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Group Post 
 
Introduction: 
The group post process enables you to post transactions for a group of students or 
third party organizations.  The process is similar for students and third parties.   
 
We will complete a group post for students.  The process enables you to post 
transactions to many students or organizations without loading an external file.  The 
transactions can be either charges or payments, but you cannot mix charges and 
payments in the same group.   
 
Charge or payment transactions for students are entered in on the Create Group Data 
Entries page.  This page can also be used to modify an existing group to get it ready to 
post.  Follow the path below to the Create Group Date Entries page. 
 

Navigation: 
 

 

 
 
 

   
 To create a new group of transactions,          Once on the Add a New Value tab, 
 select the óAdd a New Valueô tab.                   click the add button. 

 

 

 

 

 

 

 

 

 

 

 
 
After you click the add button, you will be taken to the page below.  This is the Group 
Entry tab where we will begin setting up our group post. 
 
 

 

 

 

 

 

 

 

 

 

 
Our group post will be a $50 ERDPP application fee for six students. 

 

Ʒ Menu Path  

Student Financials > Charges and Payments > Group Processing > Create 
Group Data Entries 

 

Notes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
Do not change the óNextô that appears 
in the Group ID field because the 
system must automatically assign the 
next number for the group. 
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First, we must select the óGroup Typeô.  The Group Type describes the type of 
transactions that we are adding.  Click the dropdown arrow to display a list of Group 
Types.  See below. 
 
In this example, weôll set up a group of ERDPP application fee charges for processing.  
Our Group Type will be Cashiers.  
 

      
Next, we enter the óOrigin IDô.  The Origin ID indicates the source of the transaction.  
You will only see Origin IDôs that are allowed by your security setup.   
 
For this example, the Origin ID is Cashiers, which is identified by #00010.  See below. 

 

 

 

 

 

 

 

 

 

 

 

 
The óOriginal Group IDô field can be left blank.  This field would be used 
to specify an original group ID number if this group was being modified  
after the original group was created. 
 

 

 

 

 

 

 

 

Notes 

 

 

 

The default 
value for the 
Accounting 
Date is the 
current system 
date, but you 
can change it if 
necessary. 

The Received 
Date is the 
date on which 
your office 
received the 
charge or 
payment 
transactions. 

The Entry Date 
is the date that 
you are entering 
the transactions 

 


