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Click the Student Financials link.

Click theCharges and Payments link.

Click theGroup Processing link.

Click theGroup Detail link.
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On theGroup Detail Report page, you need to creat®an Control ID before you can
process the report.

A Run Control 1D is an identifier that, when paired with your UHer uniquely identifies the
process you are running.

The Run Control ID allows for important parametierde available for a process when the
process runs. This ensures that when a procesgrtims background it does not have to
prompt you for any additional values. All paramstare stored within the system and
associated with Run Control IDs and User IDs. Ne else can view or use the Run Contro
IDs that you create.

Click the Add a New Value tab to create Run Control ID.
£dd a New Valug]

6. On theAdd a New Value page, enter a name for tRan Control ID. Creating a Run Contro
ID name that is relevant to the process or theaged on your name may help you remember
it for future use. By creating your own Run Contid] you can save it and all of the assigned
parameters so that you can easily access thistragain in the future.

After you create the new Run Control ID, the néxietyou run this process you will select the
Find An Existing Value tab, click theSear ch button and select this Run Control from the list.

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

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

Enter or lookup and select tBeisiness Unit.
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8. Click on theGroup Type Lookup button and select the appropriate Group Tgpéhe
Enroliment Deposit payment.

[

9. Click the Look upOrigin ID button to look up and select the appropriate OrBin
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10. | Click the Look upStarting Group ID button to look up and select the row that contains
today's dateand theUser ID of the employee who created the group.

Click on the row to select it.

2]

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

Leave the remaining fields blank.
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12. | Click theRun button to open thBrocess Scheduler Request page.

Run

13. | On theProcess Scheduler Request page, click on the drop-down arrow in therver Name
field and selecPSNT.

14. | Click theOK button to return to th&roup Detail Report page.
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15. | On theGroup Detail Report page, note the Process Instance number and cidkr titess
Monitor link to open thd°rocess List page..

rocess honito
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16. | OntheProcess List page, locate your process in the listing.

Click theRefresh button until theDistribution Status for your process showRosted
Refresh

17.
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lick the Detailslink for your process to open tiReocess Details page.

etail
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18. | Click theView Log/Trace link to open thé/iew L og/Trace page and access your report.

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

20. | End of Procedure.
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