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Processing Application Fee - Full Check Payment

Additional Information

This document covers how to process an application fee check payment for Admit Terms 0910
(fall 2008) and beyond. It is assumed that the person processing the payment understands how
to add and/or update an application so does not cover that part of the process.
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WNIVERSITY OF MAINE SYSTIM

PeOpleSOft‘ Home Add to Favorites Sign out
»
Nindaw -
Mew Window | Help | Customize Page | &,
Biographical Details | Regional | Application Program Data | Application Data | Application SchooliRecruiting
NEW
Academic Institution:  University of Maine at 330 g @
Academic Career: Undergraduate Application Number: 00000000
Application Data
*Application Center: UGRD Q@ 1 *Admit Type: FYR O,  Firstyear
“Application Date: 0911372007 [5) Academic Level:
“Created On; 0911312007 “Notification Plan:

Housing Interest:

[ prior Application

Additional Information

[On Campus [E3

*Application Method:

[dFinancial Aid Interest

Hard Copy &

File Information Application Fee Information
Complete [] Date: [5) Calc. Status: Calculate Application Fees
External Application Nbr: Fee Status  Pending Transaclion Summary
Fee Type: Display Errors / Warnings
Post APayment ‘ TouchMet Waive Fee
Transfer To: | Education v 6o
& save Notify | s Refresh B 2dd
Biographical Details | Regional | Application Program Data | Application Data | Application School/Recruiting
Done €D Internet w100% v
Step [ Action
1. You will process the application fee payment onApelication Data page in the

Application Fee Informationsection.

If you are entering a new application TheCalc. Statudield will appear blank (the
application fee will be automatically calculatedidg the payment process). Thee
Statuswill show asPendingand theFee Typewill default toStandard

If you are entering the payment on an already exigtg application: TheCalc.
StatusandFee Statuswill both show a$ending The application fee will be
automatically calculated during the payment procéksFee Typewill default to
Standard

When ready to process the payment, click onTimechNetbutton to open th&roup
Posting page.

Post A Payment
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UNIVERSITY OF MAINE SYSTEM

PeopleSoft. vome | vonsss | pstprovetee | Sanou

IMew Window | Help | Customize Pag: Saved

Group Posting

os1902e (@
Academic Institution:
Academic Career:

Application Number: 00381155

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 Application Fee Payment
Origin ID a
OK Cancel ‘ Refresh ‘

€D Internat 00 T

Step | Action

2. On theGroup Posting page, you will enter information that will upddbe Group
Staging Table. Notice that 4D andApplication Numberhave now been assigned.

Click on theltem Typelookup icon.

[
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Home: Worklist Add to Favorites Sign out

PeopleSoft.

Hew Window | telg | B,

Look Up Item Type

SetiD:

Account Type: ADI

Item Type: beging with '+ |

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

Key Word 2: begins with w

L L L

Key Word 3: begins with w

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

Search Results

First [q] 150f5 [}] Last
item Type Code |Key Word|Key Word 2 Key Word 3
000000090005 Appl Fee Undergraduate App Fee {blank) (blank) (blank)
000000090010 Aplication Fee Graduate App Fee (blank) (blank) (blank)
000001000020 Payment Cash Application Fee Payment {blank) (blank) (blank)
000001000025 Pavment Check Application Fee Pavment (blank) (blank) (blank)
000003020040 Fee Waiver Waiver (blank) (blank)  (blank)

€D Irternet w100% v

Step

Action

You are processing a check payment so select tiepyiate check paymettem
Type
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UNIVERSITY OF MAINE SYSTEM

Q/\Aomes Process Document

PeopleSoft.
(=3
New Window | Help | Customize Page | B
Check Information
Check Nbr: ‘
Account Humber:
Type:
Acct Holder: ‘
Fed Res Bank ID:
3rd Party: ‘
0K | Cancel ‘ Refresh ‘
Dore €D Internat 00 T
Step | Action

4, On theCheck Information page enter the check number in @teeck Nbrfield.

5. Enter the account holder's name as it appearseochiick in thécct Holder field.

Leave the remaining fields blank.
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Step | Action

6. Click theOK button to return to th&roup Posting page.
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Step | Action

7. On theGroup Posting page, thétem Amountshould default according to them
Typeyou selected.

Click on theOrigin ID lookup icon.

[l

8. Select the appropriaterigin ID for the payment you are processing.
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Step | Action

9. Click theOK button to prepare the payment for posting andrmettu theApplication
Data page.
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Step | Action

10. | Notice theCalc. Statusnow shows af€alculatedand theFee Statushows as

ReceivedSince the app fee payment was paid in full,Rbst A Paymentbutton and
the TouchNet buttons are grayed-out.

Click theTransaction Summary link review summary information about the
transaction.
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Step | Action

11. | Note that theStatusshowsReceivedthe fee amount of $40 was paid in full and the
Item Descriptionof Payment Postin@ending

Click theReturn link.
1]

12. | End of Procedure.
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