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App Fee Partial Check Payment 091708

Concept

The process to enter a partial application fee matris essentially the same as entering a full
payment. You will enter the amount received and guspayment as usual. The only difference
is the "Post A Payment" button will remain activetBe payment balance can be posted when it
is received and the payment status will indicase tmly a partial payment was received.
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Procedure

HDmE Wurklls( Add 1o Favoriles -g out

Mew Window | Help | Customize Page | 5,

Biographical Details Regional Application Program Data Application Data Application School/Recruiting

(=

NEW
Academic Institution:  Uniwersity of Maine at Xp00( MEH®
Academic Career: Undergraduate Application Number: 00000000
Application Data
*Application Center: PGrRD @ *Admit Type: FYR Q. First-Year
*Application Date: 07/24/12007 [ Academic Level:

“Created On; 0712412007 [ “Hotification Plan:
[ prior Application Application Method: Hard Copy |»

Additional Information

Housing Interest: [ Financial Aid Interest

File Information Application Fee Information
Ccomplete [ Date: Calc. Status: Calculats Application Fees
External Application Nbr: Fee Status  Pending Transaction Summary
Fee Type: | Standard Display Errors / Warnings
Fost APayment ‘ TouchMet Waive Fee

Transfer To; | Education v ﬂ

Biographical Cetails | Regional | Application Program Data | Application Data | Application School/Recruiting

Step

Action

Application fee payments are processed fromAthglication Data page. If you are
processing a payment for a previously entered egiidin, review and verify

processing a payment while adding an application, must first enter data in the
required fields in thé\pplication Datasection.

You will process the payment from thg@plication Fee Informationsection of the
the application status.

Click thePost A Paymenbutton to process the partial payment process.

Post A Payment |

information previously entered on the page andyapipanges if necessary. If you ar

page. What initially appears in tigalc. StatusandFee Statudields will depend on

[¢)
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Home Worklist Add to Favorites Sign out

=
New Window 2
Iew Window | Help | Customize Page | /&
Group Posting
0142511

Academic Institution:  University of Maine at }$x0¢

Academic Career: Undergraduate Application Number: 00001463
Information entered in this page will update the Group Staging Table. A process will run to gather the
information from this staging table and place in the group posting process tables. This information will not
post to the account until the posting process is complete

|Group Post Staging

Account Type Admission Fees
Item Type | Q

Reference Nbr |
Item Amount 40.00

Payment Method
Group Type |— Q

Origin ID Q

OK Cancel ‘ Reiresh ‘

Step | Action

2. On theGroup Posting page, click on thééem Typelookup icon.

[
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(S

Look Up Item Type

Key Word 2: begins with w

pLL

Key Word 3: begins with w

Look Up | Clear ‘ Cancel ‘BaEiEL.}]}(UD

item Type Description
000001000020 App Fee Payment Cash Payment

000001000025 App Fee Pavment Check Payment

SetiD: LUMSK

Account Type: ADI

Item Type: beging with '+ |

Item Type Codle: | = v v
Key Word: begins with w

First [4] 120f2 [}] Last

Iltem Type Code Key Word |KeyWord2 |KeyWord 3
PAYMENTS ADMISSIONS (blank)
BAYWENTS ADMISSIONS (blank)

Home: Worklist Add to Favorites Sign out

Hew Window | telg | B,

Step | Action

3. Since a check was received for payment, selecppeopriate check Item Type.
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Check Information

Check Nbr:
Account Number:

Type:
Acct Holder: ‘

Fed Res Bank ID:

3rd Party: ‘

Iew Wiindowr | Help | C Fage |

0K | Cancel ‘ Refresh ‘
Step | Action
4, A check paymenitem Typewas selected so ttigheck Information opens.

Data only needs to be entered in @teeck Nbr.andAcct Holderfields.

Click OK when finished.
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B

Mew Windaw | Help | C

Group Posting

0142511

Academic Institution:  Unjversity of Maine at3440<

Academic Career: Undergraduate

Application Number: 000014632

Information entered in this page will update the Group Staging Table. A process will run to gather the
infarmation fram this staging table and place in the group posting process tables. This information will not
post to the account until the posting process is complete.

[Group Post Staging

Pane | &

Account Type Admission Fees

Item Type 00000100002¢C, 2pp Fee Payment Check
Reference Nbr |

ftem Amount 20.00]

Payment Method

Group Type Application Fee Payment
Origin ID Q

oK Cancel ‘ Refresh ‘

5. On theGroup Postingpage, delete the amount that entered by defathieitem

Amountfield.

Enter the amount submitted into them Amount field.
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Step | Action

6. Click on the drop-down arrow in th@rigin ID field.

Step | Action

7. Select the appropriaterigin ID for the payment you are processing.
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Step

Action

Click theOK button to return to thApplication Data page and check the payment
status.

L]

Page 8 of 10 Last changed on: 1/10/2008 9:50 PM




Process Document
App Fee Processes: Partial Check Payment 091708

Step | Action
9. Notice theCalc. Statusshows afalculatedand the~ee Statusshows a®artial
Payment

Since the app fee payment was not paid in fullRbgt A PaymenandTouchNet
buttons remain active so the balance due can leeeghivhen it is received.

Click theTransaction Summary link to check the payment status.
| |
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Step | Action

10. | Notice the partial fee payment of $20.00 appeathefree Paidfield.

Click Return.
1

11. | End of Procedure.
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