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Processing Student Refunds in AP 
 

Concept 
 
This process is used by users who process student refunds in MaineStreet. The process is run 
from the MaineStreet Financials (Accounts Payable) system to take data messaged from the 
MaineStreet Campus Solutions (Student Financials) system and create accounts payable vouchers 
for student refunds. The student refund vouchers will get selected to get paid on the next 
scheduled pay cycle. 
 

Navigation 
 

Step Action 

1.   From the Financials menu, click the Accounts Payable link. 

 
2.   Click the Batch Processes link. 

 
3.   Click the Vouchers link. 

 
4.   Click the Voucher Build link. 
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Process 
 

 

 
Step Action 

5.   On the Voucher Build Request page, if you don't have an already existing Run 
Control for this process, click the Add a New Value tab. 
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Step Action 

6.   After entering a Run Control ID, click the  button to open the Voucher 
Build page. 
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Step Action 

7.   The first time you access the Voucher Build page, the "You are not authorized to 
process All Units..." message will display. This is because...by default..."Process 
All Units" enters in the Process Option field on the page. When setting up the Run 
Control, you should change this setting to "Business Unit." This is because you 
only have security to process Vouchers for your Business Unit. 
 

Click the   button to close the message. 
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Step Action 

8.   On the Voucher Build page, enter a number in the Request ID field that will help 
you identify the request.  
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Step Action 

9.   In the Description field, enter text that describes the request (e.g. Student Refund) 
you entered. 
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Step Action 

10.   You have the option to specify the From Date and the To Date for the process, 
but it is recommended that you leave these fields blank. 
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Step Action 

11.   In the To Date field, enter or look up and select the appropriate To Date for the 
process. 
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Step Action 

12.   In the Process Option field, click on the drop-down arrow. 
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Step Action 

13.   From the drop-down list, click on Business Unit to select it. 
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Step Action 

14.   After selecting "Business Unit" for the Process Option, notice that your Business 
Unit enters by default in the Selection Parameters section. 
 
Next, in the Interfaces section, click on the drop-down arrow in the Voucher 
Build Interfaces field. 
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Step Action 

15.   Click on All Interfaces to select it. 
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Step Action 

16.   Click the Publish Voucher Messages checkbox to select it. 
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Step Action 

17.   Click the  button. 
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Step Action 

18.   On the Process Scheduler Request page, make certain that Voucher Build is 

selected and click the   button. 
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Step Action 

19.   Back on the Voucher Build page, note the Process Instance and click the 
Process Monitor link. 
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Step Action 

20.   On the Process List page, click the Refresh button until Run Status is Success 
and the Distribution Status in Posted. 
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Step Action 

21.   Click the Go back to Voucher Build Request link. 
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Step Action 

22.   Click the  tab to check for process errors. 
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Step Action 

23.   Click the  tab to check process messages. 
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Step Action 

24.   End of Procedure. 

 
  


