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Processing Student Refunds in AP

Concept

This process is used by users who process stueleimds in MaineStreet. The process is run
from the MaineStreet Financials (Accounts Payadysjem to take data messaged from the

MaineStreet Campus Solutions (Student Financigistes and create accounts payable vouchers

for student refunds. The student refund vouchellspet selected to get paid on the next
scheduled pay cycle.

Navigation
Step Action
1. From the Financials menu, click tAecounts Payable link.

[> Accounts Payahle

2. Click theBatch Processes link.
Batch Processes
3. Click theVouchers link.
4, Click theVoucher Build link.
oucher Build
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Process

‘# MaineStreet

Add to Favoriies | _Sign out
=]
Hew Windaw | Help | &

Voucher Build Request
Enter any information you have and click Search. Leave fields blank for a list of all values,
| Find an Existing Value '\ Add a New Value
Search by: RunControlDbeginswitn| |
[Ccase sensitive

Search | Advanced Search
Find an Existing Value | Add a Mew Value

@ 1temet e

Step Action

On theVoucher Build Request page, if you don't have an already existing Run
Control for this process, click thdd a New Value tab.
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# MaineStrcet
MultiChannel Console Add to Favorites Sign out
v
New Window | Help | B,

Voucher Build Request
/_ Eind an Existing Value | Add a New Value
Run Control 1D: [Voucher |

Add
Find an Existing Value | Add a New Value

Done @ Internet. H100% -

Step Action

After entering &Run Control ID, click the button to open th¥ oucher
Build page.
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# MaineStree
or MultiChannel Console

=
New Window | Help | Customize Page | &,

{ Voucher Build \_ Process "/ Bulld Emors

ReportManager  Process Monitor (0

Run Control ID:  Voucher

“Request ID: |

From Date: | |5 Massigninvoice D
To Date: | |® &assioninvoice Date
“Voucher Sources: |NewVoucherData |

Selection Parameters
Business Unit

customize | Find | 3 First [ 1 or1 ] Last

Windows Internet Explorer

*Voucher Build Interfaces

'} Vou are not authorized o pracess All Units, Please change the oucher Process Option.'

The PeopleCode program executed a Warring statement, which has produced this message.

B save | = notity | Refresn [ undate/Display

Voucher Build | Process Messages | Build Errors

€ Internet H100% -

Step Action
7. The first time you access th@ucher Build page, the "You are not authorized to
process All Units..." message will display. Thidecause...by default..."Process
All Units" enters in thd”rocess Option field on the page. When setting up the Run
Control, you should change this setting to "Bussndait." This is because you
only have security to process Vouchers for yourifBess Unit.

Click the button to close the message.
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# MaineStreet
Worklist MultiChannel Console Add to Favorites Sign out

=
New Window | Help | Custornize Page |
[ Voucher Build \_ Process "/ Build Errors
Run Control ID:  voucher ReportManager  Process Wonitor [

*Request ID: ]
Descripti

From Date: [ [ Assign Invoice ID
To Date: [ | assigninvoice Date

Selection Parameters
Business Unit

Custornize | Find | 8 First 4] 1 71 ¥ Last

Customize [Find | 8 First [1] 1 o1 [F] Last
“Contract Voucher Action Publish Voucher Messages

~ || Build Voucher ~ O FHE

*Voucher Build Interfaces

[ save | [Z] Notify | fL Refresh = Add Update/Display

Voucher Build | Process Messaages | Build Errors

€D Internet H100% -

Step Action
8. On theVoucher Build page, enter a number in tRequest I D field that will help
you identify the request.
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‘# MaineStreet
or MultiChannel Console

=
New Window | Help | Customize Page |

{ Voucher Build {_Process | Build Errors

ReportWsnager  Process Monitor o

Run Control ID:  Voucher

*Request ID:
Description:

te: 5] [¥]Assign Invoice ID

To Date: 31 Assign Invoice Date

*Process Option: Process All Units v
*Voucher Sources: | New Voucher Data v

Selection Parameters

Customize | Find | 8 First [ 1 o4 ] Last

Business Unit

*Contract Voucher Action

*Voucher Build Interfaces

Customizs
] [una voucer O =]
_________________________________________________________________________________|

&) Save | (=] Notify | 2 Refresh [ErAdd Update/isplay

Voucher Build | Process Messages | Build Errors

@ et W% -

Step Action
In theDescription field, enter text that describes the request @&gdent Refund)

you entered.
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# MaimeStrect
Worklist MuttiChannel Console

(=3
New Window |

/ Voucher Build '} Process Messages | Build Emars |

Run Control ID: s Reportlanager  Process Monitor K

Description:

' | From Date: I:lEﬂ [+ Assign Invoice 1D
To Date: Eﬂ Assign Invoice Date

*Process Option: Process All Units v

*Voucher Sources: | New Voucher Data v/

First (4] 1 or1 [ Last

Selection Parameters Customize | Find |
Business Unit

First (4] 4 o4 [ Last

*Contract Voucher Action Publish Voucher Messages

“Voucher Build Interfaces

- |EIL||\:I Voucher v‘ Fl =
Bl save | [=] Notify | 3 Refresh ‘ E Add Update/Display

‘oucher Build | Process Messages | Build Errors

Step Action
10. You have the option to specify tReom Date and theTo Date for the process,
but it is recommended that you leave these fieldskb
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‘# MaineStreet
Worklist MultiChannel Console Add to Favorites Sign out

=

MNew Window | Help | Customize Page |

[ Voucher Build {_Process "/ Build Errors_

Run Control ID:  Voucher Report anager  Process Monitor el

*Request ID: 1

Description: Student Refund |

From Date: 2009 |5 [¥] Assign Invoice ID
To Date: [7] Assign Invoice Date
*Pri tion: T Units -

“Voucher Sources: New Voucher Data v

Selection Parameters Customize | Find | 2 First [ 1011 [ Last
Business Unit

First (4] 1 or 1 [ Last

Customize
*Voucher Build Interfaces *Contract Voucher Action Publish Voucher Messages

¥ [Build Voucher ~ O =
|

& save | [=] notify | b Refresh E+Add Update/Display

Voucher Build | Process Messages | Build Errors

@ treemet & 100% -

Step Action

11. In theTo Date field, enter or look up and select the appropriaieDate for the
process.
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# MaineStreet

1Bl

Vorklist WutiChannel Console Add to Favorites Sian out

Mew Window | Help | Customize Page |\,

| Voucher Build ' Process

' Build Eors |

Run Control ID:  Voucher

ReportManager  Process Monitor 2un

“Request ID: 1

Selection Parameters
Business Unit

*Voucher Build Interfaces

Description: Student Refund |
From Date: 04/06/2009 |5 [] Assign Invoice ID

i oice Date

To Date:
*Process Option: Process All Units v
*Voucher Sour v

*Contract Voucher Action

i he:
7 ¥|[Buid voucher ~ O =

[ save | [ Notify | s Refresh [Er Add Update/Display

Voucher Build | Process Messages | Build Erfors

€D Internet H100% -

Step

Action

12.

In theProcess Option field, click on the drop-down arrow.
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# MaineStreet
Worklist MultiChannel Console Add to Favorites

(=3
New Window | Help | Customize Page | &5,

'y Build Errors

|/ Voucher Build {_ Process
ReportWanager  Process Wonitor 0

Run Control ID:  Voucher

*Request ID: 1

Description: Student Refund
From Date: 04/06/2000 |[5 [7] Assign Invoice ID
To Date: 041082002 5[] Assign Invoice Date

Process Al Units
Business Unit
Process All Units
Process Contract
e e Process Group

Process Origin

Process Vendor
Process Voucher

*Process Option:
*Voucher Sources:

First [ 1 or 1 [ Last

Business Unit

*Contract Voucher Action

ZVoucher Build Interfaces
|| Build Veucher v O
& save | [=] Motify | s Refresh

Voucher Build | Process Messages | Build Errors

F =

ErAdd Update/isplay

@ et 00w -

Step Action
13. From the drop-down list, click dBusiness Unit to select it.
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WuttiChannel Console

New window | Help | Customize Pace | /&,

|/ Voucher Build {_ Process 'y Build Errors

ReportWanager  Process Wonitor s

Run Control ID:  youcher

*Request ID: 1

Description: Student Refund ]
From Date: 04/06/2000 |5 [¥] Assign Invoice ID
To Date: 040812009 | [] Assign Invoice Date

*Process Option: Business Unit v
*Voucher Sources: MNew Voucher Data v

Customize | Find | 8 First 4] 1.0r1 [P Last

Selection Parameters
Business Unit
UMS06

Customize | Find | B First (414 or4 [} Last

*Voucher Build Interfaces Publish Voucher Messages
- F =

. ________________________________________________________________|
& save | [=] Motify | s Refresh Sy Add Update/Display

Voucher Build | Process Messages | Build Errors

@ et 00w -

Step Action
14. After selecting "Business Unit" for tlirocess Option, notice that your Business
Unit enters by default in th8election Parameter s section.

Next, in thel nterfaces section, click on the drop-down arrow in Meucher
Build I nterfaces field.
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Worklist Mutichannel Console Add to Favorites Sign out

New Window | Helo | Custemize Page |

[ Voucher Build \_Process Wessages | Build Errors |

Run Control ID:  Voucher ReportManager  Process Monitor [

“Request ID: 1

Description: Student Refund |
From Date: 04/06/2009 |[= ssign Invoice ID
To Date: 04/08/2009 |5 [7] Assign Invoice Date

*Process Option: Business Unit v
*Voucher Sources: MNew Voucher Data v

Selection Parameters
Business Unit

UMS06 =1

*Voucher Build Interfaces

~] (] =
All Interfaces |

Billing Vouchers

Consignment Inventol

Cm";gds i ErAdd | F UpdateiDisplay
Debit Memo from Matching
EDI

Evaluated Receipts (ERS)
Lease Payments

Pay/Bill Management

Payroll Interface

Procurement Card
Promotions Management
Quick Invoice

Receivables Customer Refunds
Return To Vendar

Self Senvice Invoices

Senices Procurement
Student Administration
Vendor Rebates/Claimbacks
XML Invoice

€ Internst H100% -

Step Action

15. Click onAll Interfacesto select it.
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VWorklist HWuttiChannel Console

New Windaw | Help | Customize Page |

"/ Build Errors |

| Voucher Build | Process

Run Control ID:  Voucher

“Request ID: 1

ReportWlanager  Process Wonitor R

Description: Student Refund

From Date: 04/06/2009 |[5

Selection Parameters
Business Unit
UMS06

[¥] Assign Invoice ID

To Date: 04/08/2009 |[H [#] Assign Invoice Date
*Process Option: Business Unit v
*Voucher Sources: | New Voucher Data v

Customize | Find |

=

*Contract Voucher Action

[# =

(& save | [ Hotity | 7 Refresh

*Voucher Build Interfaces
All Interfaces v

Build Voucher

[ErAdd | UpdateDisplay

Voucher Build | Process Messages | Build Errors

€D Internet H100% -

Add to Favorites Sian out

reEn

Done

Step

Action

16.

Click thePublish Voucher M essages checkbox to select it.
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# MaineStreet
Workist | MuliChannel Console | _Add to Favories

(=3
New Window | Help | Customize Page | (&,
|/ Voucher Build {_ Process 'y Build Errors

Run Control ID:  Voucher ReportManager ~ Process Wonitor s

*Request ID: 1

Description: Student Refund ]
From Date: 04108/2009 |[5 - [7] Assign Invoice ID
To Date: 040812009 | [7] Assion Invoice Date
“Process Option: | Business Unit v
“Voucher Sources: | New Voucher Data v

Selection Parameters
Business Unit
UMS06 =

*Contract Voucher Action her Messages

All Interfaces || Build veucher - =
- ___________________________________________________________________|
& save | [=] Motify | s Refresh ErAdd Update/Display

Voucher Build | Process Messages | Build Errors

*Voucher Build Interfaces

@ et 00w -

Done

Step Action

17. click theL_™"_| button.
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A

MaineStreet

'# MaineStreet
Worklist MultiChannel Console Add to Favorites

=13
Mew Window | Help | Customize Page |

Process Scheduler Request

User ID: 00554945 Run Control ID: Voucher

Server Name: RunDate: 04082008 |
Recurrence: RunTime:  |9:16:47ANM Resetto Current Date/Time |

Time Zone: QL

Process List

Select Description ProcessName  ProcessType  *Type *Format
AP_VCHRBLD ication Engine  [Web  v|[TXT  v|Di

Voucher Build

OK Cancel Refresh

& Internet F100%

Dane

Step Action
18. On theProcess Scheduler Request page, make certain thebucher Build is
selected and click thi button.
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‘# MaineStreet

(S
\
Mew Window | Help | Customize Page | /&,
[ Voucner Build {_ Process / BulldErrors
Run Control ID:  Voucher Reporthlanager  Process Meniter e

Process Instance 4841

*Request ID: 1

Description: Student Refund |
From Date: 04/06/2009 |5 [ Assign Invoice ID
To Date: 04/08/2000 | [] Assign Invoice Date

*Process Option: Business Unit -
*Voucher Sources: New Voucher Data v

Customize | Find | 88 First [4] 1 or 1 [*] Last

Selection Parameters

Business Unit
UMS06 =

*Contract Voucher Action lish Voucher Messages

All Interfaces || Buitd voucher v =
& save | [=] Notify | rl Refresh Ey Add Update/Display

Voucher Build | Process Messages | Build Errors

*Woucher Build Interfaces

& Internet H100% T

Done

Step Action
19. Back on th&/oucher Build page, note thBrocess I nstance and click the
Process M onitor link.
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‘# MaineStreet
Worklist MuttiChannel Console Add to Favorites Sign out

EL
Mew Window | Help | Customize Page | 5}

[ Process List ' SenerList |
UseriD:[ 0099898 | Type: [ e Refresh

Server: ~| Hame: | | mstance: | to | |

Run +| Distribution | ~| [ save On Refresh
Status: Status

Process List Customize | Eind | view All | Bl First () 4 or4 [¥] Last

Select Instance Seq. Process Type Brocess  yser  RunDateMme Run Statys  2IStIDUION po oy
Hame Status

4841 Application Engine AP_VCHRBLD 0020625 04/08/2009 @16.47AMEDT  Queued  NA Details

Go backte Voucher Build Request

& save | [=] Netify

Process List | Server List

& Internet H100% -

Done

Step Action
20. On theProcess List page, click th&Refresh button untilRun Status is Success
and theDistribution Status in Posted.
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‘# MaineStreet
Worklist MultiChannel Console Add to Favorites Sign out

EL
Hew Window | Help | Customize Page | &

{ Process List {_SenerList ),

Server: ~| Mame: | |@ instance: | o [ ]
Run ~| Distribution | v [] save On Refresh

status: status

Process List

First [ 1.0r1 [F] Last
Distribution 1,_,
Status  Detalls

Customize | Find | View A1l | #

Process
Select Instance Seq. Process Type User
Select Instance Seq. Process T Name User

AP_VCHRBLD 0020625 04/08/2009 9:16:47AM EDT Success Posted Details

Run Date/Time Run Status

4841 Application Engine

Go back to Voucher Build Reguest

B Save | =] Notify

Process List | Server List

@ ineernet & 100% ~

Done

Step Action
21. Click theGo back to Voucher Build Request link.

Page 18 Last changed on: 4/15/2009 9:19 AM




Process Document
Topics for Bursars: Processing Student Refunds in AP

‘# MaineStreet
workist | _Mutichannel Console £qd to Favorites
=
Mew Window | Help | Customize Page | 5,
[ Voucher Build {_Process Messdges | Build Erors
Run Control ID:  Voucher Report Manager ~ Process Monitor X0

*Request ID: 1

Description: Student Refund ]
From Date: 04/06/2009 |3 [#] Assign Invoice ID
To Date: @E} [#] Assign Invoice Date
*Process Option: Business Unit -
=Voucher Sources: | New Voucher Data -

Selection Parameters : First (4] 4 or4 ] Last
Business Unit
uMS08 =
ize First (1] 4 or1 [ Last
*Voucher Build Interfaces “Contract Voucher Action Publish Voucher Messages

All Interfaces || Build voucher v =
ﬁsM\ Q.Returnto Seamh‘ [=] Notify | ) Refresh | EkAdd

Voucher Build | Process Messages | Build Errars

Done & mternet E 100% v

Step Action
22. Click the[PuldErrord| tab to check for process errors.
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'# MaineStreet

Worklist MultiChannel Console Add to Favorites Sign out
v

New Window | Help | Customize Page | &

/[ VoucherBuild_} Process ¥ Build Errors
User ID: 0099999 Run Control ID:  Voucher
RequestiD: 1 Description:  Student Refund

Successfully Completed Edit Errors Lagged Instance: 4841| [Refresh Log
B First [4) 1 or1 [ Last

Build Errors |_Additional Details

Business Unit Voucher Invoice Origin
=) #  umsos P35322 35322 SFP

Group

@ save | LLReturn to Search | [=] Motify | i Refresh ErAdd

Voucher Build | Process Messages | Build Errors

Done

& Internet H100%  ~

Step Action
23. Click the[Erocess Messaged] tah to check process messages.
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Worklist WultiChannel Console Add to Favorites Sian out

New Window | Help | Customize Page | 1,

Voucher Build ¥ Process “\_Build Errors
User ID: 0099989 Run Control ID:  Voucher
RequestiD: 1 Description: Student Refund

Successfully Completed Edit Errors Logged Instance: 4841 Refresh Log

Time Severity Message

09.17.33 10 Beginning Batch Voucher BuildiPre-Edit
09.17.57 10 New vouchers to be processed = 1

09.18.09 10 Beginning Voucher Header Defaults and Editing
09.18.54 10 Invoice Line Default Processing Started
09.19.04 10 Beginning Voucher Distribution Defaulting.
09.19.14 10 Applying Voucher Payment Defaults
09.19.34 10 Processing Miscellaneous Youcher Records.
09.19.44 10 DEFAULT processing completed

09.19.45 10 EDIT processing started

09.22.37 10 EDIT processing completed

[ save ‘ LRetum to Searchl [=] Hotity ‘ s Refresh ‘ [Er Add

Voucher Build | Praocess | Build Errors

Done € nternet 100w v

Step Action
24. End of Procedure.
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