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Posting Student Payments

Concept

Cashiering allows you to accept student paymentsalsi, credit card, or check. You can allocate
the payment toward one or more charges on thersfadgecount. You can also select to pay
charges from current or future terms.

A student payment can also represent the purcHaseitem such as books or supplies. For the
purchase of an item, the system might not pospéyenent to the student’s account.

Payments made to satisfy tuition and fees may @&ived by various methods—cash, check,
credit card. These payment types are referred T@aders

The termTargetgenerally refers to those charges that will besBad by the payment. For
example, the most common target cashiers will userweceiving payments against student’s
tuition and fees is All Charges. This target willedt the payment to satisfy charges according to
certain rules (such as satisfying oldest transastiwst, then applying a certain order—such as
tuition first, mandatory fees second, distance thed, etc.).

The Enrollment Fees target will direct the payntergnroliment fees only, and bypass tuition
charges.

The Payment Plan target is best used to satisfynpai/plan installments.

The Miscellaneous Fees target can be used whemargtwishes to target certain miscellaneous
fees, such as late fees.

Occasionally a target may be selected to reflegineat from an external source, such as ‘Check
from Agency’ or ‘Check-Scholarship’. The All Chagyarget rules apply when these types of
targets are used.
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Navigation

Personalize Content | Lavout

Menu

[ My Favarites

[ University of Maine Systems
[- Self Service

> Manager Self Service

> Recruiting

[ Warkforce Administration
[> Benefits

[- Compensation

[ Stack

[> Time and Labor

I Payroll for Morth America
[ Global Payroll & Absence Mgmt
[ Payroll Interface

> Waorlkforce Development
[ Organizational Development
[ Enterprise Learning

> Waorkforce Monitering

[- Pensian

> Campus Community

[ Student Recruiting

[» Student Admissions

[» Records and Enrallment
I Curriculum Management
[> Financial Aid

[ Student Financials

> Academic Advising

[ Contributor Relations

[> Set Up HRMS

[> Set Up SACR

> Enterprise Components
[ Warklist

[ Application Diagnostics
[- Tree Manager

- Reporing Tools

- PeapleTools

I Packaging

— PSUnit

— Careers

— Change My Password

— Wy Personalizations

— Wy Systemn Profile

Workiist Add to Favorites

Help

w

Dione

%J Local intranst F 100% -

Step

Action

Click theStudent Financials link.

[ Student Financials

Click theCashiering link.

Click thePost Student Payments link.
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Procedure

# MaineStreet

Mew Window | Help | o

Student Payments
Add a New Value
Business Unit: Q,
Cashier's Office: [6}
Receipt Number:
1D: Q
Add
% Localintranet: F 00% v

4, On theStudent Payments Add a New Valugage, if you previously set your User

Defaults, your Business Unit will enter by defanltheBusiness Uniffield. If not,
you can enter or look up the appropriate Busingss U

5. In theCashier's Officefield, look up and select the appropriate Cashi@ffice. This

[

Click on the look ugCashier's Officeicon.

Information will default in if your User Defaultsexdefined.
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# MameStreet
>

Worklist Add to Favorites Sign out

New Window | Help | , )
Look Up Cashier's Office

Business Unit: UMS08
Cashier's Office:| begins with + |

Description: begins with w ‘

Look Up | Clear ‘ Cancel ‘BagicL.JgkLm

Search Results

First [4] 1-230f23 [¥] Last

Description
GORHALE Gorham Cashier's Office
GOR FRI Gorham Cash Office - Friday

GOR MOM Gorham Cash Office - Monday
GOR THU Gorham Cash Office - Thursday

GOR TUE Gorham Cash Office - Tuesday
GOR WED Gorham Cash Office - Wednesday|
G CARD Gorham Card Office

G _POLICE Gorham Police Depariment

ILAC LAC Cashiers Office

LAC FRI LAC Cash Office - Friday

LAC MON LAC Cash Office - Monday

LAC THU LAC Cash Office - Thursday

LAC TUE LAC Cash Office - Tuesday

LAC WED LAC Cash Office - Wednesday
PORTLAND Portland Cashiers Office

POR _FRI Portland Cash Office - Friday
POR MOM Paortland Cash Office - Monday
POR THU Portland Cash Office - Thurs
POR TUE Portland Cash Office - Tuesday

POR _WED Portland Cash Office - Wednesd
P POLICE Portland Police N

SRCOLL Osher Lifelong Learning
UCTLOGIC Logic Sha hd

®J Local intranst F 100% -

Step Action

6. Click on the appropriat€ashier's Officeto select it.

Note: you will only see listed the Cashier's Officesiysecurity setting allow you to
view.
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# MaineStreet

(=3
New Window | Help | &,
Student Payments
Business Unit: IMO\
Cashier's Dfﬁce:mo\
Receipt Number:|99999999999¢
ID: Q
Add
Done ®J Local intranst F 100% v
Step Action
7. TheReceipt Numbewill default in as all 9s. Do not override this ninen

In thelD field, enter the student's MaineStreet ID if yawW it. If not, click the Look
upID icon.

[&
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Worklist Add to Favorites Sign out

New Window | Help | n

Look Up ID

1D: begins with

Campus ID:| begins with s

National 1D: | begins with

Last Name:| begins with

First Name: | begins with s

Look Up Clear ‘ Cancel ‘Bagic\_g\jkuu

Searching this table may take a long fime. Enter values above before requesting Lookup

Done % Local intranst F 100% -

Step Action

8. If you select the Look Up ID icon, theook Up 1D page will open. You can search
for the student's record based on a number ofieritafter you enter the criteria, clic
on theL ook Up button.
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# VMiameStreet

=)
New Window | Help | n

Student Payments

Add a New Value

Business Unit: IMO\
Cashier's Dfﬁce:mo\
Receipt Number:lm

I: poogoss @

Add

Done ®J Local intranst F 100% -

Step Action

9. After all fields are complete, click thdd button to open th8tudent Payments
page.

Add
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# MameStreet

A

MaineStreet

Student Payments

New Window | Help | Customize Pag

Worklist Add to Favorites

Unit: UM206  Office:  Portland Cashiers Office Business Date: 11/29/2007

Register:  REGO1  Cashier: ggryy7y

1D: 0099999 g B O

Balance  0.00 Anticipated Aid: 0.00 Select Charges to Pay

Ref Nbr: | Create Receipt ‘ New Transaction |

Target: 0.00 Tax: 000 Tender: 0.00 Change: 000
Target Detail Find  Fist (4 or1 [ Last

] +

Target: Q Amount: usD H=E
Term: Q
Tender Detail Find  First ) 1 0r1 [F) Last
“Tender: Q Amount: USDIR cumencypetan FIE]
Deposit ID: Tender Details

Dione

%J Local intranst F 100% -

Step

Action

10.

&l

Click the Look upTargetbutton.

In the Target Detailsection of theétudent Payments page, enter the appropriate
Target or search for the appropriate Target by clickimg lookup Target icon.
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# MaineStreet

Look Up Target

Business Unit: UMS08
TargetKey: | begins with v

Description: begins with ‘

Look Up | Clear | Cancel | Basic Lookup

Search Results

ALL CHARGE All Charges

DEF_ENR Enroliment Deposits
DEP RWMEB Depaosit Room and Board
ENR _FEES Enroliment Fees
HEALTH FEE Health Fee

NS FEES Insurance Charges
MISC FEES  Miscellaneous Fees
ROONM BOARD Room & Board

TRAV FEES  Travel Fees

Worklist Add to Favorites

New Window | Help | n

%J Local intranst F 100% -

Step

Action

11.

On theL ook Up Target page, click on the appropriaferget Key to select it.
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# MaineStreet
_Worklist _Add to Favorites _Sign out
Mew Window | Help | Customize Page |
Student Payments
Unit: UMS06 Office:  Portland Cashiers Office Business Date: 11/29/2007
Register:  REGO1 Cashier: 0p77777
1D: nngeagy & IE @
Balance 000 Anticipated Aid: 0.00 Select Charges to Pav
Ref Nbr: Create Receipt | NewTransacI\onl
Target: 0.00 Tax: 0.00 Tender 0.00 Change: 0.00
Target Detail Find  Fist (4 1 o1 [ Last
Target:  |ROOV_BOARD QU poom Boarg Amount: UsD HE
Term: a
Tender Detail Find  First (U 4 014 [ Last
“Tender: Q Amount: YD A cirrency Detail EHE
DepositID: Tender Details
Goto: Academic Information Student Accounts
Done %J Local intranst F 100% <

Step Action

12. | IntheTarget Detail section, enter the payment amount to be appli¢det@harges in
the Amountfield.
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# MaineStreet

Student Payments

Worklist Add to Favorites

MNew Window | Help | Customize Page | 5,

Target: ROOM_BOARD A Room_Board
Term: Q

Unit: UKS0E  Office:  Portland Cashiers Office Business Date: 11/29/2007

Register: REGO1  Cashier: 0077777

ID: 00999499 g @ O
Balance  0.00 Anticipated Aid: 000 Select Charges to Pay

Ref Nbr: Create Receipt | NewTransactinnl
Target: 000 Tax: 000 Tender: 000 Change: 000

First II' 10fd m Last

FH[=]

Amount: 3000 usp

First E 10f1 m Last

Find

=Tender: Q Amount: USD | cyrrency Detal EIE
Deposit ID: Tender Details
Goto: Academic Information Student Accounts

% Local intranst F 100% -

Step Action

13.
payment to.

In theTerm field, enter or look up and select the appropriaen to apply the
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Worklist Add to Favorites Sign out

MNew Window | Help | Customize Page |

Student Payments

UNMS06 Office: Portland Cashier's Office Business Date: 11/29/2007

Register: REGO1  Cashier: no77777

00999499 ﬁ Q
Balance 000 Anticipated Aid: 0.00 Select Charges to Pay
Ref Nbr: Create Receipt | Nszransammnl
Target: 500.00 Tax: 0.00 Tender: 50000 Change: 0.00
Find First () 4 of 4 [*| Last
+
Target  [ROOM_BOARD QU pogm_poard Amount: 500.00° ygp HE
pa1o @

Tender Detail

Find First ) 1 0f1 [*! Last

“Tender: Q

Deposit ID: ‘ Tender Details

Amount: usD Q Currency Detail EE

Go to: Academic Information  Student Accounts

% Local intranst F 100% -

Step Action

14. | In theTender Detailsection, click the look upendericon.

Bl
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# MameStreet
New Window | Help | &,
Look Up Tender
Cancel
Search Results
View All First E 1of1 E Last|
Business Unit[Cashier's Office [Business Date[UserID [Tender Key|Description
ULIS0E PORTLAND  2007-11-28 (099993 CASH
%J Local intranst F 100% v

Step Action

15. | OntheLook Up Tender page, thél ender Key options you see listed depend on yd
security settings. Click on the appropriate Teriey for the payment you are

processing to select it.

If a check tender is selected, you will be diredtetheTender Details page where
check number, bank account holder name and otf@mation can be entered.

Note: If processing a credit card payment, ensure thieect credit card tender is
selected, since the tender may dictate a transexiitacement in the general ledger,.
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# MaineStreet

Worklist Add to Favorites

New Window | Help | Customize Page | B

Student Payments

Unit: UMS06  Office:  Portland Cashiers Office Business Date: 11/29/2007
Register: REGD1 Cashier: pg77777

1D: 00999499 g Q
Balance  -750.00 Anticipated Aid: 0.00 Select Charges to Pay
Ref Nbr: Create Receipt | MNew Transaction ‘
Target: 500.00 Tax: 0.00 Tender: 50000 Change: 0.00
Target Detail Find First [E] 1 of 1 [H Last
+
Target  [ROOM_BOARD U Rogm_poard Amount: 500000 y5p =l

Term: 0310 Q,

Find First E 10f1 El Last

Tender:  [CASH A zash Amount: 500.00 |USD Qe rency Detail BE
Depaosit ID: Tender Details
Go to: Academic Information Student Accounts
Done % Local intranst F 100%

16.

The payment amount you entered in Traeget Details Amount field will enter by
default in theTender Detail Amount field. Change the payment amount if paymen
being made via multiple Tenders.

To add a tender, select the add a row buttdin(theTender Detailsection. Select
the type of tender and enter the amount paid i tender.

The combined tender records should equal the tameuntin theTarget Detalil
section of the page.

[is
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# MaineStreet

Mew Window | Help | Customize Page | 1%,

Student Payments

Unit: UnS06 Office:  Portland Cashiers Office Business Date: 11/29/2007

Register:  REGO1 Cashier: po77777

D 0099339 ME @

Balance  -750.00 Anticipated Aid: 000 Select Charges to Pay

Ref Nbr: Create Receipt ” MNew Transaction |
Target: 500.00 Tax: 0.00  Tender: 500.00 Change: 0.00
Target Detail Find  First (4] 1 or1 [ Last

+

Target: ROOM_BOARD | Q Room_Board Amount: 500.00 ygp HE

Term: 0910 |Q

g irst [ 4 or1 [ Last

“Tender:  |“AZH Q cash Amount: 500.00] US| pyrencypetar FHIE

Deposit ID: Tender Details

Goto! Academic Information Student Accounts

% Local intranst F 100% -

Step

Action

17.

To complete the payment, click tlieeate Receipbutton. Once processing is
completed, the page should become inactive fortiaddi payment input information
and aReceipt NbrandSequence Nbwill be created.

After clicking theCreate Receipbutton, it will change to Brint Receiptbutton. It is
currently not possible to print receipts using ltiiton. To print a receipt, from your
browser menu, seleEile > Print Preview On thePrint Preview screen, apply the
"Only the Selected Frame' setting. Next, click phi@ater icon and then select the
appropriate printer.

After processing the payment, click tBident Accountslink on theStudent
Payments page to verify the posted transaction.

Note: If you are processing multiple payments, you nsedct theCreate Receipt
button before selecting tidew Transactionbutton.
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Worklist

Add to Favorites Sign out

Student Payments

New Window | Help | Customize Pan: Saved

Unit: UKS0DE  Office:  Portland Cashiers Office Business Date: 11/23/2007

Register: REGO1  Cashier 0077777 ReceiptNbr: 19 SeqMNbr: 1

ID: an39333 g B Q
Balance  -500.00 Anticipated Aid: 000

Ref Nbr: Print Receipt | NewTransai:tinnl
Target: 500.00 Tax: 000 Tender: 500,00 Change: 0.00

First |41 4 of 4 LX) Last

Target  "COMLEORDT Room_Board Amount: & usD
Term: 91
Tender Detail Find First 1*] 1 of 1 L¥ Last
“Tender:  |“A5H Cash Amount: - U501 cumency Detall
Deposit ID: Tender Details
Go to: Academic Student Accounts
Done %J Local intranst F 100% v

Step Action

18. | End of Procedure.
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