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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
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IWa’seoples‘mft
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i+ start 521 Snaglt 8] nbox - Gut.. /2 Employee-facing regi. . =B e @ i

Step | Action

1. Click theUniversity of Maine Systemdink.

[- University of Maine Systems]

2. Click theStudent Financialslink.

3. Click theBatch Processindink.

4, Click theGroup Post Creationlink.
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PeopleSoft.

=)

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&ermaControl ID. A Run Control

ID is an identifier that, when paired with yduser ID, 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 Conisland User IDs. No one else can
view or use the Run Control IDs that you create.

Click theAdd a New Valudab to create Run Control ID.
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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 Valuepage, enter a name for tRein 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 Valuetab, click theSearchbutton and select this Run
Control from the list.

After you have entered a name for the Run Conttialk the Add button.
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UNIVERSITY OF MAINE SYSTEM

Step | Action

7. On theGroup Creation Staging Entriespage, click thé&kun button to open the
Process Scheduler Requegiage.
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Step | Action

8. Use theProcess Scheduler Requegtage to enter, update, or view general proces
parameters, such as server name and process turipat.

You must select &erver Namedo identify the server on which to run the procéks

you use the same Run Control ID for subsequenieseas, the server name that yo
used last will default in this field.

Click on the drop-down arrow in ti&erver Namdield and selecPSNT.

)

i

Page 6 of 24 Last changed on: 1/11/2008 12:13 PM



Process Document
Group Create_Group Report_Enroll  Deposit

Step

Action

Click the OK button to start the process and return toGheup Creation Staging
page.
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Step | Action

10. | Notice that your report has been assign@dazess Instanceumber. This indicates
that the process has been submitted to Processli8ehe

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

Click theProcess Monitorlink to open thdrocess Listpage..

[ 1
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Step | Action

11. | On theProcess Listpage, click th&kefreshbutton until theDistribution Statusfor

Eour process showRosted
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Step

Action

12.

Click theGo back to Group Postlink to return to th&roup Creation page.
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Step

Action

13.

process.

In theGroup Post Entriesection, click orGroup Detail Report to start the report
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Step | Action

14. | If you haven't already created one, you will neeedreate &un Control ID for the
Group Detail Reporprocess. Refer to the previous instructions abresting a Run
Control ID.

When ready, click thédd button.
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Step

Action

15.

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

Enter or lookup and select tBaisiness Unit

L]
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Step | Action
16.

Click on theGroup TypeLookup button and select the appropriate Group Tgp¢he
Enroliment Deposit payment.

L]
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Step | Action

17. | Click the Look upOrigin ID button to look up and select the appropriate OrBin
[]
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Step | Action

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.

L]
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Step

Action

19.

Enter today's date as theom Date.

Leave the remaining fields blank.
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Step | Action

20. | Click theRun button to open thBrocess Scheduler Requegtage.
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Step

Action

21.

On theProcess Scheduler Requegtage, click on the drop-down arrow in tBerver
Namefield and selecPSNT.
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Step | Action

22. | Click theOK button to return to th&roup Detail Report page.
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Step

Action

23.

On theGroup Detail Report page, note thBrocess Instance numbeand click the
Process Monitolink to open thdrocess Listpage..

L ]
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Step | Action

24. | On theProcess Listpage, locate your process in the listing.

Click theRefreshbutton until theDistribution Statusfor your process showRosted

25. | Click theDetailslink for your process to open tiReocess Detailpage.

[
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Step | Action

26. | Click theView Log/Tracelink to open thé/iew Log/Trace page and access your

report.

L 1
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Step | Action

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

28. | End of Procedure.
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