Process Document
MaineStreet Reviewing Tender Details by Cashier

File Name Reviewing Tender Details by Cashier
Version 8.9

Date Modified 7/14/2008

Last Changed by ASDS

Status FINAL

Reviewing Tender Details by Cashier

Concept

The Cashiering feature also enables you to revidarmation regarding how tender flowed in
and out of the cashiering office on a given busirdssy. You can view the tender flow for a
certain cashier, register, or tender type. Thigctopvers how to review tender received by a
cashier.
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Process Document
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Navigation

‘# MaineStrcet
it

[ My Favarites

[ University of Maine Systems
[- Self Service

> Manager Self Service

> Recruiting

[ Warkforce Administration
[> Benefits

[- Compensation

[ Stack

[> Time and Labor

I Payroll for Morth America
[ Global Payroll & Absence Mgmt
[ Payroll Interface

> Waorlkforce Development
[ Organizational Development
[ Enterprise Learning

> Waorkforce Monitering

[- Pensian

> Campus Community

[ Student Recruiting

[» Student Admissions

[» Records and Enrallment
I Curriculum Management
[> Financial Aid

[ Student Financials

> Academic Advising

[ Contributor Relations

[> Set Up HRMS

[> Set Up SACR

> Enterprise Components
[ Warklist

[ Application Diagnostics
[- Tree Manager

- Reporing Tools

- PeapleTools

I Packaging

— PSUnit

— Careers

— Change My Password

— Wy Personalizations

— Wy Systemn Profile

Workiist Add to Favorites

Help

w

Dione

%J Local intranst F 100% -

Step Action

1. Click theStudent Financials link.

[ Student Financials

2. Click theCashiering link.

Click theBalance by Business Day link.

4. Click theReview Tender By Cashier link.
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Procedure

# MaineStreet

Worklist Add to Favorites
»

Mew Window | Helo | &

Tender By Cashier

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

Find an Existing Value

Business Unit: = + Q

Cashier's Office:| begins with +||

Description: begins with |+ ‘

[Ccase sensitive

Search Clear | Basic Search [B) Save Search Criteria

% Local intranet: H 0% -

Step | Action

If your User Defaults are set, your Business Uiilitenter by default in th&usiness
Unit field. If not, you can enter or look up the apprafe Business Unit.

For this example, click the Look wgusiness Uniticon.
[E]

Click on the appropriate Business Unit to select it
When ready, click th&ear ch button.

On theTender By Cashier look uppage, click on the appropria@ashier's Officeto
select it.
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‘# MaineStrcet

Worklist Add to Favorites Sign out

New Window | Help | Customize Page | B

Tender By Cashier

Business Unit: umMsos Office: Portland Cashiers Office

Cashier Office Date: Q Total Balance: (.00 ST

Total by Tender Key Find  First [V 4 o4 [F) Last
Tender Key Tender Total Amount

0.00 Currency Detail

Detail by Cashier Find | View Al First (4] 4 o4 [¥] Last
Cashier: Total: 0.00
0.00

ELReturn to Search | [=] Hotify ‘ ) Refresh

Done ®J Local intranst F 100% -

Step Action

9. On theTender by Cashier page, enter a date in the Cashier Office Date belclick
the Look upCashier Office Dateécon.

[«

10. | Click on the appropriate date to select it.

11. | Click theSearch button to retrieve a list of transactions for ygsearch criteria.
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‘# MaineStrcet
_Home Worklist Add to Favorites

New Window | Help | Customize Page | B

Tender By Cashier

Business Unit: umsoe Office: Portland Cashiers Office

Cashier Office Date: | 11/29/2007 & Total Balance: 750.00
Total by Tender Key Find  First [V 4 o4 [F) Last
Tender Key Tender Total Amount

Cash 750.00

Detail by Cashier Find | View Al First (4] 4 o4 [¥] Last
Cashier: 009999 Total: 750.00

CASH 750.00

ELReturn to Search | [=] Hotify ‘ ) Refresh

Done %J Local intranst F 100% -

Step Action

12. | IntheTotal by Tender Key section, review th@ender KeyandTender Total
Amount

In the Detail by Cashier section, review th€ashierandTotal.

Refine your search and view additional Cashiere®as needed.
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# MaineStreet

Workist Add to Favorites Sign out

IMew Window | Help | Customize Page |

Tender By Cashier

Business Unit: UNS06 Office: Portland Cashiers Office

Cashier Office Date; |11/29/2007 /&, Total Balance: 750.00 ﬂl
Total by Tender Key Find First [ 1 0f 1 ¥ Last
Tender Key Tender Total Amount

Cash 750.00

Detail by Cashier Find | view a1 First [ 1 or1 [ Last
Cashier: 0092999 Total: 750.00

CASH 750.00

SLReturn to Search | [Z] Notify | 3 Refresh

%J Local intranst F 100% -

Step Action

13. | End of Procedure.
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