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Processing Student Refunds in AP

Concept

This process is used by users who process stuelemmids in MaineStreet. The process is run

from the MaineStreet Financials (Accounts Payafysjem to take data messaged from the
MaineStreet Campus Solutions (Student Financigisesn and create accounts payable vouchers
for student refunds. The student refund vouchellspet selected to get paid on the next
scheduled pay cycle.
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Navigation

Personalize Content | Layout

Menu

[- My Favorites

[ University of Maine System
- Employee Self-Service
> Manager Self-Service
> Demand Planning

[ Enterprise Planning

[ Production Planning
> Supply Planning

[ Customers

[ Products

[> Promotions

[» Customer Contracts
[ Order Management

I Order Pricing

[+ Customer Returns

[ ltems

[ Cost Accounting

[- Vendors

> Purchasing

[> Inventary

[ Sourcing

> Engineering

[> Manufacturing Definitions
[» Production Control

[ Configuration Modeler
I Product Configurations
[ Quality

[+ Grants

[ Projects

> Engagement Flanning
> Resource Management
[+ Staffing

[ Travel and Expenses
> Billing

[» Accounts Receivable
[ Accounts Payable

[ eSettlements

[ Asset Management

I Banking

[ Cash Management

> Deal Management

Home | Worklist | MultiChannel Console | _Add to Favorites | _Sign out

Help

[@ €D Irternet F 100% v

Step

Action

Click the Accounts Payabldink.

[» Accounts Payahle
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- Engagement Planning
[» Resource Management
[+ Staffing
[ Travel and Expenses
[» Billing
[+ Accounts Receivable
- Accou jable
I Youchers
> Control Groups
> Payments
[» Batch Processes
[ Review
[» Administration
I» Reports
— Accounts Payable Home
Page
[- eSettlements
[» Asset Management
> Banking
> Cash Management
> Deal Management
> Risk Management
[ VAT and Intrastat
[> Commitment Control
(- General Ledger
[ Allocations
[» Statutory Reports
[ Data Exchanges
[ Set Up Financials/Supply
Chain
[ Define Integration Rules
FDM
[ Government Resource
Directory
[» Background Processes
[ Worklist
(- Application Diagnostics
[ Tree Manager
> Reporting Tools
- PeopleTools
— Return to Portal
— Change My Password
— My Personalizations
— My System Profile
— My Dictionary

Channel Console

Add to Favorites | _Sign out

ﬁ Accounts Payable Edil "Accounts Payable” Folder
E’ Accounts Payable Home Page Vouchers Control Groups
Enter, setup, maintain and review al Enter, maintain and review vouchers Enter, maintain and review Control Groups
information relating to your Accounts Payable 3 Entry 1 Group Information
system [ Review and Correction [ElUpdate Status
[ Approvals = Delete Control Group
[ Maintenance =l Post Control Group
ﬁ Payments ﬁ Batch Processes ﬁ Review
Create and manage payments Review Accounts Payable Data
[ Define Pav Cycle [ Wouchers C1¥ouchers
3 Approve Pay Cycle [ Pavment Cilnterfaces
[ Pay Cycle Exceptions [Clinterfaces CiPay Cycle
4 More... =l validate Posting Setup 2 More..
ﬁ Adminisiration ﬁ Reports
[CIWithholding [IWouchers
(E3Pay Cycle 3 Woucher Reconciligtion
3 Aging [ Payments
3 hore. 4 Wore

v

hittps:/fpsfn.maine. sdu:7202/psp/FNTST/EMPLOYEEERF /s/WEBLIB_PTPP_SC.HOMERAGE. FisldFormula IScript_AppHP?pt_fname=

[ & Internat

H100%  +

Action

Click theBatch Processesink.

Click theVoucherslink.

ﬁ Vouchers

=] Batch Voud

Click theBatch Voucher Requestink.

Last changed on: 4/22/2008 9:00 AM

Page 3 of 22



Process Document
Processing Student Refunds in AP MaineStreet

Procedure

Step | Action

5. On theVoucher Batch Requespage, click on thé&dd a New Valudab and enter a
Run Control ID.

Entering aRun Control ID that is relevant to the process may help you reneerinb
for future use. You can save tRein Control ID and all the parameters you set so you
can easily run this process again in the future.

0. Click the Add button.
Add
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Step | Action

On theVoucher Requestpage, enter Request ID In the first field, enter a 7-digit
code for the ID.

In the secondRequest IDfield, enter text that describes the Request ID giatered.
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Step | Action

9. Click on the drop-down arrow in théoucher Process Optiofield.
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Step

Action

10.

Click onProcess Business Untb select it.
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Step

Action

11.

TheBusiness Unitwill default to your campus.
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Step | Action
12. | Click the Savebutton.
13. | Click theRun button to open thBrocess Scheduler Requegiage.
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Step | Action

14. | On theProcess Scheduler Requegiage, click th€K button to return to the
Voucher Batch Requesipage.
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Step

Action

15.

On theVoucher Batch Requesipage, note thEBrocess Instancenumber and click
the Process Monitorlink to open thd”rocess Listpage.

[ 1
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Step | Action

16. | On theProcess Listpage, locate your process in the listing.

Click theRefreshbutton until theDistribution Statusfor your process showosted
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Step Action
17. | After theDistribution Statusshows as "Posted," click ti@o back to Voucher Batch
Requestlink.
I I
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Step | Action

18. | On theVoucher Batch Requespage, click théRecycled Vouchertab to check if
errors occurred during the batch process.

L ]
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Step | Action

19. | In this example, an error occurred during the batcitess so a link to examine the
error appears in thexamine Error Messagesection.

Click on the link to open theeader Error page.
I |
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Step | Action

20. | In the Voucher Errors section of the page, we Bakdrrors exist in the Voucher
Distribution Line.

Click theCorrect Errors link to open thdnvoice Information page and correct the
errors.

[ 1
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Step | Action

21. | On thelnvoice Information page, if no error had occurred during the refurat@ss
the Entry Statuswould show as "Postable." Errors were detectethsBntry Status
shows as "Recycle."

TheHeader Errors page noted that errors exist in the Voudbistribution Line. We
see that all Chartfields were left blank when th&b request was submitted. To fix
error, we must enter the correct Chartfield comioimain theDistribution Line
section.
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Step | Action

22. | After errors have been corrected, click 8svebutton.
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Step | Action

23. | After errors are corrected and the page is sahedgntry Statusfield shows as
"Postable." At this point, return to thM®ucher Batch Requesipage.

Click on theBatch Voucher Requebhk in the Financials menu.
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Step | Action

24. | On theVoucher Batch Requesipage, enter thRun Control ID you entered for this
batch process.

25. | Click theSearchbutton.

[ ]
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Step

Action

26.

Click theRecycled Voucherdab.
[ ]
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Step | Action

27. | We see that no additional errors were detectethesbatch process has successfull
run.

28. | End of Procedure.
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