\ TRToNs Training Guide

'y Student Financials

Group Post

Notes

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:

3 Menu Path

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

To create a new group of transactions, Once on the Add a New Value tab,
selectthe6 Add a Netab. Val u eclick the add button.

Group Data Entry

Erter any information you have and click Search. Leae fislds blank for a fist of all values Group Data Entry

——
/ Find an Existing Vﬂllleaﬁ%— . —

{ Find an Existing Value § AddaNew Value |

Business Unit: = v STLOU| [+}
Group ID: begins with
User ID: begins with a Business Unit: 5TLOU
Group Type Description: begins with |+ &} |Q D o no t c h an gm': apphaS
OriginDescription: eging wih < a Group 0 MEXT < in the Group ID field because the
Posting Status: = v v system must automatically assign the
Entry Date: = v ] next number for the group.
Posted Date: = v [5] Add
Operator ID Approvak [ pegins with Q
[Ccase sensitive
ﬂl M T Save Search Critaria Find an Exigting Walue | Add a Mew Value

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.

{ Group Entry {_Group Line Entry ',

Business Unit:  STLOU Group ID: MEXT

“Group Type: v | Create New Charge kem  *Accounting Date: [01/07/2008 |5
*Origin ID: (s} ‘Received: 01/07/2008 |[5
Original Group ID: Q ‘Entry Date: 01/07/2008 |5

Control Totals Operator: LEWVISCORN

Balance Group: ] Assign To:

Control Total: 0.00 usD 0 Display Option

Entered Total: 000 a Range in DB: to

Difference: 000 0 Display: to

Posted Total: 0.00 01/07/2008 o Total in DB: 4] [« [ B

Effective Status

Edit Status: Deposit Balance: ‘Posting Action: Posting Status: Process Instance:
NotEdit Mot Balan Available for Posting |+ Gomplete
Esave | Elwutity Ertdd | HlupdateDisplay

Our group post will be a $50 ERDPP application fee for six students.
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First, we must selectthe 6 Gr o u p . The Greup Type describes the type of
transactions that we are adding. Click the dropdown arrow to display a list of Group
Types. See below.

I'n this exampl e, VERDBPP bppleatidn fea gharges fgr procesgingo f
Our Group Type will be Cashiers.

/— The default
value for the

Group Entry { Group Line Entry Accounting
' ' NExT Date is the
Business Unit:  STLOU Group ID: NA current system
v

date, but you

"Group Type: Create New Charge e “Accounting Date: 01/07/2008 i can change it if
+Origin ID: Bookstore ‘Received: 0140712008 5| necessary.
o _ Financial Aid “Entry Date: 01/07/2008 |50
Original Group ID: e oo v
Control Totals Insurance . LEWISCORN
International Admin Fees R
_Library Assign To:
Balance Group: Loan Maangement
Control Total: ;ﬁ;s;ﬁlganeous Cost Center 0 Display Option
| .
Entered Total:  Quick Post Purge 0 Range in DB: to
i . Residential Life Display: to
Difference: Telephone 0 P .5"
Posted Total:  TPC - Testing 2008 o | | TotalinDB: [ & B G

Next, we enterthe 6 Or i g.i The Qri@rdID indicates the source of the transaction.
YouwillonlyseeOrigi n | D6s that are all owed by vyour

For this example, the Origin ID is Cashiers, which is identified by #00010. See below.

|/ Group Entry { Group Line Entry |, |

Business Unit:  STLOU Group ID: MEXT

, . The Received
“Group Type: Create New Charge ltem  ‘Accounting Date; [01/07/2008 I@_ Date is the

— B0070 1o, Cashier's ‘Received: 0172008 |5 | date on which
. ] your office
Original Group ID:l:|Q Entry Date: 0110712008 | received the

Control Totals Operator: LEWISCORMN charge or
N payment
Balance Group: [ Assign To: transactions.
The6 Or i gi nal figBrcanbeleftlbleng. This field would be used
to specify an original group ID number if this group was being modified The Entry Date
after the original group was created. is the date that
you are entering
Group Entry \‘( Group Line Entry \'. the transactions
Business Unit: STLOL Group ID: MNEXT
"Group Type: | Cashiers v | Create New Charge ltem Accounting Date: EIJ
“Origin ID: Q Cashier's ‘Received: EIJ
onginalerowp iz |Q ‘EntryDate: (0170712008 |5
T T T TR e s masmae i g P g
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Control Totals Section

The Control Totals section is used to verify that we have entered the correct number of

transaction entries and that we have the correct dollar amount for the sum of those
entries.

V Check the o6Bal ance Groupdé checkbox
See below.

/"~ Group Entry ' Group Line Eniry |,

Business Unit: STLOU Group ID: HEXT
"Group Type: Cashiers v Create New Charge tem “Accounting Date: |11/08/2008 [
“Origin 1D: 00010 (@ Cashier's ‘Received: 01408/2008 |[3]
Original Group ID: Q ‘Entry Date: 014082008 |[+{
Control Totals Operator: LEWISCORMN
Balance Group: Assign To:
Control Total 300.00| uUsD B || [
Entered Total: 300.00 5 Range in DB: to
Difference: 0.00 0 Display: to
Posted Total: 0.00 01/07/2008 i Total in DB: ] [ [ [

Effective Status

=, Edit Status: .. Deposit Balance: 'Posting Action:

osting Status: PrLocass Instance;
g \--\I‘-‘Q' _‘,#-‘ﬂ-‘ A‘"'-_\.'\- “‘\‘_"'L‘.j

The descriptions for the fields in the Control Totals section are below.

Balance Group: Select this option to require that the group be in balance before the
system posts it. To determine whether a group is balanced, the system compares the
number of transactions and amounts that are entered on the Group Line Entry tab to
the Control Total amount and number of entries entered in the control totals fields.

Control Total: Enter the dollar sum of the transactions in the group in the field next to
Control Total (in green above). Enter the total number of the transactions in the group
to the right of the Control Total field (in blue above).

Note: If an external file load process is used, and the external file setup
defines control totals, these fields are populated through the file load
process.

Entered Total: These fields display the monetary amount of all transactions that are
entered in the batch and the count of the entries. (These fields will be automatically
filled in when we enter and save the transaction details on the Group Line Entry tab).

Difference: These fields display the difference between the entered totals and the
control totals. Both fields should change to zero after we enter and save our
transaction details on the Group Line Entry tab.

Posted Total: These fields display the monetary total, posting date and count of the
entries after the batch is posted.

Notes

We are posting an ERDPP
application fee of $50 for six
students.

$50 x 6 students = $300

) N
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Display Option Section

The display option section tells us about the number of transaction entries that we
have. These fields will be automatically filled in when we enter and save our
transaction details on the Group Line Entry tab.

[ Group Entry " Group Line Enry |

Business Unit:  STLOU Group ID: MERT
"Group Type: Cashiers v | [ Icreate New Charge ftem ‘Accounting Date: [11/08/2008 |3
*Origin 10z 00010 |y Cashiers ‘Received: 01/08/2008 |[5)
Original Group ID: Q, ‘Entry Date: 01/08r2008 |[5)
Control Totals Operator: LEWISCORM
Balance Group: [ Assign To:
Control Total: 400.00 usD /Il | Display Option
Entered Total: 0.00 ] Range in DB: o
Difference: 300.00 G Display: to
Posted Total: 0.00 0150872008 g | || Tetalin DE: W] [ [ [

Effective Status

Edit Status: Deposit Balance: 'Posting Action:
MotEdit Mot Balan

Posting Status:
Availahle for Posting  w Complete

Process Instance:

Esave | [ matify |

B | FpdateDisplay |

Range in DB: This field displays the range of sequence numbers within the group ID.

Display: This field displays the range of sequence numbers that are currently displayed.

The display range is the viewable fichunk.

Total in DB: This field displays the total number of transactions within the group ID.

0
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Effective Status Section

{ Group Entry Y Graup Line Entry

Business Unit:  STLOU Group ID: MNEXT
‘Group Type: Cashiers v | |Create New Charge tem Accounting Date: 01/08/2008 |5y
*Origin ID: 00010 @ Cashier's ‘Received: 01/08/2008 |y
Origimal Group ID: Q 'Entry Date: 01/08/2008 |9
Operator: LEWISCORN
Balance Group: [ Assign To:
Control Total: 300.00 usD 1IN Display Option
Entered Total: 0.00 i} Range in DB: to
Difference: 300.00 B Display: to
Posted Total; 0.00 01082008 0 Total in DB: (1] [ P [m]

Posting Status: Process Instance:

Complete

Edit Status: Deposit Balance: 'P sling_ﬂcti_?n:

NotEdit Mot Balan

ble for Posting

— = Do Mot Post
=i = | Mofif
Bsave | Elnotity | iy

Waiting for Appraval

[Evtudd I #]UpdsateDisplay ]

Edit Status: This field displays NotEdit if no group line entries have been made. Once
we enter our transactions on the ¢CHditedp

Deposit Balance: This field displays whether the batch is balanced. You must select the

Balance Group check box and the batch must balance for this field to display Balanced.
Posting Action:
Available for Posting - If this entry is selected, the group will automatically be posted
during the nightly batch processing.
Do Not Post i This entry is for a group that should not be posted for some reason.
This option can also be selected if there are errors in the group that were not found
until the group had been created.
Posted 7 This entry is automatically filled in once the group has been posted.

Waiting for Approval i This entry is for a group that has been entered but must be

checked or approved by someone el se bef

Post.ingd

Posting Status: This field displays the posting status. The valid values for this field are
Balance, Complete, Error, Incomplete, Not Posted, and Reversed.

Process Instance: This field displays the process instance number assigned by the post

transactions process. This field is only populated if the post transactions process is not
successful. Transactions on an unsuccessful post must be corrected and this process
instance number must be removed before the post transactions process can be rerun.
The process instance number can be removed by clicking the Reset Process Instance
button on the Post Transactions page.

Notes
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Notes
The o6Charge Prior
Account o and 6 Res
Account o fields t

specifically for the ltem Type you
are using. Leave these fields the
way they are.

We will not be using the Payment
Information fields.

Group Line Entry tab

Now we can move to the Group Line Entry tab where we will enter the details for the
transactions that we are posting. Use the lookup function St you need to.

Note: Notice thatthe Group IDfiel d i s stil |l displ ay
When the page is saved, the system will assign a Group ID number based
on the next number in the sequence.

[ Group Entry }‘ Group Line Entry ‘nl .
Business Unit: Group ID: MEXT
STLOU | J

First E 1-6 of & |I| Last

Mark For Delete I -

Line Nbr: 4959949
0 12345672 QU Smith, Tokm
Balance: 259487

Account Type: Q

Student Accounts Receivable

ftem Type: Q Erdpp Application Fee Charge Priority: l:l
Amount: I:I Currency Detail Use Excess Account I:I
Term: Q, Fg2007 CIRestrict Payment to Account
Ref Nbr: | Senvice Indicator: I:I
Payment Information
Payment ID: Payment Details Item Effective Date: E{J
Pay Methol: Due Date: l:l El

Academic [nformation

Application Information

Tender Details

ID: Enter the ID for the student that you are adding to the group.
Account Type: Select the account type for the entry you are making.
Item Type: Select the item type for the entry that you are making.
Amount: Enter the amount of the charge or payment transaction.
Term: Enter the term for which you want to post this transaction.

Ref Nbr: (reference number) Enter any optional reference number to use to reference
the transaction.

Item Effective Date: Enter the item effective date on which the transaction becomes
active. The default value for the item effective date is the current date.

Now we can enter the ERDPP application fee for the rest of the students in our group.

Click the button to enter the next one. The system automatically fills in all fields
with the

. . : . @s
When you are done entering transactions for all students in the group, click il.

6

i nformati onexyoapty efi laD & eardd) feRd fer



TRITONS

Training Guide
Student Financials

When you have saved all of your entries on the Group Line Entry tab, go back to the
Group Entry tab. Notice that the system has assigned a Group ID number.

( 000000000000109 ]

| Group Entry " Group Line Entry |

Business Unit: STLOU Group ID:
‘Group Type: Cashiers | [Icreate New Charge tem  ‘Accounting Dates [01/08/2008 )
*Origin ID: 00010 (@, Cashier's ‘Received: 01/08/2008 |[5]
Original Group ID: Q ‘Entry Date: 01/08/2008 |[31)
Control Totals Operator: LEWISCORM
Balance Group: [ Assign To:
Control Total: 300.00 UsD (Gl il vispiay Option
Entered Total: m' @ Range in DB: 1 to G
Difference: 0.o0 i Display: 1 to 5
Posted Total: 0.00 0140752008 ] Total in DB: 6 ] [ ] [
Effective Status
Edit Status: Deposit Balance: 'Posting Action: Paosting Status: Process Instance:
Edited Mot Balan Awvailable for Posting Errors

S | E\Return to Search | tElPrevious in List | et in List | [E]ratify | Erad | Update/Display |

The total dollar amount and total number of group transactions that you entered earlier
(circled in red) should match the totals that show next to &ntered Total6(circled in
blue). Because the Control Total = the Entered Total, the Difference is zero.

. . 5 . .
If everything matches as shown above then click Elil. The transaction entries are
now ready to be posted to the student accounts.

If your Control Total does not equal your Entered total then a mistake has been made.

Correct Transactions
If either or both fields do not match then you may have:
x  entered some date incorrectly on the Group Line Entry tab
x  mis-counted the dollar amount and/or the number of transactions

x entered some data more than once on the Group Line Entry tab

06Entered T
ust change

If after checking your entries,youf i nd t hat
6Control 0 not ,

your
Totaldé is then |
If you find that there is an error in what you have entered on the Group Line Entry tab,
then just click on that tab, select the View All option, find and correct your entry.

Notes

Write down or keep a note of the
Group ID number; you will need it to
reference your group post later on.

a l
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Notes . . . : .
— If you have entered a transaction twice on the Group Line Entry tab, then just click on

theElbuttontodeleteoneoftheentr i es. Then click AOKO in

| O | l Cancel
Amount; | 5U-UU| |:| Cutrency Detail Use Excess Account
Term: 35843 |0, F52007 [IRestrict Payment to Account
Ref Nbr: | Service Indicator: l:l

Payment Information

Payment ID: Fayment Details Item Effective Date: 01/07/2008 |5

Pay Method: Due Date: I:I Ell

Acadermic Inforrmation Application Infarmation Tender Details

If you need to review a transaction while the rest of the group posts, click on the

LI FEr DElEE button. The button will change to display NELS PER DEE |

When the group is processed, this transaction will not be processed with it. If you Want

thist ransaction to be processed in the next b
Del eted6 button, then click the éSaved buttoc
posted. The rest of the group will not be posted again.

Line Nbr: 1 Mark For Delete =
o [men e —_—

Smith, John
Balance: 259487
Account Type: Q Student Accounts Receivable
Item Type: Q Erdpp Application Fee Charge Priority: I:I
Amount: | 5U-UU| I:I Currency Detail Use Excess Account I:I
Term: Q FS2007 [ORestrict Payment to Account
Ref Nbr: | Service Indicator: I:I

Payment Information

Payment ID: Payment Details Item Effective Date: 01/07/2008 |[#)

Pay Method: Due Date: l:IEJ

Academic Information Application Information Tender Details
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Transactions entered on the 6Create Grou Notes pa

corrected on the 6Creat eelGfr,oulputDaalas cEnarm
Transactionsd page.

Navigation:
3 Menu Path

Student Financials > Charges and Payments > Group Processing > Correct
Transactions

It is helpful to have the 060G
page. Remember that you can ent
the preceding zeros. See below.

roup | D6 nunm u
er just

Correct Transactions

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

[ Find an Existing Value

Business Unit: beging with  + |[STLOU 3
Group ID: beging with  |[109]
Group Line Number:| = W

Search | Clear | Basic Search Save Search Criteria

Once you have looked up your group post, you will see a screen like the one below.
Notice that t he eerhasbeenf file®Gin evenphouglibwe omyemdred
the last few digits. Also notice that the six transaction entries that we entered on the
6Create Group Dat a Emygroepdite npnbegz.e ar e | i s

Correct Transactions

Enter any information yvou have and click Search. Leawe field=s blank for a list of all values.

J/ Find an Existing Value

Business Unit: begins with |+ |[STLOU Q,
Group ID: hegins with |+ ||000000000000109
Group Line Number:| - v

Search Clear Basic Search Save Search Critetia

Search Results

Wignny All Fir=t 1-G of & Last

———
Business Unit Group ID Group Line Number Posting Status Description
S ——

STLOW 0000gooooooo1og 1 1 Incomplete
STLOL 0oooo0a00000109 2 1 Incomplete
STLOW 0000goooQoon1og 3 1 Incamplete
STLOL 000000000000109 4 1 Incomplete
STLOW 000000000oo0109 5 1 Incamplete
STLOU 000000000000109 & 1 Incomplete
Clickonanentrytobet aken to the 6Group Line Entry ou

9
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Notes Post Transactions
Transactions entered on the O6Create Group L
student accounts through a nightly process that has been set up or through the Post
Transactions page.
Navigation:
3 Menu Path
Student Financials > Charges and Payments > Group Processing > Post
Transactions
To post transactions onto student accounts
to first create a Run Control ID that we can use to run the process.
Note: To run any process in Peoplesoft, you must tell the system when and
where you want the process to run. A Run Control ID does exactly that.
Instead of entering settings each time you run a process, you create and
save a Run Control ID with those settings. The next time you run the
process, you select the Run Control ID that you have created, and the
system can run the process.
To create a new Run Control ID, select To create a new Run Control ID we
A Run Control ID is associated with the 60Add a New Val i must first select a name for it. Call it
the user ID of the person that To use an existing ID, enter the ID or 6groupposto so t he
created it. click search and select the ID. identify it later.
Once a Run Control ID is created Post Transactions Post Transactions
and Saved’ the user can enter It |n or Enter amy information you hawe and click Search. Leawe fields blank for a list of all values.
searc Ah for It on { Find an Existing Value {_Add a New Value |, METENETTURREERY Add a New Value \l‘—
Value tab 6 .
Run Control ID:| peging with + @ Run Control ID: |grouppost

[case Sensitive
Add

Search | Clear | Basic Search Save Search Criteria
Find isting Walue | Add a Mew Value

Find an Existing Value | Add a MNew Value

. ey . =
Next we will be taken to the screen below where we will fill in the fields and I‘E‘qﬁl

Post Transactions

Run Control I grouppost Report Manager Process Monitar Fun I
Parameters

Business Unit: STLOU L Univ. of Missouri-St. Louis

Group Type: C |G cCashiers

Starting Group ID: 000000000000109|oy

Ending Group ID: 0oooooooooomos (o

Operator ID; QL

Assign Group OperiD: a Reset Process Instance
Esave | Enatity | Eradd | FpdsteDisplay

1C
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You will be taken to the Post Transactions screen whether you create a new Run
Control ID or use an existing Run Control ID.

Post Transactions
Run Control ID:  grouppost Report Manager  Process Monitor Run
Parameters
Business Unit: STLOU |G Univ. of Missouri-St. Louis
Group Type: C|Q, Cashiers
Starting Group ID: 000000000000108 |3
Ending Group 1D: 000000000000108 |3
Operator ID: Q.
Assign Group OperlD: Q Reset Process Instance
B save | [E]mctity | Bt | ZUpdateDisplay

Business Unit: Select STLOU if it does not default into the field.

Group Type: Select the group type to which the group ID is associated. (For most
depart ments the group type wil!/l be OMi sce

Starting Group ID and Ending Group ID: This is the number that was generated by
the system when you completed and saved the Group Date Entry pages. It appeared
in the top, right corner of the page. If you are posting one group of transactions, then
enter that Group ID for both the Starting and Ending Group ID.

Note: You can enter the last few digits of your Group ID number into
the 6Starting Group | D6 field a
will be populated into both fields.

Both the Operator ID field and Assign Group OperlD fields are optional.

Note: The Reset Process Instance button is used to remove the process
instance number assigned by the system when a posting process is not
successful.

The above note was changed for the create group post

Next, click the M button.

11

Notes
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After you have clicked the M button you will be taken to the page below where Notes
you will run the process to post the transactions. Select PSUNX for the Server Name.

V Check the box next to éGr,,,Lljsting

Next, you willbe directedback to the 6Post Transacti ol
OProcess Monitoro (as gdyressofthdpodtingwrpceds.o c¢ h

Keep clicking the ORef r es h8uccess tPostedh Seerbélowl
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