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Procedure

PeopleSoft.

Home Worklist Add to Favoriles Sign out
Help
Menu -]
Search:
[ My Favarites
> University of Maine Systems
[- Self Service
> Campus Community
[- Student Recruiting
[» Student Admissions
[> Curriculum Management
[ Student Financials
[> Set Up SACR
[ Waorklist
> PeopleTools
— Return to Portal
— My Personalizations
— My Dictionary
oy
IWa’seoples‘mft

T, P—
i+ start 521 Snaglt 8] nbox - Gut.. /2 Employee-facing regi. . =B e @ i

Step Action

1. Click theUniversity of Maine Systems link.

[- University of Maine Systems]

2. Click theStudent Financials link.

3. Click theBatch Processing link.

4, Click theGroup Post Creation link.
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New Window | Help | /5,

Group Post

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

Find an Existing Value | Adda New Value

Search by: Run Control ID begins with

[Ccase sensitive

m Advanced Search

Find an Existing Value | Add a New Value

€D Internat A0 T

Step Action

Before you can create the group you must cre&enaControl ID. A Run Control

ID is an identifier that, when paired with yduser 1D, uniquely identifies the procegs
you are running.

TheRun Control IDallows 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 @allAll parameters are stored

within the system and associated with Run Conidsland User IDs. No one else can
view or use the Run Control IDs that you create.

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

Last changed on: 1/11/2008 12:13 PM Page 3 of 24



Process Document
Group Create_Group Report_Enroll Deposit

PeopleSoft.

(S

DNew Window | Helo | /&

Group Post

FEind an Existing Value Add a New Value

Run Control ID: ‘bruupcreale
Add

Eind an Existing Value | Add a Mew Value

€D Irternst 00% v

Step | Action

6. On theAdd a New Value page, enter a name for tRan Control ID. Creating a Run
Control ID name that is relevant to the procesthat is based on your name may h¢
you remember it for future use. By creating youndwaun Control ID, you can save

and all of the assigned parameters so that yoeasity access this report again in t
future.

After you create the new Run Control ID, the néxietyou run this process you will

select thé=ind An Existing Value tab, click theSearch button and select this Run
Control from the list.

After you have entered a name for the Run Conttialk the Add button.

Page 4 of 24 Last changed on: 1/11/2008 12:13 PM



Q%ﬂﬂ?s Process Document
LW Universities Group Create_Group Report_Enroll Deposit

PeopleSoft.

Home Worklist Add to Favorites Sign out

New Window | Help | Customize Page | B

Run Control 1D GroupCreate

Report Manager Process Monitor i

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. retumn to this page to see the group id(s) created for
each business unit and group

B save [ [ Hotity EbAdd [ JE Update/Display

Dione

€D Internat 00 T

Step Action

On theGroup Creation Staging Entries page, click thd&kun button to open the
Process Scheduler Request page.

Run
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PeopleSoft.

Process Scheduler Request

Home: Worklist Add to Favorites Sign out

Mew Window | Help | Customize Page: Saved

User ID: 0020825 Run Control ID: GroupCreate

Server Hame: Run Date: 09/08/2007

Recurrence: Run Time: 11:45:06AM Reset to Current Date/Times
Time Zone: Q

Process List

Group Posting UM_GRPPOST

OK Cancel

Select |Description Process Name Process Type T *Format Distribution

Application Engine Distribution

Done

00 v

€D Internet

Step | Action

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

used last will default in this field.

parameters, such as server name and process tripat.

You must select 8erver Name to identify the server on which to run the procéks
you use the same Run Control ID for subsequeniesses, the server name that yo

Click on the drop-down arrow in ti&erver Name field and selecPSNT.
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Home Worklist Add to Favorites Sign out

PeopleSoft.

S y
IMew Window | Help | Customize Page | /&

Process Scheduler Request

User ID: 0020625 Run Control ID: GroupCreats

Server Name: PSNT *| Run Date: 09/06/2007 [
Recurrence: Run Time: 11:45:06AM Reset ta Current DaterTime
Time Zone: Q

Process List

Select [Description Process Name Process Type Type *Format Distribution
Group Posting UM_GRPFOST Application Engine Distribution

OK Cancel

Dore €D Internat 00 T

Step Action

9. Click theOK button to start the process and return toGheup Creation Staging
page.
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PeopleSoft.

Home: Worklist

Mew Window | Help | Customize Pag: Saved

Add to Favorites Sign out

Run Control ID:  GroupCreate Report Manager Pracess Monitor B

Process Instance:542

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. retum to this page to see the group id(s) created for
each business unit and group.

B save [ =] Hotity EbAdd [ JEUpdate/Display

Process Instance:543

€D Internet

00 v

Step | Action

10. | Notice that your report has been assign@dagess | nstance number. This indicates

that the process has been submitted to Processli#ehe

monitoring.

Click theProcess Monitor link to open thérocess List page..
Process Manito

It is a good idea to make a note of the Procegarnne number for process
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Home Worklist Add to Favorites Sign out

New Window | Help | Customize Page | B

User ID: (0020825 Q. Type: v|last | 1 m
Server: ~| Name: [ Q. Instance: | to |

Run [ | Distribution [ | [] save On Refresh

Status: Status
Process List Customize | Find | View Al| B First [0 420r2 [ Last

Select |Instance | Seq. |Process Type Process Name |User  |Run DatelTime Run Status ';;::L‘:"“““ Details

Application Engine ~ UM_GRPPOST 0020525 D2/06/2007 11:45:064H EDT Success Details
539 Application Engine UM_PYWT_POST 0020825 09/08/2007 11:29:39AM EDT Success Posted Details

Go backto Group Post

Process List | Server List

Process Instance:543 & Internst H100%  +

Step Action

11. | OntheProcess List page, click thérefresh button until theDistribution Status for

our process showRosted
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PeopleSoft.

Home Worklist Add to Favorites Sign out
New Window | Help | Ci Page | B

Process List | SenerList
View Process Request For

User ID: (0020625 Q Type: +|Last: 1

Server: ‘ V‘ Name: | Q In5tance:| to \
Run | Distribution [ | Save On Refresh
Status: Status

Process List Customize | Find |

Select (Instance | Seq. | Process Type Process Name |User  |Run DatefTime

543 Application Engine UM_GRPPOST 0020825 09/08/2007 11:45:08AM EDT Success Posted Details

539 Application Engine UNM_PYWT_POST 0020825 09/08/2007 11:29:39AM EDT Success Posted Details

Go back to Group Post

B save [ (=] Notity

Process List | Server List

Process Instance:543 & Internet H 0% -

Step

Action

12.

Click theGo back to Group Post link to return to th&roup Creation page.

[0 backto Group Posd
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PeopleSoft.

Run Control ID: GroupCreate

Report Manager Process WMonitor U

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. retumn to this page to see the group id(s) created for
each business unit and group

‘Group Post Entries

| [Business unit  |Group Type
Ap

Group Summary Report

Group Detail Report

1 UMS03 A 00 6
2 UMS03 A Application Fee Payment
3 UWS04 A Applicatien Fee Payment 00l 02

= save | ELReturn to Search | [=] Hotify |

Process Instance: 543

Home Worklist

Add to Favorites Sign out

New Window | Help | Customize Page | B

€D Internat

H100%  +

Step Action

13.

process.

|Gr-3ug Detail Report |

In the Group Post Entries section, click orGroup Detail Report to start the report
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PeopleSoft.

B

e window | Heln | W&

Group Detail Repert

Eind an Exigting Yalue Add a New Value

Run Control ID:‘GruupDela\IRepur‘d
Add

Find an Existing Value | Add a Mew Value

€D Internst 100% v

Step | Action
14.

If you haven't already created one, you will needreate &un Control ID for the

Group Detail Reporprocess. Refer to the previous instructions abmdting a Run
Control ID.

When ready, click th&dd button.
Add
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PeopleSoft.

B

Iew Wiindowr | Help | C Fage |

Group Detail Report
Run Control ID:  GraupDetailRepart ReportManager  Process Monitor Run |

Business Unit: ’7Q

Group Type: r Q

Origin ID: [ la

Starting Group ID; T a
Ending Group ID: -

From Date: B
To Date: [ogriezooT [
Posting Status: ‘ vl
Editing Status: ‘ V|

B save | [ notity Erdd | FUpdateDisplay

€D Internat 00 T

Step Action

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

Enter or lookup and select tBeisiness Unit.

[&
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PeopleSoft.

B

New Windaw | Help | G Page | B

Group Detail Report

Run Contral ID:  GroupDetailReport ReporiMananer  Process Monitor Run_|

Parameters

Business Unit: UMSHK O
Group Type: r Q
OriginID: Q

Starting Group ID: Q
Ending Group ID: Q

From Date: ]
To Date: 097162007 [
Posting Status: ‘ 4 |
Editing Status: [ ~]
B save | [Z] Matify [Ertdd | FUpdateDisplay
Done €D Internst 00% v
Step | Action
16. | Click on theGroup Type Lookup button and select the appropriate Group Tgpéhe

Enrollment Deposit payment.

[&
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PeopleSoft.

B

Iew Wiindowr | Help | C Fage |

Group Detail Report

Run Control ID:  GraupDetailRepart ReportManager  Process Monitor Run |
Business Unit: UMa03 &
Group Type: ’A—O\
Origin ID: Q

Starting Group ID; Q
Ending Group ID: Q

From Date: B
To Date: [ogriezooT [
Posting Status: ‘ vl
Editing Status: ‘ V|

B save | [ notity Erdd | FUpdateDisplay

Dore €D Internat 00 T

Step

Action

17.

Click the Look upOrigin I D button to look up and select the appropriate OdBin

[
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PeopleSoft.
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Mew Windaw | Help | C Pane | 5
Group Detail Report
Run Control D GraupDstailRsport ReporManager  Process bonitar Run_|
Business Unit: UMSHR QO
Group Type: !»T Q
Origin ID: jpooos
Starting Group ID: Q
Ending Group ID: Q
From Date: [
To Date: 097162007 [
Posting Status: ‘ Vl
Editing Status: [ |
Done € Internet H00%

18. | Click the Look upStarting Group ID button to look up and select the row that
containgoday's dateand yourUser ID. Click on the row to select it.

[&
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PeopleSoft.

B

Iew Wiindowr | Help | C Fage |

Group Detail Report

Run Control ID:  GraupDetailRepart ReportManager  Process Monitor Run |

Parameters

Business Unit: umsie A
Group Type: W Q
Origin ID: 00006 O

Starting Group ID: 000000000000002 &,
Ending Group ID: 0000000000000z G,

From Date: B
To Date: [ogriezooT [
Posting Status: ‘ vl
Editing Status: ‘ V|

B save | [ notity Erdd | FUpdateDisplay

Dore €D Internat 00 T

Step Action

19. | Enter today's date as theom Date.

Leave the remaining fields blank.

Last changed on: 1/11/2008 12:13 PM Page 17 of 24




Process Document
Group Create_Group Report_Enroll Deposit

PeopleSoft.

(S

Mew Window | Help | C Pane | B,
Group Detail Report
Run Control I GraupDstailRsport Report Mananer  Process Monitor Run_|
Business Unit: UMSH O
Group Type: WO\
Origin ID: 00o00E O

Starting Group ID: 000000000000002 Q,
Ending Group ID: 000000000000002 2,

From Date: ’MB
To Date: [0arerz007 [
Posting Status: ‘ ~ ‘
Editing Status: I v

& save | =] notify Eradd | FUpdateDisplay

€D Internst 00% v

Step | Action

20. | Click theRun button to open thBrocess Scheduler Request page.

Run
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PeopleSoft.

=)

FPag: Saved

Iew Windowr | Help | C

Process Scheduler Request
Run Control ID: GroupDetailReport

User ID: 0020625

Server Name: FunDate:  [09ME2007 [
Recurrence: Run Time: 8:31:48AM Reset to Current DatefTime
Time Zone: Q

Process List
Select |Description Process Hame Process Type Type :Format Distribution
SF746 Crystal Web w || PDF | Distril 1

Group Detail Report

oK Gancel

€D Internat 00 T

Dione

Step Action
21. | On theProcess Scheduler Request page, click on the drop-down arrow in tBerver

Name field and selecPSNT.
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PeopleSoft.
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Mew Window | Help | C Pane | B,

Process Scheduler Request

User ID: 0020825 Run Control ID: GroupDetailRepart

Server Name: PSNT *| RunDate: 091 B2007
Recurrence: Fun Time: 37317434 Reset tn Currant DaterTime
Time Zone: Q

Select |Description Process Hame Process Type *Type *Format Distribution
Group Detall Report SF756 Crystal Distribution

aK Cancel

Done €D Internst 00% v

Step

Action

22.

Click theOK button to return to th&roup Detail Report page.
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Mew Window | Help | Page | B

Group Detail Report

Run Control ID:  GraupDetailRepart ReportManager — Process Monitor Run |
Process Instance:431

Parameters

Business Unit: UmMs03 O

Group Type: W Q
Origin ID: 00006 Q@

Starting Group 1D: 000000000000002 2,
Ending Group ID: 0nooaonnnonoanz G

From Date: ’MB
To Date: [ognerzooT [
Posting Status: [ ~
Editing Status: [ v/

BEsave | =] notity Ertdd | FUpdateDisplay

Process Instance:431 € Internst H100%  +

Step

Action

23.

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

Frocess Monito
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PeopleSoft.

Mew Window | Help | C Pane | B,

View Process Request For
User ID: (0020625 QU Type: ~|Last: 10 [Days  v| Refrash

v
Server: ‘ V‘ Name: | Q Instam:e:| to \
Run ‘ v‘ Distribution | .,l [7] Save On Refresh
Status: Status

Process List

Find
Select |Instance |Seq. |Process Type Process Hame |User Run Date:

e Run Status

Status
431 Crystal SF756 0020625 E%”TE’QDDT BITABAM  gened M Details
430 Application Engine UM_GRPPOST 0020625 g%lerlZUUT T:55:41AM Success Posted Cetails

159 Application Engine  UM_GRPPOST 0020825 Do 2007 950BAM giopse  postes  Detals

Go back to Group Detail Repart

B save | [Z]Notity

Frocess List| Server List

Process Instance:431 € Internet H00%

Step | Action

24. | OntheProcessList page, locate your process in the listing.

Click theRefresh button until theDistribution Status for your process showosted

25. | Click theDetailslink for your process to open tiReocess Details page.
Details]

Page 22 of 24 Last changed on: 1/11/2008 12:13 PM




Process Document
Group Create_Group Report_Enroll Deposit

Maine’s
Public
¢ Universities

UNIVERSITY OF MAINE SYSTEM

PeopleSoft.

3
i
Mew Windaw | Help | Paie | &
Process Detail
Instance: 431 Type: Crystal
Name: SF756 Description: Group Detail Report
Run Status:  Success Distribution Status: Posted
run e e ate Process
Run Control ID: GroupDetailRepaort Hold Request
Location: Server Queue Request
Server: PSNT e L]
O Delete Request
Recurrence: Restart Request
frotons
Request Created On: 09/16/2007 2:32:10AM EDT Earameters Transfer
Run Anytime After:  09/16/2007 8:31:488M EDT Message Lo
Began Process At:  09/16/2007 &:33:01AM EDT Batch Timinas
Ended Process At 09/16/2007 2:32:11AM EOT View LogiTrace
aK Cancel
Pracess Instance:431 & Internet L 100% T

Step Action

26. | Click theView Log/Trace link to open the/iew Log/Trace page and access your
report.

iew LoaiTrace|
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PeopleSoft.

= »
:
Mew Wiindowr | Help | C Page | &
View Log/Trace

ReportID: 431 Process Instance: 431 Message Log

Hame: SF746 Process Type: Crystal
RunStatus:  Success

Group Detail Report

Distribution Details

Distribution Node: DEV Expiration Date:

File Size (bytes Datetime Created

Messane Log

08/16/2007 8:33:11.000000AM EDT
SF756 431.FDF 61,782 09016/2007 8:33:11.000000AM EDT

08/16/2007 8:33:11.000000AM EDT

PeopleSof Trace File

0ali]
Distribute To

Distribution ID Type

*Distribution 1D

User 0020625

Return

Process Instance:431

€D Internst 100% v

Step | Action
27.

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

28. | End of Procedure.
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