Quick Guide

Posting Student Payments

Click theStudent Financials link.

[» Student Financials

Click theCashiering link.

Click thePost Student Payments link.

On theStudent Payments Add a New Valugage, if you previously set your User Defaults
your Business Unit will enter by default in tBesiness Unitfield. If not, you can enter or
look up the appropriate Business Unit.

In theCashier's Officefield, look up and select the appropriate Cashi@ffice. This
Information will default in if your User Defaultsexdefined.

Click on the look upgCashier's Officeicon.

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

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

TheReceipt Numbewill default in as all 9s. Do not override this nioen

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

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 of criterigerAfdu enter the criteria, click on theok
Up button.

After all fields are complete, click thedd button to open th8tudent Payments page.
Add

10.

In theTarget Detailsection of théStudent Payments page, enter the appropridtarget or
search for the appropriate Target by clicking theklup Target icon.

Click the Look upTargetbutton.
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11.

On theL ook Up Target page, click on the appropriafearget Key to select it.

12.

In theTarget Detail section, enter the payment amount to be appli¢heaharges in the
Amount field.

13.

In theTerm field, enter or look up and select the approprigem to apply the payment to.

14.

In theTender Detailsection, click the look upendericon.
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15.

On theL ook Up Tender page, thel'ender Key options you see listed depend on your security

settings. Click on the appropriate Tender Key fa payment you are processing to select

If a check tender is selected, you will be diredtetheTender Details page where check
number, bank account holder name and other inféormatn be entered.

Note: If processing a credit card payment, ensure d¢ineect credit card tender is selected,
since the tender may dictate a transaction's planem the general ledger.

16.

The payment amount you entered in Treeget Details Amount field will enter by default in
theTender Detail Amountfield. Change the payment amount if payment isdp@enade via
multiple Tenders.

To add a tender, select the add a row buttdrin(theTender Detailsection. Select the type
tender and enter the amount paid with that tender.

The combined tender records should equal the tAmgeuntin theTarget Detailsection of
the page.

17.

To complete the payment, click teeate Receipbutton. Once processing is completed, the

page should become inactive for additional paynmgnit information and &eceipt Nbrand
Sequence Nbwill be created.

After clicking theCreate Receipbutton, it will change to Rrint Receiptbutton. It is
currently not possible to print receipts using iton. To print a receipt, from your browse

menu, seledFile > Print Preview On thePrint Preview screen, apply the "Only the Selected

Frame' setting. Next, click the printer icon andrttselect the appropriate printer.

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

Note: If you are processing multiple payments, you nsadtct theCreate Receipbutton
before selecting thlew Transactionbutton.
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18.

End of Procedure.
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