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Processing Batch Student Refunds in SF

Concept

You use the pages in tiBatch Refund component to define your criteria for processintgha
refunds and then running the Batch Refund process.

Note Refunds of credit cards are done in TouchNet.

In this topic, you will define refund parameterslann the Batch Refund process.

Last changed on: 4/22/2008 8:54 AM Page 1 of 24




Process Document
Processing Batch Student Refunds in SF MaineSteet

Navigation

‘# MaineStrect

[

Add to Favorites

Help

Menu -]
Search:

[ My Favarites

[ University of Maine Systems

[- Self Service

> Campus Community

[- Student Recruiting

[ Student Admissions

[» Records and Enrollment
[ Curriculum Management
[+ Student Financials

[> Set Up SACR

> Reporting Tools

> PeopleTools

— Return to Portal

— My Personalizations

— My Dictionary

" PeopleSoft

[§ € mternet H 100%

Step | Action

1. Click theStudent Financialslink.

[ Student Financials

2. Click theRefundslink.
[ Refunds
I» Collections rI%] Refunds

3. Click theProcess Batch Refund$ink.

Click theCreate Refundslink.
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Procedure

‘# MaineStrect

AN

ol &
Create Refunds
Run Control ID:| begins with H
[ case Sensitive
Search | Clear ‘ Basic Search Save Search Criteria
Find an Existing Value \ Add a New Value
Don [§ € mternet H 100%
Step | Action
5. Before you run the batch refund process you masiteraRun Control ID. A Run
Control ID is an identifier that, when paired with yduser ID, uniquely identifies the
process you are running.
TheRun Control IDallows for important parameters to be availabteafprocess
when the process runs. This ensures that whencagsauns in the background it
does not have to prompt you for any additional @alwAll parameters are stored
within the system and associated with Run Conidsland User IDs. No one else ca
view or use the Run Control IDs that you create.
On theCreate Refundspage, click théddd a New Valudab.
Add a Mew Value
6. On theAdd a New Valuepage, enter a name for tRein Control ID. Creating a Run
Control ID name that is relevant to the process hedp you remember it for future
use. By creating your own Run Control ID, you cawmesit and all of the assigned
parameters so that you can easily access thistragain in the future.
7. Click the Add button.

Add
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A

MaineStreet

# MaineStreet

New Window | Help | Customize Page | 5

Add to Favorites

Batch Refund Academic Programs Accounts { Terms Item Types ‘SsfRun Sfprefnd 5

Run Control ID:  BatchRefund Report Manager  Process Monitor Run_|
Batch ID: Check Batch Refunds ~ Balch Refund
Business Unit: [ &
Refund Method:
Run Option 1: Individual and Organization hd [IReport Only
Run Option 2: Both Financial Aid and Mon FA ~ + [ calc Tuition if Required
Sponsor Refund Option: Mo Sponsor v

Refund Item Type: Q
Address Usage: Q

Ext Org Contact Type:

Refund Service Impact:

& save | [=]Motify | s Refresh Es Add Update/Display

Dione

[ Tnkarnet 0% v
)

Step | Action

8. In theBusiness Uniffield, enter or lookup and select the appropriatsiBess Unit.
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Step

Action

In theRun Option 1field, click on the drop-down arrow.
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Step | Action

10. | For student refunds, click on the appropriate optmselect it.
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Step

Action

11.

Click on the drop-down arrow in tiRun Option 2field.
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Step

Action

12.

Click onBoth Financial Aid and Non FA(or whichever option is most appropriate
to select it.
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Step | Action
13. | Click the Look up icon in th&efund Item Typdield.
[]
14. | Click on the appropriatéem Typefor your campus to select it.
15. | Click the Look upAddress Usagecon.
L]
16. | Click on the appropriatAddress Usagéo select it.
17. | If you wish to review the refunds prior to procesggicheck th&keport Only

checkbox.

Note If you check th&®eport Onlybox, the report will run, but the process will not
You will need to run the batch process after rugrtime report.
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Step

Action

18.

Click theAcademic Programstab.
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Step | Action

19. | On theAcademic Programspage, place a checkmark in thik Programsbox.

[ ]
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Step

Action

20.

Click theAccounts / Termstab.

[ ]
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Step

Action

21.

On theAccounts/Termspage, place a checkmark in thié AccountsandAll Terms
checkboxes.

When finished, click théem Typedab.
[ |
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Step | Action
22. | On theltem Typespage, you can check tiAdl Item Typesbox or click on the look
up icon in thdtem Type Fromfield to select a specific Iltem Type.
For this example, click on tHeem Type Fromlookup icon.
23. | OntheLook Up Item Type From page, scroll down and click on the appropriate
Item Type to select it.
24. | Click onRun.
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Step | Action
25.

On theProcess Scheduler Requegtage, click on the drop-down arrow in tBerver
Namefield and seledPSUNX.

26. | Click theOK button.
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Step | Action

27. | After you run the process, click tiégheck Batch Refundink to access thReview
Batch Refund page and view the refunds.

Note: clicking this link will open a new browser window.
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Step

Action

28.

After reviewing the refunds, you can close thiswser window.
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Step | Action

29. | You can also click thBatch Refunds Messaghisk to access thReview Batch

Messagepage and view any warnings or errors that theesystincountered during
the process.

Note: clicking this link will open a new browser window.
I |
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Step

Action

30.

After reviewing the page, you can close this brawgadow.
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Step | Action

31. | Next, you must message the batch refund to Finesn&izcounts Payable.

From the Campus Solutions menu, click &f Refunding link.

[ 1

32. | Click theCreate Vendors and Vouchersink.
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Step | Action

33. | If you have not run this process before, you wéled to set thBusiness Unitand
verify that the corredRun Optionis selected.

Click theRun button.
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Step

Action

34.

Click theOK button.
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Step

Action

35.

On theCreate Vendors and Vouchergage, note thBrocess Instancawumber and
click theProcess Monitorlink to open théProcess Listpage.

[ 1
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Step | Action

36. | On theProcess Listpage, locate your process in the listing.
Click theRefreshbutton until theDistribution Statusfor your process showRosted

37. | After theDistribution Statusshows as "Posted," click ti& back to Vendors and
Voucherslink.
I |

38. | You have now completed the batch student refundga®in Campus
Solutions/Student Financials. The next step ict®ss the Financials database and
finish the process in Accounts Payable.
Note: Please refer to thBrocessing Student Refunds in ABPK topic for
information.

39. | End of Procedure.
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