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Group Data Entry/Group Post/Create Report

Concept

The Student Financials Group Posting process engbleto post transactions for a group of
students via a single process. This enables yquitkly and easily post many receivables
without having to post and approve each one indidig.
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Navigation
Step | Action
1. Click theStudent Financial'slink.
2. Click theCharges and Paymentsink.
3. Click theGroup Processinglink.
Click theCreate Group Data Entrieslink.
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Procedure

Worklist Add to Favoriles

New Window | Help | B,
— Create Group Data
Tect Transactions Group Data Entry
dernal Files Enter any infermatien you have and click Search. Leave fields blank for a list of all values.
ost Transactions
Transactions Find an Existing Value | Add a New Value
Cre: ‘oup Corp
Data Entries

Business Unit: =¥

Group 1Dz begins with

UserID: begins with

‘Group Type Description:| begins with

Origin Description: begins with
i Posting Status: = v
uspended
up Summary Entry Date: = ¥
— Group Detail 5 =
— Purge Posting Table Poster Dates hé
[ Electronic Payments = Operator ID Approval: | begins with v“
I Payroll Deduction T
Processing
- Group Approval
[ Late Fees Search I Clear | BasicSearch Bl Save Search Criteria
[ Reversals:
> Posting Reports
~ Post Student Transaclion| | Find an Existing Value | Add s New Value
— Post Corporation
Transaction
— Apply Payment
— Payment Shuffie
— Validate Tables
— Assian Student
Eermissions
- Enroliment Deposits
[ Bill Custemers.
[> Cashiering
[ Payment Plans
[ International Health
Coverage
[ Refunds
[> Collections
I GL Interface ~|

Dong & miermet 100w v

¥

AEE (pOH P

[ case sensitive

Step | Action

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

Add to Favoriles

Hew Window | Help | (B

Group Data Entry

B unit:Unisos @
Group ID: [NEXT

Add

D._ Eind an Existing Value | Add a New Value
— Revarse Groups
— Group Post -
Suspended
— Group Summary
— Group Detail
— Purge Posting Table
[- Electronic Payments
> Payroll Deduction
Pracessing
> Group Approval
[> Late Fees
I Reversals
[» Posting Reports
— Post Student Transaction
— Post Corporation
Transaction
— Apply Payment
— Payment Shufile
— Validate Tables
— Assian Student
Permissions
— Enrallment Deposits
[ Bill Customers
> Cashiering
i Payment Plans
[ International Health

Coverage
[» Refunds:
[: Collections
[ GL Interface ¥

& Internst A0 T

Step | Action

6. On theAdd a New Valuepage, théBusiness Unit will be populated with the
Business Unit you indicated from the previous step.

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

Click theAdd button to open th&roup Entry page.
Add
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Add to Favoriles

Hew Window | Help | Customize Page | B
Group Entry [ Group Line Enfry

Business Unit.  ULS05 Group ID: MNEXT

“Group Type: | ¥

“Origin 1D: Q

Create Hew Charge ltem  *Accounting Date: [10/31/2007 El

*Received: [10i31/2007 |
Original Group x| Q “Entry Date: [10/31/2007 [
Operator: 0020625

Balance Group: [] Assign To:

Control Total: ‘ 0.00 usD 0 Display Option

Entered Total: 0.00 0 Range in DB: to
Difference: 0.00 0 Display: o
Posted Total: 0.00 10/21/2007 0 Total in DB: [ [ [ ¢

Effective Status

Edit Status: i Lt
NotEdit MNotBalan

Deposit Balance: *Posting Action; Posting Status:

Complete

Process Instance:
Ayailable for Pasting  »

B save | [ Hotity EhAdd | JHupdateDisplay

& Internst 0% T

Step | Action

On theGroup Entry page, click on th&roup Type drop-down arrow and look up
and select a group type from the drop-down merdeseribe the transactions.
I

W
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MaineStreet

# MameStreet

B

Group Entry | Group Line Enfry.

Home Workiist Add to Favoriles Sign out

Hew Window | Help | Customize Page | B

Business Unit: UmMs05

Group ID: NEXT

Original Group I:|

GroupType: | BRSO v |

“Origin 1D: Q

aQ

Operator: 0020625
Balance Group: [] Assign To:
Control Total: ‘ 0.00 usD 0 Display Option
Entered Total: 0.00 0 Range in DB: to
Difference: 0.00 0 Display: o
Posted Total: 0.00 10/21/2007 0 Total in DB: [ [ [ ¢
Effective Status

Create Hew Charge ltem  *Accounting Date: [10/31/2007 El

“Received: [1o/z12007 |3

“Entry Date: 10/31/2007 |[H

Edit Status:
NotEdit Mot Balan

Ayailable for Pasting  »

Posting Status:

Process Instance:
Complete

B save | [ Hotity

Dione

EhAdd | JHupdateDisplay

Step | Action

& Internst 0% T

[&]

In theOrigin ID field, click on the lookup Origin ID icon to loakp and select the

appropriate Origin ID to indicate the source of ttamsactions. The Origin IDs you
see listed are determined by your security settings
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# MameStreet

Add to Favoriles

Hew Window | Help | Customize Page | B

Business Unit: UmMs05

Group 1D NEXT
*Group Type: [Enroliment DeDDS\_Vi Create Hew Charge ltem  *Accounting Date: [10/31/2007 H
*Origin ID: [oooe7 @ UG Adm “Received: [1orti2007 |5
Original Group I0:| L “Entry Date: 101312007 |5

Operator: 0020625

Balance Group: [] Assign To:
Control Total: ‘ 0.00 usD 0 Display Option
Entered Total: 0.00 i Range in DB: to
Difference: 0.00 0 Display: o
Posted Total: 0.00 10/21/2007 0 Total in DB: [ [ [ ¢

Effective Status

Edit Status: Deposit Balance: *Posting Action;

NotEdit MNotBalan Ayailable for Pasting  »

B save | [ Hotity

Posting Status:
Complete

Process Instance:

EhAdd | JHupdateDisplay

& Internst 0% T

Step | Action

Checking theBalance Group option will compare th€ontrol Totals you indicate you
are posting with the transactions you actually eMéhen the group is posted, the
system will let you know if the group is balancedot.

Click theBalance Group option.

=]
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Add to Favoriles

Hew Window | Help | Customize Page | B

Group Entry | Group Line Enfry

Business Unit:  UM305 Group ID: NEXT
*Group Type: |m|-‘m9mDeDGS\_V‘ Create Hew Charge ltem  *Accounting Date: [10/31/2007 H
*Qrigin 10: [oooe7 @ UG Adm “Received: [1orti2007 |5

Original Group I0:| Q “Entry Date: 101312007 |5

Operator: 0020625

Balance Group: Assign To:

Control Total: | | usD (OBl Dispiay Option

Entered Total: 0.00 0 Range in DB: to

Difference: 0.00 0 Display: o
Posted Total: 0.00 10/21/2007 0 Total in DB: [ [ [ ¢

Effective Status
Edit Status: Deposit Balance: *Posti Posting Status:
NotEdit Mot Balan Avallable for Posting  » Complete

Process Instance:

B save | [ Hotity EhAdd | JHupdateDisplay

& Internst OO v

Step | Action

10. | Enter the sum of the transactions in G@mmtrol Total field.
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# MameStreet
: Add lo Favories
=8
Hew Window | Help | Customize Page | o2
Group Entry [ Broup Line Entry
Business Unit.  ULS05 Group ID: MNEXT
*Group Type: [Enroliment Denﬂs\_v‘ Create Hew Charge ltem  *Accounting Date: [10/31/2007 H
*Origin ID: {00067 | UG Adm “Received: [1053112007 [
Original Group I0:| Q “Entry Date: 101312007 |5
Operator: oozoezs
Balance Group: Assign To:

Control Total: ‘ 30000 usD 0 Display Option

Entered Total: 0.00 0 Range in DB: to

Difference: 0.00 0 Display: o

Posted Total: 0.00 10/21/2007 0 Total in DB: [ [ [ ¢
Effective Status

Edit Status: ing Posting Status:
NotEdit

Process Instance:
MNotBalan Avallable for Posting  »

B save | [ Hotity

Complete

EhAdd | JHupdateDisplay

& Internst HA00% v

Step | Action
11.

Enter the total number of transactions in the fielthe right of theControl Total
field.
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A

MaineStreet

# MameStreet

Add to Favoriles

Business Unit: UmMs05

Hew Window | Help | Customize Page | B

Group ID: NEXT

Original Group I:|

Balance Group:

“Group Type: | Enroliment Deposi v |
~Origin ID: |ooos7 & UG Adm

L

Control Total: ‘ 300.00 uso

Create New Charge ltem  *Accounting Date: [10/31/2007 H

*Received: [1orti2007 |5
“Entry Date: 10/31/2007 |[H
Operator: 0020625
Assign To:

2 Display Option
Entered Total: 0.00 0 Range in DB: to
Difference: 300.00 0 Display: to
Posted Total: 0.00 10/21/2007 0 Total in DB: [ [ [ ¢

Effective Status

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

NotEdit MNotBalan Ayailable for Pasting  »

Process Instance:
Complete

B save | [ Hotity EhAdd | JHupdateDisplay

Dione

& Internst 0% T

Step | Action
12.

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

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

Click theGroup Line Entry tab.
Group Line Ent
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# MameStreet

B

‘Group Enfry | Group Line Entry

Home Workiist Add to Favoriles Sign out

Hew Window | Help | Customize Page | B

Business Unit:

UKIS03

MEXT

Mark For Delete FHE

Group ID:

Line Nbr: 999999

10: I Q

Balance: 0.00

Account Type: r Q

Item Type: Q Charge Priority:

Amount: 15D Cifrrenicy Ditall [Juse Excess Account

Term: Q Restrict Payment to Account

Ref Nbr: | Service Indicator:

Payment Information
Payment I0: Payment Details item Effective Date; | 10/31/2007 [
Pay Method: Due Date: ‘ E\J
Academic Infermation Application Information Tender Details

& Save [ =] Notify

Eradd| EupdateDisplay

00k v

& Internst

Step | Action

13. | On theGroup Line Entry

page, enter the student’'s MaineStreet ID inlibdield.
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# MameStreet
B

‘Group Enfry | Group Line Entry

Business Unit: U305 Group ID: MEXT

First

Line Nbr: 999999 Mark For Delete FHE

[10r31/2007 |5

Bl

1D: poeocer @
Balance: 0.00
Account Type: ri Q
Item Type: Q Charge Priority:
Amount: [usola Cifrrenicy Ditall [Juse Excess Account
Term: l_ Q Restrict Payment to Account
Ref Nbr: | Service Indicator:
Payment Information
Payment ID: Payment Details Item Effective Date:
Pay Method: Due Date: ‘

Home Workiist Add to Favoriles Sign out

Hew Window | Help | Customize Page | B

[EE

Academic Infermation Application Information Tender Details

& Save [ =] Notify [ExAdd | JFUpdaie/isplay

& Internst HA00% v

Step | Action

14. | Enter or lookup and select the appropriateount Type.
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Home Workiist Add to Favoriles Sign out

Mew Window | Help | Customize Page | o5

"Group Entry | Group Line Entry

Business Unit: U305 Group ID: MEXT

Find | View Al First 4 ora [M] past

Line Nbr: 999993 lhark For Delste FHE

1D: poeocer @

Balance: 0.00

Account Type: [ruT & Tuitien

Item Type: Q Charge Priority:

Amount: [usola Cifrrenicy Ditall [Juse Excess Account

Term: l_ Q [CIRestrict Payment to Account

Ref Nbr: | Service Indicator:

Payment Information
Payment ID: Payment Details tem Effective Date:  |10/3112007 [
Pay Method: Due Date: | B
Academic Infermation Application Information Tender Details

& save | ] Notify [ExAdd | JFUpdaie/isplay

Dane & Internst A0 T

Step | Action

15. | Look up the appropriate Item Type for the studesmigaction in thétem Type field.
You will only have access to Item Types in whiclhuyave been granted security.

Note: If your Iltem Types have been identified as tergpercific (i.e. check), an
additional sub-page might open where you will hineeoption of entering a check
number, account holder name and other relevantrirgtion.

Click the look upitem Type icon.

[
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Workiist Add to Favoriles Sign out

Hew Window | Help | Customize Page | B

‘Group Enfry | Group Line Entry

Business Unit: U305 Group ID: MEXT

Line Hbr: 999999 Mark For Delete FHE
D: 000 Q

Balance: 0.00

Account Type: [ruT e Tuitien

010010 Charge Priority: Q

Item Type: [oooo0zot0010 @ Deposit Admissions Check

Amount: usD @ Currency Détail Use Excess Account

Term: Q [CIRestrict Payment to Account

Ref Nbr: [ Service Indicator:

Payment Information

[10r31/2007 |5

Pay Method: b Due Date: [ ]

Payment ID: ‘ X Payment Details Item Effective Date:

Academic Infermation Application Information Tender Details

& Save [ =] Notify [ExAdd | JFUpdaie/isplay

& Internst OO v

Step | Action

16. | Enter the amount paid in tiemount field.
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(Group Entry | Group Line Entry

Home

Business Unit:

UKIS03

Balance: 0.00
Account Type: EU-T &
Item Type:
Amount:

[

Term:

Line Nbr: 999999
D: 000 Q

Tuition

|UUUUUZUWUW Q Deposit Admissions Check

150.00][USD @

Group ID:

Find | Viewr

Charge Priority:

Currency Detail Use Excess Account

[C] Restrict Payment to Account

Ref Nbr: |
Payment Information

Payment ID: [ Q

Pay Method: fed

Payment Details

Service Indicator:

Item Effective Date:

Due Date:

Mark For Delete FHE

MEXT

First (1] 4 o4 [F] st

[ &

[10r31/2007 |5

[

Academic Infermation

Application Information

Tender Details

Eradd | JEUpdateDisplay

Workiist

Hew Window | Help | Customize Page | B

Add to Favoriles

Sign out

& Internst

0% v

Step

Action

17.

Look up and select or enter the term of acceptanttee Term field.

You can use thRef Nbr field to note additional information about the i@

Last changed on: 6/17/2008 8:27 AM

Page 15 of 20




Process Document
Group Data Entry/Group Post/Create Report

A

MaineStreet

# MameStreet

B

(Group Entry | Group Line Entry

UKIS03

Business Unit: Group 1D: MEXT

Find | Viewr Al

Mark For Delete FHE

Lnetor  sosoey
D: IEEChEY Q
Balance: 0.00
Account Type: [ruT e Tuition
ftemType: 000002010010 O Deposit Admissicns Check Charge Priority:
Amount: 150.00 m Q Currency Détail Use Excess Account
Term: ’lﬁ Q 2008 Fall [CIRestrict Payment to Account
Ref Nbr: | Service Indicator:
Payment Information
Payment ID: ‘—Q Payment Details Item Effective Date:

Pay Method: fed

Due Date: |

First (4] 4 o4 [F] {ast

[ &

[10r31/2007 |5

8

Home Workiist Add to Favoriles Sign out

Hew Window | Help | Customize Page | B

Academic Infermation Application Information Tender Details

& Save [ =] Notify

Eradd | JEUpdateDisplay

Dione

& Internst

0% v

Step | Action

18. | To add additional payment transactions.

previously explained.

Click theAdd a new row (+)button.

You will complete aGroup Line Entry page for each additional transaction as
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‘Group Entry | Group Line Entry

Home Workiist Add to Favoriles Sign out

Hew Window | Help | Customize Page | B

Business Unit: U205

Pay Method: fed

Currency Detail

Line Nbr: 999999
10: )
Balance: 0.00
Account Type: [ruT e Tuition
Item Type: mﬁaﬁaﬁa-o\ Depaosit Admissicns Check
Amount: 150.00 m Q
Term: [osto ', 2008 Fall
Ref Nbr: |
Payment Information
paymentiD: | Q. Payment Details

Group ID: MEXT

First KB 2 72 [V (ast

Mark For Delete FHE

Find | View All

Charge Priority: Q
[Juse Excess Account

[C] Restrict Payment to Account

Service Indicator:

[10r31/2007 |5

Item Effective Date:

Due Date: ‘ &

Academic Infermation Application Information

Tender Details

& Save [ =] Notify

Eradd | JEUpdateDisplay

& Internst

0% v

Step | Action

19. | Notice that the selections you entered on for ifs¢ transaction carries through to th

second.

Enter the MaineStreet ID for the second transadtigdhel D field.
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A

MaineStreet

Group Entry | Group Line Entry

UKIS03

Business Unit: Group ID:

Find | View All

Line Nbr: 1
D: 000 Q
Balance: 0.00

Account Type: TUT |2 Tuitien

[000002010010 Q. peposit admissions Check Charge Priority:

Item Type:
Amount: 150.00 [USD @, Cifrrenicy Ditall [Juse Excess Account
Term: [ost0'@ 5008 Fall [CIRestrict Payment to Account
Ref Nbr: | Service Indicator:
Payment Information
Payment ID: ‘—Q Payment Details Item Effective Date:

Due Date: ‘

Pay Method: fed

000000000000058

First (4 4 03 1 past

Mark For Delete FHE

[ &

[10r31/2007 |5

-

Home Workiist Add to Favoriles Sign out

Hew Window | Help | Customize Page | B

Academic Infermation Application Information Tender Details

& Save [ =] Notify

[ExAdd | JFUpdaie/isplay

& Internst

00k v

Step | Action

20.

Click the Savebutton.

After you have entered all the transactions yowdrieeost, click th&ave button.
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Group Entry | Group Line Entry

Add to Favoriles

Hew Window | Help | Customize Page | B

Business Unit: U205

Line Nbr:

4
D: 000 Q

Balance: 0.00

Account Type: TUT |2 Tuitien

Item Type:
s 120,00 [USD @
Term: 0910 Q& 2008 Fall
Ref Hbr: [
Payment Information
payment ;| 2 payment Details

Pay Method: fed

[o00002010010 A papqsit Admissions Chedk

Currency Detail

Group ID: 000000000000058

First 4] 4 013

Mark For Delete

Find | View All

FEE

Charge Priority: Q
[Juse Excess Account

[C] Restrict Payment to Account

Service Indicator:

[10r31/2007 |5

Item Effective Date:

Due Date: ‘ &

Academic Infermation Application Information

Tender Details

& Save [ =] Notify

[ExAdd | JFUpdaie/isplay

Dione

& Internst

00k v

Step | Action

21.

Notice that &Group ID was assigned after you saved the transactions.

Click theGroup Entry tab to return to that page.
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MaineStreet

Business Unit:

U305

Group D:

“Group Type: | Enraliment Dencsw_vx Create Hew Charge ltem

“Origin ID: [ooos7 @ UG Adm “Received:

Original Group x| a “Entry Date:
Operator:

Balance Group: Assign To:

Control Total: | 300.00 uso | 2

Entered Total: a00.00 2 Range in DB:

Difference: 000 0 Display:

Posted Total: 0.00 10/31/2007 0 Teital e DIt

*Accounting Date: !1 0r/2007 |

Add to Favoriles

Mew Window | Help | Customize Page | o5

000000000000056

[1o/z12007 |3

[rosr2007 |8

0020623

1 1o 3
1o 3
B I (T

Effective Status

Edit Status:
Edited

Deposit Balance: *Posting Action:
Mot Balan

Ayailable for Pasting  »

Posting Status:
Incomplete

Process Instance:

B save | [ Hotity

Esadd| FUpdateDispiay

& Internst

00 v

Step | Action

22.

Entry page.

at this point.

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

TheEntered Total is now updated based on what you entered ofsthap Line

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

ThePosted Total should be 00.00 and 0 because the transactionsioayeen posted

23. | End of Procedure.
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