Process Document
MaineStreet Reviewing Receipts by Date

File Name Reviewing Receipts by Date
Version 8.9

Date Modified 7/14/2008
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Status FINAL

Reviewing Receipts by Date

Concept

‘Reviewing Receipts by Date’ provides a listingcashiering transactions by business date. The
transactions may originate from payments madeuttestts’ accounts or miscellaneous

department receipts.

A chronological display of transactions by receipinbers is displayed and further details of
each transaction is available through a ‘Receipt Nik.
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Navigation

# MaineStreet

Menu
Search:

[ My Favorites

[ University of Maine Syste
[ Self Service

- Campus Community

I Student Recruiting

[+ Student Admissions

[ Records and Enroliment

> Reporting Tools

- PeopleTools

— Return to Portal

— Student Self Sewvice
— My Personalizations
— Ly Dictionary

(€]

ms

[- Student Financials
etUp

MaineStreet

Add to Favories
Help

" PeopleSoft

Step | Action

1. From the Campus Solutions menu, click 8tedent Financials link.

[ Student Financials|

Click theCashiering link.

Click theBalance by Business Day link.

4. Click theReview Receipts By Date link.
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Procedure

# MaineStreet

1= »

Add to Favorites

New Window | Help | B,
Receipts By Business Date

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

[Busir\ess Unit: | begins with v || Q ]
Cashier's Office:| begins with v ||

Description: begins with ||

[Ccase Sensitive

Search Clear | Basic Search [B) Save Search Criteria

Step | Action

On theReceipts By Business Date page, enter or look up and select the appropriate
Business Unit.

0. Click the Search button.
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Reviewing Receipts by Date MaineSreet

# MaineStreet

Add to Favorites

=)

New Window | Help | &,

Receipts By Business Date
Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

Business Unit: | begins with \UMSO1 Q
Cashier's Office: | begins with |+ ||

Description: begins with ||

[case sensitive

Search | Clear ‘ Basic Search B Save Search Criteria

Search Results

View Al First [4] 1-5at5 [¥] Last

Business Unit|Cashier's Office|Description

UMS01 BBR-FRI Bath Brunswick Center-Friday
UMS01 BBR-MON Bath Brunswick Center-Monday
UMS01 BBR-THUR Bath Brunswick Center-Thursday|
UMS01 BBR-TUES Bath Brunswick Center-Tuesday
UMS01 BBR-WED Bath Brunswick Center-Wed

Step Action

7. Click on the appropriate Cashier's Office to seiect

Note: the Cashier's Offices you see listed is deterthimethe security settings
applied to your account.
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# MaineStreet

Add to Favorites

New Window | Help | Customize Page |

Receipts By Business Date

Business Unit: UmMso1 Office:  BATHERUN Bath Brunswick Center
Business Date Cashier Register Trans Type Approval Status
\ a || al  a
Sorty: [Date# (As) ] Search |
First Receipt Seq Nbr: 1] Last Receipt Seq Nbr: 0
Total Humber of Receipts: 0 ME seq o to 0 [ D]

Cust #

Seg - Transaction |Transaction |Transaction Short Receipt
Hbr Cashier Register T Date Time Total Name Hbr

L ||| e

ELReturn to Seam:h| [=] Notify ‘ ) Refresh ‘

Step Action

On theReceipts By Business Date page, click on th8usiness Date look up button to
look up and select the appropriate Business Date.

[

On theL ook Up Business Date page, click on the appropriate Business Date &xte
it.
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# MaineStreet

Receipts By Business Date

A

MaineStreet

New Windaw | Help | Customize Page |

Business Unit: UMS01 Office:  BATHERUN
Business Date Cashier Register
osi24i2008 Q| a [ &
Sort By: [Date # (asc) v [ search |
First Receipt Seq Nbr: 1
Total Number of Receipts: 3

Bath Brunswick Center

Trans Type

Last Receipt Seq Nbr:

[ seq 1

Approval Status

v

Seq i
Hbr Cashier

1 0010688
2 0010688
3 0010688

Register |LEansaction |Transaction |Transaction
I Type Date Time

BBRC2
BBRC2
BBRCZ

Stdnt Pymt
Stdnt Pymt
Stdnt Pymt

06/24/2008  10:48:37AM
06/24/2008 10:54:38AM
06/24/2008 10:55:49AM

Total
150.00 Posted
20000 Posted
50.00 Posted

ELReturn to Search | [=] Notify | ) Refresh

Step Action

10.

After select the Business Date, you will returnhteReceipts By Business Date page
and see all payments you entered for that date.

Note: Click theReceipt Nbr link to view details about the receipt.
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Review Receipts By Date - Windows Internet Explorer

G_@ ~ [ httpsi}fpsin maine. edu:7802/psp/CSTST/EMPLOVEE/HRMS/c/RUM_CASHIERING, CSH_RECEIPT_DATE.GBLTFolderPath v | &4 | ¢/ x| [covac

EFlIE WEdut View Favortes Tools  Help

oo I (& Review Receipts By Date

Receipts By Business Date

=

SR B - pese - GhTeos - T

Add to Favorites

New Window | Help | Customize Page | &

Business Unit: umMsot Office:

Business Date Cashier

062412008 | @, |

Date # (Asc) v

Sort By:

First Receipt Seq Nbr:

Total Number of Receipts:

0010688  BBRC2 smm Pymt 06&4&008
2 0010688 BBRC2 Stdnt Pymt 06/24/2008
3 0010688 BBRC2 Stdnt Pymt 06/24/2008

BATHBRUN Bath Brunswick Center
Register Trans Type Approval Status
e v
Search |
1 Last Receipt Seq Nbr: 3
3 | = Seq 1 to 3 [l [m]

| Find
I
1043374 150.00 Posted 5 (SNE]
10:54:38A1 200.00 Posted & |
10°55: 4941 5000 Posted 7 M A&

ELReturn o Search | [=] Notify | ) Refresh

Step

Action

11.

To print the page, clic

k thigile menu.
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/= Review Receipts By Date - Windows Internet Fxplorer

o WGEN Edit  Wiew Favorites  Tooks  Help
Mew Tab T : . »
i - ~ |k Page ~ () Tadls +
T New windaw Crri+h (B B [P - o
Open... Ctr+o
Edit with Micrasoft Office Word
Save Cirl+s
Save fs...
Close Tab Cerlw Mew Window | Help | Customize Page |
Page Setup.
Ctrp
Print Preview... N
Send 13
Import and Export... Office: BATHBRUN Bath Brunswick Center
Propertiss Register Trans Type Approval Status
wiork Offling a Q a3
Exit
Sort By: Date # (Asc) - Search |
First Receipt Seq Nbr: 1 Last Receipt Seq Nbr: 3
Total Number of Receipts: 3 M seq 1 to 3 B m

’E castacr |Romster Ezsacmn E!mﬂon Esanticn e short :_:cr:eil r’_’_
1 0010682 BBRC2  StdntPymt  06/24/12008  10:48:37AM 15000 Posted 5 [ RE]
2 0010638 BBRC2  StdntPymt  05/24/2008 10:54:33AM 200.00 Posted & MO
B 0010688 BBRC2  StdntPymt  06/24/2008  10:5549AM 5000 Posted 7 ME e

Customize | Find |

ELReturn o Search | [=] Notify | ) Refresh

Step Action

12. | Click thePrint Preview... menu item.
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1 Page View

‘Vl| As laid out on screen

As laid out ol

Shrink To Fit v||

i) Select Content (Al+F)

Only the selected frame
All frames individuall

|

Receipts By Bus iness Date

Businsss Unit;

Businsss Dats

[az008 |,

sortgy

ums1

Cashisr

ofmes  saTHERUN

Reglstsr

Bam Brnswks Cenr

Trans Typs

First Racsipt ssq Wor

Total Numbsr of Rscelpts:

=Y
searn

1

3

oA ] ~

Lest Recsipt s3q Nor 3

A4l s LI}

New Whoou | 5elp | Customize Pace | 1)

won

22 |casmer

-

reas sastion
ripe

Transastion
cate

Tran sastion
e

Cussomze

Reselnt
Totnl Borihame R

B

i

i ooiosas
2 wises
3 oiosas

Swntpymt
sunteymt
Suntpymt

5242008
242008
08242008

104337AM
10543840
10554380

15000 Posed &
0000 Pomes g
5000 Posked 1

P

Page [1_]of1

M < = bl

Step

Action

13.

On thePrint Preview screen, click the print icon.
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7 Print Preview

v ‘ Shrink Ta Fit ¥ |
General | Dptions Pazs lofl

Selact Printer
Add Printer .2nd Fir C2
|, 2nd Fir Central B on daffy .2 Fir Fa
|22 Znd FIF Cerkral DG on dafFy.rp. ad.maine &g 5,2nd Fir Fal

A Favnes ]

New Whoou | 5elp | Customize Pae | 1)

&l B
Staus:  Ready [ Fint ta fle
e e
Pers R

G Al Nurber of copiss: Lsstreosptsoq mor: 3

Selection () Curient Pags A4l g 1 w3 wm

Enter either a single page number or a single ot meriname et
12 B0 ERe

page range. For example, 5- 18000 Posed

0000 Fosen

5000 Posted = =
|

Page [1Jof1 N <« < bl

Step Action

14. | On thePrint screen, click on the appropriate printer name kecsd.
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% Print Preview

General | Options

Select Printer

an daffy.2rp. ad.maine edu

.2nd Fir C
.2 Fir Fa
,2nd Fir Fal

£

Status:  Ready
Location: 2nd Flr Central Street side near comer window at Ha

Comment

Page Fiange
@Al

Selection

() Pages:

Nurber of copies:
) Current Page

Enter either a single page number or a single
page range. For example, 51

ClPrntofe
Find Printer...

Call
GGG

v ‘ Shrink Ta Fit ¥ |

Pagz1ofl

[[_Fine_ ][ Caneal

J [ Apply

Ao Favnes ]

New Whoou | 5elp | Customize Page | 1)

Approval Status
—]

Lest Recsipt s3q Nor

dal g g © woH

Cussomze | Pl | BE
Raseint
o menm ]
15000 Poskd £ E =

0000 Fosen
5000 Posted

Step Action

15. | Click thePrint button.
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Receipts By Business Date

Mew Window | Help | Customize Page

Business Unit: UNS01 Office:  BATHBRUN Bath Brunswick Center
Date Cashier Register Trans Type Approval Status
oBrR4r2008 @ | Q[ a v
soton I — searon_|
First Receipt Seq Nbr: 1 Last Receipt Seq Nbr: 3
Total Number of Receipts: 3 I Seq 1 to 3

’E Cashior  |Redister ;Esaction Esaﬁion ;il::aﬂ\cm e

1 0010688 BBRC2  StdntPymt  DA24I2008  10:48:37AM 150.00 Pasted 5 5
2 0010688 BBRCZ  SwntPymi 06242008  10°54:38AM 20000 Posted & 5
3 0010688 BBRCZ  SwntPymi 062472008 10°55:43AM 5000 Posted 7 =5

£\ Return to Search | [=] Notify | %, Refresh

Step Action

16. | End of Procedure.
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