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Concept

When accepting students for admissions, institgtimay prefer to request an enroliment deposit
as a confirmation of a student's intent to matetayl submission of which will reserve the
student's seat for the upcoming admission clasgr/énroliment deposits are received (either in
the Admissions Office or Business Office) they musiposted to a student's account. Depending
on the setup at your institution, the enrolimergast will interface with the Admission
application by inserting a Matriculate or IntentimnMatriculate program action row on the
Admission Application Program Data page. The actibWatriculate will transfer the Admission
Application to Student Records and the studentlitome Active in an Academic Program at
your institution.

This lesson will demonstrate how to process enetlindeposits through the Group Post process.
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Procedure

Step

Action

1.

Click theStudent Financial'slink.

[ Student Financials

Click theCharges and Paymentsink.

Click theGroup Processinglink.

Click theCreate Group Data Entrieslink.

PeopleSoft.

~ Group Processing Mew Window | Help | ,

— Create Group Data
E‘ - Group Data Entry

[ Bill Customers

I Cashiering

[» Payment Plans

[> International Health

[» Refunds
[» Collections
[> GL Interface v

Home Worklist Add to Favorites Sign out

Enter any infermation you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value | Add a New Value
s ) ’ U
— Correct Corparate Business Unit: s UMSHX a

Transactions Group 1D: begins with

User ID: begins with w

‘Group Type Description:| begins with

Origin Description: begins with w

Posting Status:

— Group Summary Entry Date: L3

— Group Detail .
— Purge Posting Table Posted Date:
I> Electronic Payments Operator ID Approval: | begins with »
[> Payroll Deduction [ case sensitive
Processing
[ Group Approval
I Late Fees Search | Clear | Basic Search [E Save Search Criteria
[ Reversals
[ Posting Reports
— Post Student Transaction| Find an Existing Value | Add a New Value
— Post Corporation
Transaction
— Apply Payment
— Payment Shufile
— Validate Tables
— Assign Student _
Permissions

~

pPEE| LLL

v |

- Enroliment Deposits

Coverage

3 € mternet E 0% v

Step

Action

On theGroup Data Entry page, if youlUser Defaults are established, tHausiness
Unit field will be automatically populated. If not, enthe Business Unit, or select it
from the lookup option.

Click the Add a New Value tab.
Add a Mew Value
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PeopleSoft.

Home Worklist Add to Favorites Sign out

= Group Processing Hew Window | Help | B

— Create Group Data
Eaines Group Data Entry

— Correct Transactions

nal Files
Transactions FEind an Existing Value | Adda New Value

actions
- ¢ : .
—‘—‘-g::‘ ’;‘éj o Business Unit: UMSHX O
— Correct Corporate Group 1D: MNEXT

Add

Eind an Existing Value | Add a Mew Value

p Summary
— Group Detail
— Purge Posting Table
[+ Electronic Payments
> Payroll Deduction
Pracessing
[ Group Approval
[ Late Fees
[ Reversals
[» Posting Reports
— Post Student Transaction
— Post Corporation
Transaction
— Apply Payment
— Payment Shuffle
— Validate Tables
— Assiagn Student N

Permissions
- Enrollment Deposits
[ Bill Customers
> Cashiering
[ Payment Plans
[» International Health
Coverage
[» Refunds
[> Collections
[ GL Interface

3

D Internat 00 T

Step | Action

6. The Business Unit will be populated with the Busmé&nit you indicated from the
previous step. You may change the value, if needéntering a different Business
Unit code or selecting it from the lookup optioro¥will only be able to select the
Business Units in which you have been granted gg@uocess.

TheGroup ID will be coded adlEXT. The system will automatically assign the
Group ID sequentially when the Group is createdsawdd. Please do not override

this value.

Click theAdd button to open th&roup Entry page.
Add
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PeopleSoft. o | vorsss | pstprovetee | Sanou

New Window | Help | Customize Page | B

Group Entry | Group Line Entry

Business Unit Um0t Group ID: NEXT

“Group Type: Create New Charge tem  *Accounting Date: (19/24/2007 |5
*Origin ID: Q *Received: 09/24/2007 |[&)
Original Group ID: Q “Entry Date: 09/24/2007

Operator: 0020625

Balance Group: [] Assign To:

Control Total: 0.00 usD Display Option

Entered Total: 0.00 0 Range in DB: to

Display: to

Total in DE: [[] [ [ ]

Difference: 0.00 0

Posted Total: 0.00 09/24/2007 0

Effective Status

Edit Status: Deposit Balance: *Posting Action: Posting Status:

NotEdit Not Balan Available for Posting | Complete
B save | =] Hotify ErAdd | JEUpdateDisplay

Process Instance:

€D Internat 00 T

Step | Action

7. Select theGroup type from the drop-down menu to describe the transastion
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Home Worklist Add to Favorites Sign out

PeopleSoft.
3
Mew Windaw | Help | Customize Page |

Group Entry | Group Line Entry

Business Unit:  UMS< Group ID: NEXT

*Group Type: SRS | - Create New Charge tem  *Accounting Date: (19/2412007 &
*Origin ID: Q *Received: 09/24/2007 |[&)
Original Group ID: Q “Entry Date: 09/24/2007

Operator: 0020625

Assign To:

Balance Group: []
Control Total: 0.00 usD Display Option
Range in DB: to

Entered Total: 0.00 0

Display: to

Total in DE: [[] [ [ ]

Difference: 0.00 0

Posted Total: 0.00 09/24/2007 0

Effective Status
Edit Status: Deposit Balance: *Posting Action: Posting Status: Process Instance:

NotEdit Not Balan Available for Posting | Complete
B save | =] Hotify ErAdd | JEUpdateDisplay

Dore €D Internat 00 T

Step | Action

8. Select arOrigin ID to indicate the source of the transactions.

[
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Home Worklist Add to Favorites Sign out

PeopleSoft.
3

New Window | Help | Customize Page | B

Group Entry | Group Line Entry

Business Unit: UM Group ID: NEXT

*Group Type: Enrollment Deposi v| | Create New Charge Item  *Accounting Date: 1912412007 5
*Origin ID: 00067 | Q@ UG Adm *Received: 09/24/2007 |[+
Original Group ID: Q “Entry Date: 09/24/2007

Operator: 0020625

Balance Group: [] Assign To:

Control Total: 0.00 usD Display Option

Entered Total: 0.00 Range in DB: to

Display: to

Total in DE: [[] [ [ ]

0
Difference: 0.00 0
0

Posted Total: 0.00 09/24/2007

Effective Status

Edit Status: Deposit Balance: *Posting Action: Posting Status: Process Instance:

NotEdit Not Balan Available for Posting | Complete

B save [ (=] Hotify EwAdd [ JHUpdateiisplay

Dore €D Internat 00 T

Step | Action

9. Optionat Click theBalance Group option. This option compares t@entrol Totals
you indicate you are posting with the transactipms actually enter. When the grou
is posted, the system will let you know if the goas balanced or not.
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PeopleSoft.
3
Mew Windaw | Help | Customize Page |

Group Entry | Group Line Entry

Business Unit: UM Group ID: NEXT

*Group Type: Enroliment Deposi % | [ Create New Charge ltem  *Accounting Date: |19/24/2007 el
*Origin ID: 00067 | Q@ UG Adm *Received: 09/24/2007 |[+

Original Group ID: Q “Entry Date: 09/24/2007

Operator: 0020625

Assign To:

Balance Group:
Control Total: 0.00 usD Display Option
Range in DB: to

Entered Total: 0.00 0

Display: to

Total in DE: [[] [ [ ]

Difference: 0.00 0

Posted Total: 0.00 09/24/2007 0

Effective Status
Edit Status: Deposit Balance: *Posting Action: Posting Status: Process Instance:

NotEdit Not Balan Available for Posting | Complete
B save | =] Hotify ErAdd | JEUpdateDisplay

Dore €D Internat 00 T

Step

Action

10.

Enter the sum of the transactions in G@mntrol Total field.
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=)

Mew Window | Help | Customize Page | 15,

Group Entry | Group Line Entry

Business Unit:  UMS< Group ID: NEXT
*Group Type: Create Hew Charge ltem  *Accounting Date: |19/24/2007 &
*Origin ID: [oo0s7 ", UG 20m “Recelved: pi242007 |)
Original Group ID: Q “Entry Date: 09/24/2007
Operator: 0020625
Balance Group: Assign To:
Control Total: 300.00 T N - Yl Uisviay Option
Entered Total: 0.00 0 Range in DB: to
Difference: 300.00 0 Display: to
Posted Total: 0.00 0912412007 0 Total in DB: (4] 4] w W]

Effective Status

Edit Status: Deposit Balance: *Posting Action: Posting Status: Process Instance:
NotEdit Not Balan Available for Posting | Complete
B save | [ Notify ExAdd | EUpdateDisplay
Dore €D Internat 00 T

11. | Enter the total number of transactions in the ftelthe right of theControl Total
field.

TheEntered Total field displays the monetary amount of all trangens that are
entered in the batch and the count of the entries.

TheDifference field displays the difference between the entéogals and the Contrg
Totals.

ThePosted Total field displays the monetary total, posting datd eount of the
entries after the batch is posted.

12. | Click theGroup Line Entry tab to move to that page.
Group Line Entry
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PeopleSoft.

Business Unit: UMS30E

Line Nbr: 999999
1D:
Balance: 0.00

Account Type: Q
Item Type:
Amount:

[ a

Term:

Group Entry | Group Line Entry

Worklist Add to Favorites Sign out

New Window | Help | Customize Page | B

Q

[ T

Currency Detail

Ref Nbr: ‘
Payment Information

Group ID:

Charge Priority:

[Juse Excess Account

Restrict Payme

Service Indicator:

Mark For Delete FHE

nt to Account

Payment ID: Payment Details ltem Effective Date:  02/2412007
Pay Method: Due Date:
Academic Application Information Tender Details

B save | =] Hotity

Ebadd [ FupdateDisplay

Dione

€D Internat

0% v

Step | Action

13.

Enter the student's emplID in the field.

PeopleSoft.

Home Add to Favorites Sign out
New Window | Help | Ci Page | B
Group Eniry | Group Line Entry
Business Unit: UMERH Group ID: MNEXT
Line Nbr: SEmEES lark For Delete B
In: 0036060 Q
Balance: 0.00
Account Type: Q
Item Type: Q Charge Priority:
Amount: UsD Currency Detail [Juse Excess Account
Term: Q Restrict Payment to Account
Ref Nbr: ‘ Service Indicator:
Payment Information
Payment ID: Payment Details Item Effective Date: 0972412007 |5
Pay Method: Due Date:
Academic Information Application Information Tender Details
& save | [=] Notify EvAdd | FUpdateDisplay
Done €D Irternet w00% v
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Step

Action

14.

Enter or lookup and select the appropriateount Type.

[

Pe OpleSOft 4 Home Worklist Add to Favoriles _Sign out

Mew Window | Help | Customize Page | &,

Group Entry Group Line Entry

Business Unit: UMSH Group ID: NEXT

Find [ View Al First [1] 1 071 [ Last

Line Nbr: 990999 IMark For Delete FHE

D: 0024333 Q

Balance: 0.00

Account Type: |EMR G Enrollment Fees

Item Type: Q Charge Priority:

Amount: usD & Currency Detail [use Excess Account

Term: a [Restrict Payment to Account

Ref Nbr: ‘ Service Indicator:

Payment Information
Payment ID: Payment Details ltem Effective Date: ~|09/24/2007
Pay Method: Due Date: B
Academic Information Application Information Tender Details

B save | =] notity EhAdd [ FupdateDisplay

€D mmternst H 100%

Step

Action

15.

Enter the appropriatiéem Type for the student transaction in thtem Type field. You
will have access to Item Types in which you haverbgranted security.

Optional If your Item Types have been identified as Terfsieecific (Check) an
additional sub page will open and you will have tipgion of entering in a check
number, account holder name and other relevantriretion.

Q
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PeopleSoft. vome | v | patioremize | Samas

Wi
IMew Window | Help | Customize Page | o8

Group Entry | Group Line Entry

Business Unit: UMSKA Group ID: NEXT

Line Nbr: 999999 Mark For Delete FHE
ID: 000 Q

Balance: 0.00

Account Type: [ENR Q Enrcllment Fees

Item Type: Q Charge Priority:
Amount: usD Q Currency Detail [Juse Excess Account

T liq [C]Restrict Payment to Account

Ref Nbr: ‘ Service Indicator:

Payment Information
Payment ID: Payment Details ltem Effective Date: 09/2412007
Pay Method: Due Date:
Academic Application Information Tender Details

B save | =] Hotity EbAdd [ FupdateDisplay

Dane €D Internat A0 T

Step | Action

16. | Enter the amount paid for the Enrollment DeposthimAmount field.

Peop]'eSOftg Home Waorkiist Add to Favorites Sign out
»
New Window | Help | Ci Page | B
Group Eniry | Group Line Entry
Business Unit: UMERK Group ID: MNEXT
I 10f1 L2 Last
Line Nbr: GEmEEs lark For Delete FH[=]
ID: N0 Q
Balance: 0.00
Account Type: [ENR Q EnrollmentFees
Item Type: Q Charge Priority:
Amount: 15000 {USD @ Currency Detail [use Excess Account
Term: Q [ Restrict Payment to Account
Ref Nbr: ‘ Service Indicator:
Payment Information
Payment ID: Payment Details Item Effective Date: 0972412007 |5
Pay Method: Due Date:
Academic Information Application Information Tender Details
€D Internet w100% v
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Step | Action

17. | Look up and select or enter the term of acceptantee Term field. Enter091Q

[

Pe OpleSOft 4 Home Worklist Add to Favoriles _Sign out

New Window | Help | Customize Page | B

Group Entry Group Line Entry

Business Unit: UNExK Group ID: NEXT

Find [ View Al First [1] 1 071 [ Last

Line Nbr: 990099 IMark For Delete FHE

ID: 00500 Q

Balance: 0.00

Account Type: WO\ Enrollment Fees

Item Type: Q Charge Priority:

Amount: 150,00 [USD @ Currency Detail [use Excess Account

T [oat0 @ 2008 Fall [Restrict Payment to Account

Ref Nbr: ‘ Service Indicator:

Payment Information
Payment ID: Payment Details ltem Effective Date: ~|09/24/2007
Pay Method: Due Date: ’7 B
Academic Information Application Information Tender Details

B save | =] notity EhAdd [ FupdateDisplay

Done €D mmternst H 100%

Step | Action

18. | If your institution requires it, enter a free foReference Number in theef Nbr field.

19. | To add additional payment transactions, clickAlld Row button

Complete théroup Line Entry page for each additional transaction as previousl
explained.
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PeopleSoft.

Group Entry | Group Line Entry

Home Worklist Add to Favorites Sign out

New Window | Help | Customize Page | B

Business Unit: UMSHR

Line Nbr: 999999

D: 0036 Q

Balance: 0.00

Account Type: ’mo\ EnrclimentFees

Item Type: Q

Amount: 150.00 Currency Detail
Term: pato & 2008 Fall

Ref Nbr: ‘

Payment Information

Payment ID: Payment Details

Pay Method:

Find | View a1l First Kl 2 or2 [F] Last

Group 1D: NEXT

Mark For Delete FHE

Charge Priority:
[Juse Excess Account

[C]Restrict Payment to Account

Service Indicator:

Item Effective Date: 09/24/2007
Due Date:

Academic Applicati

Infarmation Tender Details

B save | =] Hotity

Ebadd [ FupdateDisplay

Dione

€D Internat

H100%  +

Step | Action

20. | After you have entered all the transactions yolhwispost, click th&ave button.

Last changed on: 1/11/2008 12:13 PM

Page 13 of 15




Process Document ()
Enrollment Deposit_Group Post

UNIVERSITY OF MAINE $¥STEM

PeopleSoft.

New Window | Help | Customize Page | B

Group Entry | Group Line Entry

Business Unit: LIS ‘ Group ID: 000000000000021 |

Line Nbr: 1 Mark For Delete =

1D: O Q

Balance: 0.00

Account Type: ENR/ QL Enroliment Fees

Item Type: Q Charge Priority:

Amount: 150.00 Currency Detail [Juse Excess Account

T 0910 | 2002 Fall [CIRestrict Payment to Account
Ref Nbr: ‘ Service Indicator:

Payment Information

Payment ID: Payment Details ltem Effective Date:  09/2412007
Pay Method: Due Date:
Academic Application Information Tender Details

B save | =] Hotity EbAdd [ FupdateDisplay

€D Internat A0 T

Step

Action

21.

Notice that &Group I D was assigned after you saved the group.

Click theGroup Entry tab to return to that page.
Group Entry
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Home Worklist Add to Favorites Sign out

i y
IMew Window | Help | Customize Page | o8

Group Entry | Group Line Entry

Business Unit:  UMS< Group ID: 000000000000021

“Group Type: EIRTNEIEIE v (| Create New Charge ltem  *Accounting Date: (0912412007 |E

*Origin ID: 00067 | @ UG Adm *Received: 09/24/2007 |[+
Original Group ID: Q “Entry Date: 09/24/2007

Operator: 0020625
Balance Group: Assign To:
Control Total: 300.00 usD Display Option

Range in DB: 1 to 2

Entered Total: 300.00 2
Difference: 0.00 0 Display: 1 to 2
Posted Total: 0.00 09/24/2007 0 Total in DB: 2 (4] 4] w W]

Effective Status

Edit Status: Deposit Balance: *Posting Action: Posting Status: Process Instance:

Edited Not Balan Avallable for Posting | Incomplate
B save [ (=] Hotify EvAdd| FUpdateiDizplay

Dore €D Internat 00 T

Step | Action

22. | On theGroup Entry page, review th€ontrol Totals group box.

TheEntered Totals are now updated based on what you entered oGritigp Line
Entry page.

The Difference should be 0.00 and 0, if the transactions baldfcet, review the
entries on thé&roup Line Entry page.

The Posted Total should be 0.00 and 0 because the transactionsiwiye=en posted
at this point.

23. | End of Procedure.
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