
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[+ My Favorites

[~ University of Maine Systems
[> Campus Community
> Student Recruiting
[> Student Admissions
= Student Financials

~ Batch Proce:
— Group Pos

— E-Payment Processing
[ Utilities
[> Set Up UMS
— Duplicate Emplid Tracking

[- Self Service

> Campus Community

(- Student Recruiting

[ Student Admissions

[» Records and Enraliment

[ Curriculum Management

[+ Student Financials

[> Set Up SACR

[ Warkdist

> Reporting Tools

> PeopleTools

— Return to Portal

— My Personalizations

— My Dictionary

Worklist

Add to Favorites

New Window | Help | Customize Page | B

View Log/Trace
Report ID: 1835 Process Instance: 1999 Message Log
Name: SF756 Process Type: Crystal

Run Status: Success

Group Detail Report
Distribution Details

Distribution Node: DEV Expiration Date:

File List

Hame File Size (bytes)  |Datetime Created

Message Log a 10/24/2007 10:25:13.000000AM EDT
SF756 1999 PDF 50,453 10/24/2007 10:35:13.000000AM EDT
PeopleSoft Trace File &00 10/24/2007 10:35:13.000000AM EDT

Distribute To
Distribution ID Type
User

*Distribution ID

0020625

Return

Process Instance: 1999

€D Internat

H100%  +

Step

Action

33.

Click thePDF file link in theFile List section to open your report.

34.

et

L

After your report opens, you can print it and/oresé to your computer.

Click on the printer icon to start the print proges

35.

End of Procedure.
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