CAMPUS

MANAGEMENT

CampusVue

Managing Student Accounts
(Campus)

User Guide



CAMPUS

MANAGEMENT

Campus Management Corporation

Web Site
http://www.campusmanagement.com/
E-mail

Information:  E-mail Form on Web Site
Support: support@campusmgmt.com
Phone

Sales/Support: 561.999.9904

Toll Free: 800.483.9106

Facsimile: 561.999.0096

Address
Campus Management Corp.

777 Yamato Road
Boca Raton, FL 33431 USA

Trademark Attributions
Campus Management and Campus Management Logo are trademarks, service marks, or
registered trademarks of Campus Management Corp.

Microsoft, Windows, Win32, and Windows NT are either registered trademarks or
trademarks of Microsoft Corporation.

Adobe and Acrobat are registered trademarks of Adobe Systems Incorporated.

All other product, service, and company names are trademarks or registered trademarks
of their respective owners.

Copyright

This document is covered by the terms and conditions of the license agreement and/or the
non-disclosure agreement, and may not be reproduced according to the terms of that
agreement, or without written consent from Campus Management Corporation.

© June 2008 by Campus Management Corp. All rights reserved.

CampusVue User Guide: Managing Student Accounts (Campus) 2



Contents

Preface
Related REFEIENCES .. .uuvviiiiiiieeeeeeeee ettt e e e e e e e e e e e e eeas 5
DoCUMENT CONVENTIONS .....eeivieeereieieeeeeeeeeeieeeeeeeeeeeeeieeeeeeeeesesearaeeeesssesssnasreeeessssnns 5

Introduction to Student Accounts

Student Accounts Folders

STUACNL. ..ottt ettt ettt e e e teesteessaeeabeesseeseesseesnsesnseenseensens 7
Led@er Cards .....ocvieiieiiieciieciie et ce ettt ettt e e te e st staesabeeabeerbe e beenreenens 8
Payment SChedule .........cooviiiiiiiieiieeeee e 8
Stipend SChedule..........cociiiiiiiiii e s 13
ReVENUE LedET ....ooviiiiiiiiieiice ettt s 14
Refund Calculation...........c.eecuieeiieriienienie ettt es 14
SCROOL FIELAS ...ccvviiiieiieciieciie ettt s tbe b e erbeeabe e beesbaeens 15
SUMMATY ....evieiie ettt ettt e e ee b eeeteeessbeeeseeesseeessaeessseeasseeesssesassenanes 15
Payment INTO .....ocoueeviiiiiiiie e 16
SUDSIAIAIY ....evvieviieiieieeciee ettt ettt e b e eeb e e b e et e e beesteestbestbeesbeenseesbeessaenens 16
TUItION DISCOUNTS ....vieniiiiiieiiieieeiieieesite ettt ettt s eeee et e e aeeseeesenesaneens 17
L0701 1 1112 (o o - FE SRRSO 17
N 14§ 1 TSSO 18

Student Accounts Transactions

Transaction COAES......c..cueiriririnieieieieteese ettt 19
Posting Admissions DEPOSIES ......cc.eruerierieriiriinenierierteie ettt 22
Posting Charges or AdJuStments ..........ccceeeveevvierienienie e et sreeeveesreesneas 24
Posting Batch Charges or Adjustments...........coeeceeverienieneniencneeieeeeeieeeeenen 26
POStING PAYMENLS ...uveiiiiiiiiiiieie ettt ettt as 28
Searching for @ TranSaCtioN...........ccververierierreireeieesreeseeseesresreesreereeseeseneens 33
Adjusting TranSaCtioNS........ccueervieruierieeieeie ettt et et esteeteete e bt e sseesaeesneeeneeeneeas 34
Performing Registration Billing..........ccccoecuieiienieniiiniiiieeie e 37
Printing Student Statements ............ccccveeevirciieiiierieriecie et ere e 39

Processing Drops

Running a Drop RePOTt .......ccuieviiiiieiiiiiiciieieeeesee et 44
Calculating RefuNdS ........cccoiiiiiiiiiiiieicteee et 45
Calculating Title IV Credit Balances ...........cccocvvevieviiniinieeiieieeeesee e 51

Returning Funds

Batch Processing Refunds / SHPEnds........c.cccvevvievieiieiieeii e 52

CampusVue User Guide: Managing Student Accounts (Campus)



Contents Third-Party Billing

Processing Individual Refunds..........c.ccoueeiiiviiiiiiniiiiiece e 54
Setting up a Stipend Schedule..........covveviiiiiiiiciiceeee e 56
Processing Individual Stipends .........cccecveeiieriieriieniienie e 59

Third-Party Billing

Third-Party /AGENnCY INVOICES ......c.ceveereierieeieeieeiteeerite e seee e sene e 61
Third-Party Agency Invoices APProval........c.ccveveerieiieecieenieenieeseeseeere e 64
Processing 1098-Ts

Printing TOOET'S ..uueeieiieeieieee ettt sttt et e e eaeas 69
EXPOTting TOO8TS. ..c.ueeiiiieieieeitee ettt 70

Non-Student Account Transactions

Making a Bank Deposit........ccceeieririiieninieiieteeee e 71

Posting Miscellaneous RECEIPLS.......ccuevviiiieriieiiieriecie ettt 73

Student Accounts Reports

ACCESSING REPOTES ....viiiiiciiiiiiicieeeet ettt st e tr e b s eveeaveenre s 75
ReEPOTE PIEVIEW .....eiiiiiiiiicie ettt et ettt ense s 76
General Features of CampusVue REPOItS.......ccvevvieviiiriiiiiiiicieereeseesee e 77
Report VIEWETr CONLIOLS ......ccveeevieiieriierie ettt ettt 78
REPOTT ..ttt sttt sttt s e s e 78
IMATL MBI .ottt ettt ettt et ettt e st e et e s beeenbeesnbeeenseesnbeeenseesnsaesnseesas 79
2o PSPPSR 80
NaVIZAION TOOIS ...uviiiiiiiiiieiiieeieecteeee ettt s ae e s e e sbeessbeesnseennneas 80
RePOTt PINTING ..ottt 81
CUDE REPOITS ...ttt sttt s 81
Index

CampusVue User Guide: Managing Student Accounts (Campus)



Preface

Preface

This document contains information about how to manage student accounts in
CampusVue. This document assumes that the reader knows the Windows environment,
has used the CampusVue product, and understands basic school administration
terminology.

Related References

Refer to the following references for more information about topics frequently discussed
in this document.

Related Reference Description
Help System Describes how to use the CampusVue
product.

Document Conventions

The following conventions are used throughout the documentation to help guide the
reader in finding information quickly.

Convention Use

BOLD Names of files, keys, forms, paths, and program
components

Italics Titles, hyperlinks, and special terms

> Symbol used in paths to signify a shift to the next level of
options

Note: Important information
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Introduction to Student Accounts

Introduction to Student Accounts

The Student Accounts module is your accounts receivable system for all students. Each
student has a Ledger Card folder, as well as folders for creating and maintaining
schedules for that student’s payments to your school or for stipend payments made to the
student. All charges, payments, and adjustments are recorded in detail and linked to
terms. There is also a folder for monitoring the earned revenue for the student and a
folder in which you can perform a refund calculation for a student whose training is
interrupted. Selected transactions can be performed on single students or in batch mode,
where the same transactions can be posted to many students’ ledger cards at once.

Student Accounts also provides procedures that are not student-specific, such as
preparing bank deposits and posting miscellaneous cash receipts.

Many schools perform all student accounting processes at the school level. In other
institutions, these processes may be shared between a local campus and a corporate
entity. This user guide focuses on those accounting processes likely to be performed at
the campus level. A companion user guide, Student Accounts (Corporate), covers the
corporate-level Student Accounts tasks in CampusVue.

CampusVue User Guide: Managing Student Accounts (Campus) 6



Student Accounts Folders

Student Accounts Folders

With your student’s name in the Recent Students box, click on the Student Accounts
tab on the Student Bar to view the Student Accounts folders.

Student Accounts I
(L Student
([ Ledger Cards
(L Payment Schedule
(2 Stipend 5 cheduls
[ Revenue Ledger
(L3 Refund Calculation
[ 5 chool Fields
(L Summary
(L Payment Info
(£ Subsidiary
(23 Tuition Discounts
(L3 Callections
[ At

Student

Click the Student folder to open the Student Master form.
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Student Accounts Folders

Ledger Cards

Click the Ledger Cards folder to open a student’s ledger card(s). If the student has
multiple enrollments, CampusVue will default to the ledger card for the current
enrollment. The ledger card records every school-related monetary transaction from
initial application through graduation and placement. These transactions include charges,
payments, and adjustments for such things as tuition, books and supplies, fees, financial
aid receipts, and refunds. The transactions are recorded in detail and linked to terms.

ﬁ' Student Ledger Card - FORMTEST, T11 x|

E nrollment |Associate in Financial Managament

E| S& Account Status |

ﬂ J Save

E| Cancel

Termn F<bll v | Balance 2.160.00 SA Advisar |Andrew tellon
H T Adjuztments T Billing Address
Tran # ate # Code Description Charges  Pavments Balance A" Temm
1_2/7/2006 oot Twiion [ qoooof [ qoooofof |
2 |2MZ00E | Batch 2/F2000 TUIT Tuitior 2.000.00 210000 0 | 2003F
3 |2MZ00E | Batch 2472000 ARTSUP Art Supplies 50.00 215000 0
4 3
Post Charges | Post Payments | | | Frint B eaistration Bil |
Paost Refunds | Adjust Transaction | Transaction Detail | Print Ledger |
[ Show Pending Charges Student | to Print on Ledger |Enrollment Murmnber EI Cloze

To change an individual student’s ledger card status:

1 Click the down arrow by the SA Account Status field and select the status.

5S4 Account Statusl

0o S Advisar [

[[ustments

[

30 Days Delinguent
B0 Daps Delinguent
90 Days Delinguent

2 Click Save.

Account statuses are maintained at Lists > Student Accounts > Account Statuses.

Payment Schedule

Click the Payment Schedule folder to display, add, or edit a schedule of payments to be
made by the student or a third party, such as a sponsoring agency or institution.

CampusVue User Guide: Managing

Student Accounts (Campus)



Student Accounts Folders

m Payment Schedule - Atmann, Karen g|
Errollment |Fac:i|iities Management for 20055 E| v Shaw Scheduled Only
Fund Src Firzt Payment Date Amournt Remaining Balance Billed To Statuz Last Statement
CASH 8/13/2005  2,000.00 2,000.00 MIS Director E stimated
CASH 8/20/2008  1,000.00 1.,000.00 Atmann, Karen E stimated
CasH 8/20/2005 1.500.00 1,176.E6 Atrnani, K.aren Approved

sdd | Edt | Dele

Select a line item and click Edit to view the detail about the payment plan.

F/A Student Cash Payment;/0Other - Ackerman, Ryan A
(¢ Student Payment Address lﬂackerman, Ruan E
" Agency Payment
Tatal Amount | 2,000.00 Status [ |~ ] [Bpproved
(+ # of Payments 5 7 Payment Amaount
Secondary Rate
Interest Rate | 0.000 _
Effective Date :
Firzt Payment Date | 24341999 :
Payment Frequency @« Monthly & Days:| a0 Interest Only Until
5 ap tsT Payment: Received T Refunds T At Draft T Camments
Last Papment
Calculate | Payment Armount Date Add Paprment | Delete F'a_l,Jment|
Date AcadYear | Term Payment Frincipal | Interest Balance | Status
24341999 1 20000 400.00 400.00 0.00 1.600.00|F
34371999 1 400,00 400,00 0.00 1.200.00]5
44341939 1 400.00 400.00 000 800.00|5
5/3/1999 1 400,00 400,00 0.00 400.00|5
p | £/3/1999 1 400.00 400.00 000 0005
Unpaid
Payment Principal Interest Balance
Cancel Payment | Tatalz | 2000.00 | 200000 | 000 | 1.700.00
Prirt Promissam Mote | Last Print Date Save | Cancel | Close |

The tabs on this form provide tracking information about the scheduled payments:

* The Scheduled Payments tab displays a list of payments scheduled from the
student or agency.

* The Payments Received tab displays a list of payments received from the
student or agency. It also maintains the Total Paid, the Principal Balance, the
Interest, the Balance, and the Next Payment Due date.

*  The Refunds tab shows a list of any refunds made to the student or agency. It
lists the Refund Due Date, Date Sent, Refund Amount, Refund Check
Number, and Refund Status.

* The Auto Draft tab enables the user to select the appropriate student bank
account or credit card account to use for auto drafts. If the Authorized box is

CampusVue User Guide: Managing Student Accounts (Campus)



Student Accounts Folders

checked, the drop-down lists become available. Select the appropriate account
and effective date. If Auto Withdrawal is not authorized, the fields labeled
Select Account and Effective Date are unavailable.

* The Comments tab displays various comments entered by the users regarding
student cash payments.

Note: If all payments are still in a Scheduled status, the form will
open to the Scheduled Payments tab. If any payments have
been applied to this payment schedule, the form will open to
the Payments Received tab.

To add a payment schedule:

1 Open the Payment Schedule folder and click Add to open the New Source of Aid

form.
ﬁ New Source of Aid
Type of Aid
" i ™ Wiork Study
Source | El
Academic Vear [1 - 772172006 to 4713/2006 [~]
Apaard vear |E| Statusz |Estimated |Z|
Gross Amount
Dish. Schedulel EI
Continue | Cancel |

2 The Type of Aid defaults to Student Payment/Other.

3 Click the Source down-arrow to select the source of aid, such as Cash.

ﬁ New Source of Aid
Type of Aid
l"‘ i {¢" Student Payrent/Other  © 'wWork Study
Source || |Z||
Academic Year ﬁ Code Description
ARMY United States Ay
Award ¥ ear |_ CASH Student Payments
Gross Amaount |’ GEDRGIA Georgia Education Fund
OTHER Other Resources
Dish. Schedule |— ILI
Cantinug | Cancel |

4 Select the Academic Year, the Award Year, and the status of the payment plan.

5 Enter the Gross Amount to be paid.

CampusVue User Guide: Managing Student Accounts (Campus)



Student Accounts Folders

ﬁ' Mew Source of Aid m

Type of Aid
{ { f# Student Payment/Other T ok Study
Source |l:.-'1'-.SH IZHStudent Payments
Academic Year |1 -1/4/1333 ko 8/2/1333 EI

Awward Year [2006-07 IZI Status lﬁ.ppruved EI
Grozs Amaunt 1.200.00

Dizb. Schedule

I:gntinuel Cancel |

6 Select a previously-defined disbursement schedule to be used, or click Continue to
open the F/A Student Cash Payment/Other form.

The form opens with the total amount and the status already populated with
information that you entered in the New Source of Aid form.

F/A Student Cash Payment;/0Other - Ackerman, Ryan A

i Address lﬂackerman, Ryan E

" Agency Paymen

Tatal Amount | 1,200.00 Status [ | ] [Bpproved
(+ # of Payments 1 7 Payment Amaount
Secondary Rate

Interest Rate | 0.000 _
Effective Date I—E
First Papment Date | 24321999 :

Payment Frequency @« Monthly & Days| a0 Interest Only Urtil

Scheduled PajlmentsT Fayrents Received T Refunds T Auta Draft T Comments
Last Payment
Calculate | Payment Amaunt Date Add Paprment | Delete F'a_l,Jment|
| Date | AcadYear | Term | F'a_l,Jment| Plincipall Intelest| Balancel Status|
0.oo 0.0 0.0o
Unpaid
Payment Principal Interest Balance
Tatalz | 000 | 000 | 000 120000

; Save | Cancel | LCloze |

7  Select whether the payments come from a student or agency (Student Payment or
Agency Payment) (defaults to Student Payment).

Selecting Agency Payment opens two additional fields for selecting the agency:

CampusVue User Guide: Managing Student Accounts (Campus) 11



Student Accounts Folders

10

11

12

13

14

15

" Student Paprent Agency | v

& e Bamant Agency Branch | - 44

Select whether you wish the program to calculate a specified number of payments
over time (# of Payments — defaults to a single payment) or calculate the number of
payments required to repay the total by making a specified Payment Amount cach
time.

Enter the Interest Rate to be charged, if any.

Enter the due date for the first payment (First Payment Date) in the series.
Select the Payment Frequency (defaults to Monthly).

Select a Status for the payment schedule.

Enter the secondary interest rate (Secondary Rate) to be charged, if any, and the
beginning date (Effective Date).

Enter the date after which interest will not be charged (Interest Only Until), if any.

Click Calculate on the Scheduled Payments tab. The program will populate the grid
with the number of payments to be made and will set each payment to a status of S
for Scheduled.

F/A Student Cash Payment/Dther - Ackerman, Ryan A

+ Student Payprient Address P«ckerman, Ryan E|
" Agency Payment
Total Amount 1,200.00 Status lﬁ E| |Ap|:uroved
(o # of Payments 3 O Payment Amount
Secondary Rate
Interest Rate | 3.000
Effective D ate :
First Payment Date | 2/2/2006 :
Payment Frequency &+ Monthly © Dapz | 3n Interest Only Until :
Scheduled PaymenlsT Payments Received T Refunds T Auto Draft T Camments
Last Papment
Papment Amaunt Date Add Paymet | Delete Payment |
Date AcadYear | Term Fayment Frincipal | Interest Balance | Status
2422008 2 13501 13201 300 1.067.99(5
322006 2 13501 13234 2E7 935E5(5
4/2/2008 2 13501 13267 234 a0298(5
54252006 2 13501 133.00 20 EE9.98(5
B/ 2/2006 2 13501 13334 187 R3EE4(5
422006 2 135.01 13367 1.34 40297 (5
2422008 2 135.01 134.00 1.0 26897 (5
9/2/2008 2 135.01 134.34 0E7? 134 63(5
b | 10/2/2008 2 134.97 134.63 034 0o s
Unpaid
Paprient Principal Interest Balance
Cancel Payment | Taotals | 121505 | 120000 | 1505 | 1,200.00

; Save | Cancel | Cloze

When a payment is made, the status will be updated to P for Paid.

CampusVue User Guide: Managing Student Accounts (Campus) 12



Student Accounts Folders

The Term column will be blank. Click in the Term column on each payment line to

display an ellipsis button. Click the ellipsis to open a list of terms and select
the term in the student’s class schedule with which to associate that payment.

16 Click Add Payment to add a payment to the grid. Click Delete Payment to remove a
payment from the grid. If a payment is in a Scheduled status, click Cancel Payment
to cancel the payment and set the status to “C.” Clicking on a payment in a status of

“C” toggles the Cancel Payment button to Re-expect Payment. Click Re-expect

Payment to return a payment from a Cancelled status to a Scheduled status.

17 Click Save to save the payment schedule and add a new line item to the Payment

Schedule folder.
-‘- ISP RO BT B N T O R Sy &
E Faciitm W I =1 7] 5 hews S chedkulzd Dy
_ ewped A Bebege Bled To T Wi Bty |
1500 0 150000 A, K | [
N R | T

Stipend Schedule

Click on the Stipend Schedule folder to display, add, or edit student stipend payments.
These are payments made directly to the student in cases where the student has been
packaged beyond the institutional costs, giving the student a negative balance in the

Remaining Balance to Schedule field in the student’s Awards folder.

m Student Stipend Schedule - Atmann, Karen

Enrollment |B achelor of Artz EI Met F& Amount Packaged
#cademic Year (LN Ingtitutional Chargez
Status E| | Tatal Amount Murnber of Disbursements
First Disk D ate . Payment Frequency T
Scheduled Disbursements T Dizbursements Made
Fund Source | Date | Amount | Term Status | Automz

Stipend Amount

Ly

[~ Edit Payee After Save

Cancel | Cloze |

CampusVue User Guide: Managing Student Accounts (Campus)
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Revenue Ledger

Click on the Revenue Ledger folder to display the revenue that your school has earned

on your student.

ﬁ Abbott, Karen & - Revenue Ledger,

5]

Enrollment |Bach. of General kanagerment

Campus |

Earning: Summary

-]
[]

Evaluate

Bill Code

Earnings Detail: 20055/TUIT

Unearned Earned Last Date
T -

Date Type Source
741342005 Deferned RevRec
742872005 Deferrad RevRec
742872005 E armed RevRec

Amount  Mew Units  Units Eamed  Status

E.000.00 1] 0 Posted

-300.00 I 0 Posted

2,850.00 2 1| Posted
Add Adjustment | Delete |

LCloze

Refund Calculation

Click on the Refund Calculation folder to perform an actual or hypothetical refund

calculation for your student, or to see refund calculations that have been performed in the

past.

E Redynd Calculstips Sumimary - Boptoya, Amy L - Meiipls Enrafimesis

[

o * Eipoiwia

Lo | ey =)

e

ENeis Dk k Resfund Tl | S0 0007 Li

by C 107 50005

Dessidption |Har Frafurd Caleulabin

Fistam ol Téla [ Calcdats
Frafurd Amound | Cus ko S badart ] Dus o chool| Csleulaied By
Flzmm [ [T 2 Awsna
Flubursd Py Ciskcaaiors
[ |SrasCiatm | End Dt TotwlCrotz| Adpetwanis| Hat G| Asbnd Aot | 3 sieciad
| I [ CTU Codounda Egmings 1 ek TART EE=2ENh EEI]
|| T Cnkoesia Fpeings e Zvssbiy 77502007 BT 230000 00| 3000 Nz
Cocglain | Ed | Am | | |
Skt |1 b Pt [Stuchera I E |

Gwr | Cogcal | Qo |
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Student Accounts Folders

School Fields

Click the School Fields folder to see any school-defined fields designed to capture
student accounts-related information that does not appear elsewhere in CampusVue.

T

I | .

Rod Oaguene =

—_

.‘.

W Cameat B

=

.1.
BTG e e

Summary

Click the Summary folder to see a summary of your student’s account information.

m Student Account Summary - Atmann, Karen f'>_(|
£

Enralimert El IZI
~
Student Account Summary
Student Name & Address
Marne Atmann, Karen Student ID 13749
Address 5650 Greenwood Plaza Blvd #143
City Coral Springs, FL 33065 a
Telephone (555)555-3396
Work phone (561) 333-3333
E-Mail kassmann@aolisslow.com
Birthdate T/2771979
Enrollment Details
Canmpus Campus Management Institute Enroll ID 0507ATOS07
Prograrm Faciliities Management for 20055 Shift Day
Skatus Active Balance -1,567.34
Enrall Date 7/15/2005 Grad Date 4/6/2007
Skart Date 6/2/2005 LD& 2
S I
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Student Accounts Folders

Payment Info

Click on the Payment Information folder to see student bank accounts and credit cards
for purposes of Auto Drafts. Accounts shown in the Payment Information folder can be
debited for school fees, with the student's permission. Third-party funds and other monies
can be credited to these accounts as well.

m Payment Information - &tmann, Karen

Bank Accounts
Account Type B ank Mame Account Mumber Add
Credit Cards
Type Credit Card Mumber Add
CMI Student Credif | = s = 2005
Edit
Remave
LCloze

Subsidiary

The Subsidiary folder allows you to post funds to subsidiary accounts without affecting
the student’s main ledger card balance, until you decide to do so.

For example, you may wish to create a subsidiary account in which to manage a student’s
housing deposit — money that should not be posted to the student’s ledger card in the
event that it may be refunded to the student.

For more information, see the CampusVue Help topic “Student Subsidiaries.”

E raclirmsri: 3 ubsicharss

T
Subsicharin [ iy [=] M Eadarcn |:|
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Student Accounts Folders

Tuition Discounts

The Tuition Discounts folder allows you to identify the discount policies available for a
selected student and then post the discount that needs to be provided to the student.

ﬁ Atmann, Karen - Tuition Discount

E | Digplay Tuition Digcount |

Tem |2DDE Surmer

| Previous Disc. | Calculated Disc. | Dizcount To F'-:stl
Arnount | °/o| Amnuntl Amnount |

| | Tuition Discount Palicy Course |

Transzaction Date |4./30/2005 :

| Cloze |

For more information, see the CampusVue Help topic “Tuitions Discounts.”

Collections

Use the Collections folder to manage the internal and (possibly) external processes
involved in collecting money that the student owes the school.

Sl | F=y [om Nwn  [Fon | Beocipbon  xim [
kit Heelng TG | 10NA v || A Bk
BbinBrke ik Interdea b ATTE | 7314k | Coodlad A Bk

AbieBebed fciviea Bt ol 6| BRI Dwed BtEn S

= T
Ao Al
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Student Accounts Folders

e Student Information and status updates appear at the top of the form.
e A grid displays the last three collections-related activities.

e Ifthe collections process has been outsourced, the StatementMemo ficld holds
comments that will appear on the statement produced by the outside vendor.

* The Student Account Information is updated by activity on the student’s ledger
card or in the student’s Refund Calculation folder.

* The Associated Processes buttons at the bottom offer quick access to other parts
of the student record.

Audit

The Audit folder contains a read-only form that displays changes (if any) to collections
information.

r_ Sk fermusts Auciis fbindt, Pk

Ul dac-

[ Trrom i rkw | L | [T L M
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Student Accounts Transactions

Student Accounts Transactions

In this topic you will learn how to post payments from students, third parties, and other
fund sources. You can apply payments to open items in the student's ledger. The Post
Payments dialog provides for indicating that a payment covers scheduled payment(s)
from various fund sources. Payments can be linked to enrollments, terms, and financial

aid payment periods.

Transaction Codes

The transaction codes define the transactions that affect the student ledger and the posting
of related entries in the General Ledger. You can use the Transaction Codes Code Setup
form to add a new transaction code or to modify an existing one.

CAmpiskas

Code 0N Bru 7

| Larspur I rchiutm ot A

Dstiiption [Bdnstigion Fes
Bl Trs % Enakrd [ MeoPeospls (- Bath
7 Dubar Ewrings
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r T Bk poes ol e
I~ Dsewice Fesuined Tews Coks?
'— EH ok i
% Irohscs Bl okt 0 10981 Do,
I~ st Dapotdy
I ksl Trareotion

Ak Dhage |

Fabanak A0

o] s b aatnatd Wik

Clep ol

B | Cwed | e |

To open the Transaction Codes Code Setup form:

1 Select Lists > Student Accounts and click the Transaction Codes tab.

2 Click Add to add a new transaction code or click Edit to modify an existing

transaction code.

[CEETT=orm——— ~ioixd
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Student Accounts Transactions

You can auto charge transactions by a transaction code, campus, or program version.
When the student enrolls, the application and other fees can be automatically charged to
the student and recorded as transactions in the student’s ledger card. Auto charges can
vary based on program and associated program versions, so students are charged

according to their specific program version.

To auto charge transactions by transaction code:

1 Click Auto Charge in the Transaction Codes Code Setup form to open the Auto
Charge Transaction Codes form.

[l A=t Chargp Trassacties Codes |
Shorslid Fre :

1= [Tprsaction Code Fedraritiraion Fan 3 Flamm Flate: 40 srcand £ paedn cedar o

i Compsn | 7] v andaia Charge

r

Campitis
(e ] [ gl Eawinink | Shadet | Erwodivad | Hew First E iolirest | Respie:
Fapreat | Perard | Ereclrarnd | Ok Haurg
| * i Caargan ifiula ol A B [ r r
| cia Cargar Hansgarsant rctiute 0T S r [ r r
=l | i
I | geee |

2 Select cither the Transaction Code or Campus radio button.

3 Select either Student Payment or Enrollment Payment (selecting one option will
clear the other). New enrollment can be checked in conjunction with either Student

Payment or Enrollment Payment.

e Student Payment: Used to configure an automatic charge to be generated when
a student payment is made prior to enrollment.

o Enrollment Payment: Used to configure an automatic charge to be generated
when a student payment is made following enrollment.

e New Enrollment: Used to configure generation of an automatic charge after

student enrollment is completed.

o First Enrollment Only: Used to configure an automatic charge to be generated
only once, in conjunction with the student's first enrollment. This option is
typically used for enrollment and application fees that are not charged again if a

student enrolls in another program.
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o Require Housing: Used to configure an automatic charge to be generated for a
housing deposit in the case of a housing requirement.

e Returned Check Fee: Used to configure an automatic charge if a check for a
student payment is returned by the bank as a result of insufficient funds (NSF).

4  Click Save to retain your selections or Cancel to ignore any changes.

5 Click Close to exit the form.

To auto charge transactions by campus:

1  Select the Campus option and a campus from the drop-down list in the Auto Charge
Transaction Codes form. A list of transactions associated with the campus appears.

i Aete Charge Trassocties Codes

3 hoee Lind Fra

™ TpwstionCode

= Commmis

s [ Counpin mandind
bp Progean Varsan

3 Plaarm Flote: &n srcund £ squred n ool o

T -| -k e

Trasraabion Codes

(e ] Disoriphon Lok | Shudet || Ervolinend | Hew Firsk E raoliresnt | Fisguis =

FPaprsant | Fewrand | Envclirand | Onky Haum
|k |ADIAH Adrarhaton Fes m| r F r r
| |ARTILP Ast S upplms r r r r r
|| |ATTERDRC  |ARerdarce r r r r r
_|EI:|I:|E. Hooks r r r r r
| |BFSHEC Heochooe Micalsraos Sear r r r r r
| jcoeE I cargpubar 5 aracar = r | r =
|| |E-TOREE Crams Esturaian Fas r r r r r
| JAMDER Clapand r r r r r
I [ Enarn Aniaa Fan ] F r r r r
|| |CFOFFEE Fua ko droppang o clazr han b | r [ r |
I (i) Faad Laves r r r r r
_||r|1 | narnat r r r r r
. IS Irdmral Savaz r r r r r
|| JLAE Labaralap Fam = r | r =
|| |LESSOHA Larzan A slaka Fas r r r r r
|| |REE Fegiradion Fas r r r r r
. |SFEE 3 udant P r r r r I__E
i [

§

2 Select the applicable event, such as Student Payment or Enrollment Payment, for
each transaction listed in the grid.

3 Click Save to retain your selections or Cancel to ignore any selection.

4  Click Close to exit the form.

To auto charge transactions by program versions:

1 Select the Campus option and a campus from the drop-down list in the Auto Charge
Transaction Codes form.

2 Select the Override Campus amount by Program Version check box. A list of
program versions is available for selection. Select a program version from the drop-

down list.
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il Aete Charge Trassactios Codes x|

3 b Lind Fx
T Tpreipobion Code: 3 Plammm Mot 50 srcand £ sqaedin cedar o
= Cammes [T —r E| B B ALK Charpe.
I ey Dk Cinpai pariend ! E'I
by Progeans Varsan
Thar arsunt vl b charped wihan & progean veooon kel blenk balowr S0 00
Tranesotion Codes
Cods [l i Larwon ik | E naoliresnt | Flsa Fitd Eramllingni
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| |GEHEST Huachmics ol Somnca i Carmal M srsgerarn | r |
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Note: In this illustration, the $50.00 amount in the This amount will be
charged when a program version is left blank below message
represents the campus amount assigned to Administration Fee.

3 A list of transactions associated with the program version appears. Select the
applicable event check boxes to access each transaction.

4  Type an amount for any transaction code to enable the Apply amount to all
program versions and Apply events to all program versions buttons.

e Apply amount to all program versions: Selecting this button invokes the
system to type the same amount in all subsequent program version rows.

e Apply events to all program versions: Selecting an event such as Enrollment
Payment, New Enrollment, or First Enrollment Only and then clicking this
button invokes the system to apply the same event selection for all subsequent
program version rows.

5 Click Save to store your selections or Cancel to disregard any changes.

6 Click Close.

Posting Admissions Deposits
1 Select Daily > Student Accounts > Post Deposits to open the Post Deposit form.

2 Enter the date range for the Admissions Deposits you need to post.
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3 Click the New status option to see new Admissions Deposits. Click the Rejected
status option to see any Admissions Deposits you previously rejected.

Selection
Dates Received | 7/10/2008 || to |7/10/2008 | =] Trans Code lﬂ.IITlansaction Codes EI
Status [¢ Mew [ Rejected =
Dizplay
Deposits Received
| Student Mame | Bill Code Description Receipt Mo .-’-‘«mountl Type | Defal
4| 1|
Tem | Izl J Cash Drawer | EI
Accept Al | | |Z| | | LCloze |

4 Press the Display button.

5 Review the deposits listed against the deposits you have actually received.

6 To accept all deposits, press the Accept All button. To accept individual entries click

on the Post check box next to the appropriate entries.
7 Selecta Term.

8 Select the Bank Account where these Admissions Deposits will be deposited.

ﬁ Post Deposits - Campus Management Institute

Dates Received | =] o] [ =] Tranz Code |AIITran$action Codes E
Status [ MNew [ Rejected
Deposits Feceived
Student Mame A5 Seq | Term Stat| Post | Auth. | Decl | Auth/Decl Mumber

P | Smith, tary 1 20055 N r r r
Smith, Mary 3 Z200BW N r r r

Kl 1]

Term  [2005w IZ| Bank Account |<Use Default Account for F'a_l,lmentEI

Accept Al | FEtrint | Save | Cancel | |

9 Press the Print button, then the Preview button for a report. Close the report.
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10 Press the Save button to post the Admissions Deposits that you have selected.
11 Press the OK button.

12 Press the Close button.

Posting Charges or Adjustments

To post a charge to an individual student’s ledger card:

1 Open the student’s ledger card and click on the Post Charges button to open the Post
Charges form. The student’s name will appear in the Student ID field. The next field
will be populated with the student’s current enrollment (edit as necessary).

2 Select the academic year (Acad. Year) to which the transaction is related.

Post Charges
Student |.-'1‘-.tmann, F.aren - 13749 EI Segarch

E nrollmett |Fau:i|iities b anagement for 20055 E|

Acad Year | 1-7M14/2005 to 41342006

Tranzaction Type
f* Charge i Aduzstment

Bill Code |Enmputer Services EI

Arnount $2EIEIE| Tranzacton Date |3/16/2005 : |
Reference Term |2EIEIES IEIJ

Dezcription |E|:|m|:|uter Services

Save | Cancel | Cloze |
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6

Select the radio button for the transaction you wish to enter: either a Charge or an
Adjustment (negative amounts allowed). Select a Bill Code from the drop-down list.
This item will also populate the Description ficld.

Enter the Amount of the charge in dollars and cents. In a charge transaction, the
amount is always entered as a positive (debit) value. In an adjustment transaction, the
amount can be either positive (debit adjustment) or negative (credit adjustment). To
enter a negative amount, type the minus sign (hyphen) in the amount field before you
enter the amount.

Enter or select the Transaction Date, and make an entry in the Reference field as
necessary. Click the down arrow by the Term field to select a term to be associated
with the transaction.

Click Save to post the transaction to the ledger card.

To post charges to multiple student ledger cards:

1

2

Select Daily > Student Accounts > Post Charges to open the Post Charges form.

Press the Search button, search for the student, and double-click on the student name
in the search results.

Select the academic year (Acad. Year) to which the transaction is related.

Post Charges
Student |.-'1‘-.tmann, F.aren - 13749 EI Segarch

E nrollmett |Fau:i|iities b anagement for 20055 E|

Acad Year | 1-7M14/2005 to 41342006

Tranzaction Type
f* Charge i Aduzstment

Bill Code |Enmputer Services EI

Arnount $2EIEIE| Tranzacton Date |3/16/2005 : |
Reference Term |2EIEIES IEIJ

Dezcription |E|:|m|:|uter Services

Save | Cancel | Cloze |

Select the radio button for the transaction you wish to enter: either a Charge or an
Adjustment (negative amounts allowed). Select a Bill Code from the drop-down list.
This item will also populate the Description field.

CampusVue User Guide: Managing Student Accounts (Campus) 25



Student Accounts Transactions

5 Enter the Amount of the charge in dollars and cents. In a Charge transaction, the
amount is always entered as a positive (debit) value. In an Adjustment transaction,
the amount can be either positive (debit adjustment) or negative (credit adjustment).
To enter a negative amount, type the minus sign (hyphen) in the Amount field before

you enter the amount.

6 Enter or select the Transaction Date, and make an entry in the Reference field as
necessary. Click the down arrow by the Term field to select a term to be associated

with the transaction.

7  Click Save to post the transaction to the ledger card.

8 Repeat steps 2-7 for additional students.

Posting Batch Charges or Adjustments

Batch Transactions is the process of batch posting charges or adjustments based on
common criteria (i.e. status, program, start date, graduation date, and student group). The
result is a distribution of charges to the students’ ledger cards.

To post a batch of charges or adjustments:

1 Select Daily > Student Accounts > Post Batch Charges/Adjustments to open the
Batch Transaction wizard.

Post Batch Charges/idjustments
Transaction [nfarmation

Tranzaction Type

(¢ Charge

i Adjustment

™ Student Services Fees

Bill Code |

Amount

Reference |Batch:8/16/2005

Academic Year l_

0.00  Transaction Date |8/416/2005 :

Term |Z| J

Drezcription |
L

gl.!
_~
L

"
-

Cancel |

| Mest » | |

2 Select the Transaction Type (Charge, Adjustment, or Student Service Fees), the
Campus to which the transactions will apply, and the Bill Code for the transactions
to be posted. Enter the Amount, Transaction Date (defaults to today’s date), and the
Reference. Select the Term to which the transaction is to be applied. Enter the

Academic Year and Description. Click Next.
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harges/Adjustments

Transaction Information

Tranzaction Type

{* Charge ™ Adiustment (™ Student Services Fees

Campus |Eampus tdanagement Inztibute E
Bill Code |C0mputerServices COrP EI

Amont 200000  Transaction Date |8/16/2005 :
Reference |Batch:8/16/2005 Tam 20055 EJ

Academic Year ’_ﬂ

Description |D:um|:uuter Services

Cancel | | Mewt » |

3 Select or enter the Selection Criteria as required. Click Next.

Post Batch Charges/Adjustments

Selection Criteria

Yerzion Start Date | |L| To | |L|
Re-Entry Date : To :
Graduation D ate | |L| To | |L|
Program Verzsion | ﬂ J
Shift | = -
Schoal Statuz | ! I"Q‘C"\f'e . ”~ Select &l
+ Applicant Proceszing
+ Enrollment Clear &l
+ Graduate - Placement
- InSchool - Placement
+ MNever Attended b
Student Group | E|
Cancel | < Back | |

4 The wizard displays a list of transactions meeting the selection criteria you entered on
step 2. If the system identifies any exceptions in the list, a message will appear:

Campus¥ue m

@ &4 exceptions have been found. Exceptions (highlighted) are students with multiple enrollments or students that have an out of school status.

5 Click OK to view the list; exceptions will be highlighted in gray.
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C T e ook beanil, Dbl peoenk: IRGets Emsmben

To delete a student from the list, highlight the student’s name and unclick the
selected box. Click Print to review and print a list of the transactions.

6 To proceed, click Post Transactions and the wizard will post the charges or
adjustments to the students’ ledger cards. After the posting is finished, the program
will display a completion message. Click OK and then Finish to close the wizard.

Posting Payments

To post a Scheduled FA Disbursement or Student Payment to an individual
student’s ledger card:

1 Open the student’s ledger card and click the Post Payments button to open the Post
Payments form.

Student |

Enrollment |F'ersonne| I anagement E|
[ |

Acad Year | 2 - 6/5/2006 to 31102008

[~ Scheduled Financial Aid Disburzemnents / Scheduled Student Cash Payment

Payment Source Payment Type
Source | E| Lz

Check.
Sched Date | Gross Fee Met

Credit Card
EFT
MHaon-Cash
ACH

TFTTITITYE Y

Checki |

Cash Drawer Session

Kl

D ezcription | El
Transaction D ate IWE Amount 0.0
Feference | Termn | E|J
Paid By [Student Sel ] -
Iv Apply Payment [ Print Receipt Save | Cancel | Close |
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The student’s name will appear in the Student field. The next field will be populated
with the student’s current Enrollment (edit as necessary). Select the academic year
(Acad. Year) to which the payment applies.

If you are posting a scheduled payment, click Scheduled Financial Aid
Disbursements/Scheduled Student Cash Payment checkbox and then click the
down arrow next to the Source field to select from a list of available fund sources
that you can post to the ledger card.

Note: The FA disbursements and student payments must be in an Approved

8

9

10

status to post to the student’s ledger card.

Select the Payment Type you are posting (the default is Check). Enter any required
information, such as check number or credit card information.

Accept the default Bank Account or select a different one from the pick list.

Enter or select a Transaction Date. If the amount is to be a debit to the student’s
account, enter a negative sign (hyphen) before the amount.

Make an entry in the Reference field if it is your school’s policy to do so. Select a
Term to which this payment applies. In the Paid By box, select the person who is
making the payment.

Deselect the box labeled Apply Payment.
Enable the box labeled Print Receipt to provide a receipt for the student.

Click Save to post the payment to the ledger card.

To post a Scheduled FA Disbursement or Student Payment to multiple student
ledger cards:

1

2

Note:

Go to Daily > Student Accounts > Post Payments.

Press the Search button, search for the student, and double-click on the student name
in the search results.

Select the academic year (Acad. Year) to which the payment applies.

If you are posting a scheduled payment, click Scheduled Payment and then click the
down arrow next to the Source field to select from a list of available fund sources
that you can post to the ledger card.

The FA disbursements and student payments must be in an Approved
status to post to the student’s ledger card.
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Student lﬂ'-.bl:u:utt, Nictora - 194 E| Search

Enrallment |B ach. of General Management E

Acad Vear | 1-5/6/2002 to 5/2/2004 -]

Iw Scheduled Financial Aid Dizbursements / Scheduled Student Cazh Payment

Paprment Source Payment Type
e (" Cash
Source fEI & Check
" Credit Card
6/5/2002 " EFT
FAas2002 20000 Q.00 200,00 " Maon-Cazh
a/8/2002 200,00 Q.00 200,00 " ACH

9/5/2002 | 200.00 0.00 200.00
10/5/2002 | 200.00 0.00 200.00
11/5/2002 | 200.00 0.00 200,00 Checkt |

Principal 200.00  Total Payment: 200,00 Lash Drawer Session

Interest: 0.00 | EI

Dezcription |5tudent Payment 2003-04

Tranzaction 0 ate |?.-"'| 42005 IL' Arnount 200.00

Heference| Term |2DEI2S IEIJ
Paid By [Student Sel ] -
v Apply Payment | Print Beceipt Save | Cancel | Cloze |

5 Select the Payment Type you are posting (the default is Check). Enter any required
information, such as check number or credit card information.

6 Accept the default Bank Account or select a different one from the pick list.

7 Enter or select a Transaction Date. If the amount is to be a debit to the student’s
account, enter a negative sign (hyphen) before the amount.

8 Make an entry in the Reference field if it is your school’s policy to do so. Select a
Term to which this payment applies. In the Paid By box, select the person who is
making the payment.

9 Deselect the box labeled Apply Payment.
10 Enable the box labeled Print Receipt to provide a receipt for the student.
11 Click Save to post the payment to the ledger card.

12 Repeat steps 2-11 for additional students.
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Note: If you are posting a non-scheduled Student Payment, you will disregard

selecting the Scheduled Financial Aid Disbursements/Scheduled
Cash Payment checkbox. The standard information will not be auto-

populated. You will need to enter the Description, Transaction Date,
Amount, and Term manually. The remainder of the process is the same.

To post payments with a credit card:

1. Open the Post Payments form, either from the student's ledger card or by selecting

Daily > Student Accounts > Post Payments.

ﬁ Post Payments

X|

Student IJnnes,Mike Ij Search |

Enrollment IE ach. of General Management

Acad Year I 4 - 11/2/2004 to B/21/2005

=
=

[T Scheduled Financial Aid Disburzements / Scheduled Student Cazh Papment
— Pavment Source — Papment Tupe
" Cazh " Authorize
Souce B  Check -]
Sched Date |Gru:uss |Fee |Net {+ Credit Card Authorization &
i EFT
" Maon-Cash I
i~ ACH

Cazh Drawer Seszion

J0D

Dezcription IGeneraI Cazh Payment

Tranzaction D ate IEJEFEUUE |L| Arnourt I 200.00

Refererice IJHF Term IEUU?UEM
Paid By |Student |Sel
v Apply Payment [ Print Beceipt Save | Cancel |

2. From the Student drop-down list, select the student ID of the student for whom the

payment is to be posted.

3. Select Enrollment and Academic Year.

4. If a scheduled financial aid disbursement or a student cash payment is involved,
select the Scheduled Financial Aid Disbursement/Scheduled Student Cash

Payment check box.
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5. Select the source of the payment from the Source drop down list.

6. Select Credit Card as the payment type, and credit card authorization fields and
buttons appear on the form. If a user already has a default credit card, that card will
appear automatically in the Credit Card drop-down list.

e Authorize

fisa EE

Authorization #

Note: If no credit card information has previously been entered for the user,
click the Add Credit Card button. The Credit Card Info form appears
where you can enter and store the type of credit card, credit card number,
verification number, expiry date, and card holder name and address
information. If you select the Default Credit Card check box, the credit
card becomes the default credit card for the student. This default credit

card is highlighted in all the forms that have the credit card drop-down
list.

x
Type [\isa =]

Credit Card # |4nnn-nnun-nnnn-nunz

Expirez |_5 ! |2EI1EI vI

Card Holder Firsthame IMike

Card Holder Lazthame IJ anes

Card Halder Street Address |535 Park. Street

Card Holder &partment |1 ar

Card Holder City IEaIifDrnia

Card Holder State Im :I
Card Holder £ip Code |333'I a

v Default Credit Card

Cancel | Close

7. Click Authorize to approve credit card payment.
8. Type Authorization Number obtained from the credit card authorization center.
9. Complete the remainder of the Post Payment form.

10. Click Save to save the payment to the student's ledger card.
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Searching for a Transaction

CampusVue allows you to search for a transaction posted to a student’s ledger card. This
search function can be filtered by the following transaction types: Charges, Payments,
Debit Adjustments, and Credit Adjustments.

To search for a transaction follow these steps:

1 Select Daily > Student Accounts > Transaction Search to open the Student
Accounts Transaction Search form.

= Tranzaction Tupes
Campus | |Z| e
W Charges v Debit Adjustments
Tranzaction Date | |L| ta | |L| Iv Payments Iw Credit Adjustments
Schaol Slatus| ﬂ J Cash Drawer Session |
Bill Code E Program | ﬂ J
Description | Fund Source |z| Al
Amount | to | Term | BJ
Reference Check Mo Exp StartDate| |L| to | |L|
Bank Account | J Enrallment D ate | |L| ta | |L|

[ Include Only Non-deposited [tems
* Listif Charged List if Mot Charged List if Charged/Ma Payments

Mame Date Type | Code Dezcription Arnount Term Al ~

1| v
Frint Adjust Tranzaction | Cloze |

2 You may filter the search by Campus, Transaction Date, School Status, Transaction
Type, School Status, Bill Code, Program, Description, Fund Source, Amount, Term,
A/Y, Reference, Check Number, Exp. Start Date, Enrollment Date, List if Charged,
List if not Charged, and List if Charged/No Payment.

3 Click the Search button when you have finished selecting your criteria for the search.

4 The transaction(s) meeting your search criteria will appear in the grid in the lower
part of the form. The default sort is by Name. Select the transaction you need to
adjust and click the Adjust Transaction button to open the Transaction
Adjustment form.
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ﬁ' Transaction Adjustment - Brown, Ann m

Description § I
Reference |BatchiB/27,/2002

Termn

S

Acad Year | 1-11/15/1933 to 51242000

App/Enral |Financial Ethics

m EI Tranzaction Date

Bill Cade

Comment

Delete Thiz Trahzaction | Save | Cancel |

5 You can delete the transaction by clicking on the Delete This Transaction button, or

edit the Reference, Term, Bill Code, Transaction Date, and Amount.

Adjusting Transactions
To make changes to any transaction on the individual student’s ledger card:
1 Open the student’s ledger card and highlight the transaction to adjust.

2 Click on the Adjust Transaction button to open the Transaction Adjustment form.

m Transaction Adjustment - Atmann, Karen

Description | sEEe=

Reference |

Term |20055 E| J
ficadYear | 1-7/14/2005 to 4/13/2006 |
E nrollment |Faciliitiex M anagement for 20055 ﬂ

Bill Code [COMP E Tranzaction Date |8416/2005 :
Amount 2,000.00

Comment

Delete Thiz Tranzaction Save Cancel
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To delete a charge:
1 Enter a comment (required) and click the Delete This Transaction button.

2 Click Yes to the message “Ok to permanently remove this transaction from the
student ledger card?” and then click OK.

To adjust charges:

1 Update Reference, Term, Bill Code, Transaction Date, and/or Amount as
appropriate.

2 Enter a comment (required) and click Save.
To make changes to any payment on the individual student’s ledger card:
1 Open the student’s ledger card and highlight the payment to adjust.

2 Click the Adjust Transaction button to open the Transaction Adjustment form.

ﬁ Adjust Payment - Atmann, Karen

[BI=eyte) tog W | Puiblic Lawe S cholarship 2004-05
Reference |
Term [20055 -] -
beadYear | 1-7/14/2005 to 4/12/2006 |
Enroliment |Faciliities I anagement for 20055 ﬂ

Amount Tranzaction Date .

Payment Type

t» Cazh B atk Account |F'ayr0IIAccount
" Check

" Credit Card
" EFT

™ Maon-Cash
" ACH

Eafx

Paid By [Student

Comment

| Woid Payrent | Save Cancel

To delete a payment: Enter a comment, click the Delete This Payment button.

1 Click Yes to the message “Ok to permanently remove this payment from the student
ledger card?”

2 (lick OK.
To void a payment:
1 Enter a comment (required) and click the Void Payment button.

2 Click Yes to the message “OK to void this payment on the student ledger card?”
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3 Click OK.

For a returned check:
1 Enter a comment (required) and click the Returned Check button.
2 Click Yes to the message “OK to mark the check as returned?”

3 Click OK.

Note: An automatic NSF Fee may be added to the student ledger card after
using the Returned Check feature; check with corporate accounting if the
NSF Fee amount is not correct.

To adjust a payment:

1 Update Reference, Term, Amount, Transaction Date, Payment Type and/or Bank
Account as appropriate.

2 Enter a comment (required) and click Save.

Note: CampusVue allows a refund or stipend check to be voided or modified, but
user permissions and system configuration will determine which options
are enabled. For example, if the check has been issued and is showing a
Cleared status, the Void This Transaction option may be disabled. See
the “Adjust Transaction” Help topic for more information.

I void Refund/Stipend Check - Cooper-Porterfield, JEN x|

"Adiuslmenl Type

«q

" Modify Tranzaction

Drescription |F| efund - SUB 2007-08
Reference |3333

Term |E2DD?SUMHBW2 E|_|

dcad Year | 1-10/15/2007 to 7/5/2008 =

Enrallrent IMedicaI Azzisting A5 97 Credits U5 w.01

Amnaurt I -100.00 - Transaction D ate I4a"11£2008 :I

Refund Infarmation

Checkf 35765432 Bark Account |T4 LOAN CLEARING M|
Check Cleared Date I . Check Status I u
Comment

) . .
" Re-schedule the check to print again? Void Cored |
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Performing Registration Billing

Registration Billing is the process of batch-posting charges based on student registration
and the billing method established for the program in which they are enrolled. The result
is a distribution of charges to the students’ ledger cards.

To perform Registration Billing:

1 Select Daily > Student Accounts > Registration Billing to open the Billing wizard.

Student Accounts - Billing

Step 1 of 4: Select Billing Method

Select Biling Tepe  [Tem IZ|

Select Biling Method |Term Test ﬂ J

| Lancel | | Mest > | |

2 Select the Billing Type. Select the Billing Method to Process. You may select more
than one Billing Method by clicking the ellipsis J button.

3 Click Next to go to Step 2 of the wizard. The configuration of Step 2 depends on
your choices in Step 1.

Student Accounts - Billing

Step 2 of 4: Select Fopulation Bill By Term
Tern [2006F =] [2005Fa [
Program Yersion |<,.-_\|| Program YWersions: E
Shift [call Shitts> -]

Student Start Date | |L| to | |L|
Graduation D ate | |L| to | |L|
Student Group | EI

Select Categaories to Include
W Active I~ Pemnanent Out

v Eniolled [ Mever Attended
[ Termparam Out

LCancel << Back
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4 Select the Term for which the billing is being processed, then select the Program

Version and Shift (or accept the “All” defaults). Click Next.

Student Accounts - Billing

Tem |2006F

t Step 2 of 4: Select Population

Bill By Term

[+][2008 Fa

Program Yersion |<AII Program Vergiong:

Shift [<4ll Shifts>

[]

[]

N

Student Start D ate |

= |

Graduation Date |

o o |

Student Group |

Select Categories to Include

v Active
v Enrolled

[ Temporary Dut

[ Permanent Out
[~ Mewver Attended

[]

L=
L=

Cercel | [£

Hext »» | |

5 The wizard will gather and display a list of the transactions to be processed in this
billing and the students who will be charged. Click Print to view and print this list.

Studend Actounts - Billng

Step 3 of 4: Review Transaction List

Shuderd BT | Fiogeam [Stahar [ CradHi Se] Tomibe' | Bl Code|  domourd |

B | Smith, Iohn 12345402 | Markalng FUIT 4 JIKEF T ANCKL 00

[ | 5mith,John [ 123450712 | Makaling Ul |4 |F00eF TN G000 00

|| Smith, fobn | 12345112 | Maskating FUT |4 |2006F | BOO) 300,00

|| smath, John [ 123651212 | Marketng FuT [a 0EF | SFEE 100.00

Ramave Retoida | fudd Recoid Recod Count & Pt
Save Batch | ¢ fach P s |

6 If you wish to continue with the Registration Billing process after reviewing the
report, click Next.

7 The wizard displays a summary of the transactions that will be posted to students’
ledger cards. Enter or select the Transaction Date to appear on each transaction. The
wizard automatically generates the Reference Number.
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Click Finish to begin the actual process of updating student ledger cards. When the
posting is finished, the wizard will display the message “Registration Billing
Complete.” Click OK to close the wizard.

The Registration Billing report will generate. Print as appropriate. Close the report.

Registratian Billeng o, el
e 1) LT

s s
| EaxE | miwe | ()
e il 4 1 il

EVEEE | PTRS | DR | G

buia | EHEREE | PR | DIRSHUR | LA |

Printing Student Statements

In this topic you will learn how to print on-demand student statements for those students
who are making scheduled cash payments directly to the school. Various criteria can be
chosen to select the students for whom statements will be printed.

To print a student statement:

1

3

Select Daily > Student Accounts > Student Billing Statements > Student
Payment Statements.

Accept the Batch default and select your Campus. If you wish to print a single
student’s statement, click Single Student and click the Search button to find the
student’s name.

Enter the Closing Date for which you want to run the statement as well as any
Comments you would like printed on the statement. Then click Next.
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wficin I B

4 Select Status, Shift, and/or Program Version. Press the Select All buttons to select

all statuses, shift, and/or program versions. Click Next.

TR E R EE

Cooooooog

5 In Step 3 of the wizard, you will select the Balance Source, ID to Print, and whether

to Include the current account balance, current principle balance, current interest

balance, and include payment coupon.

Prist: Bl nkmesets - Pk feckiviky

S |

6 Click Next.
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7 Review the list of students to receive statements and then click Print Statements. (A
sample statement is shown below.)

Epeg— ik
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inbr] ]
T kb, b o Bk o] I o el s g
[ g~ =] [T ]
P e I
A Ok Bk
[ [————yy .
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L1 0] W Lo T
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8 You can print and mail the statements or save the statements to a Microsoft Word
document by going to Report > Export and choosing the Word for Windows
document format and Application as the Destination.

ﬁ Report ¥iewern
Repaork  Mail Merge  Excel

& [ [0z

Preview |

Export E|
Farmat:
|=3 MS word ~
Diesstiration: Cancel
EY:rplication ~|

9 When the statements are in Microsoft Word, select File > Save As and then locate
your “C$ on ‘Client’(C:)” directory to save the file on your hard drive.

Close the report preview after you view and print your statements. The Print Student
Statements form will still be on the screen. If your statements printed successfully,
answer the question “Did statement(s) print OK?” by clicking Yes. If not, click No and
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the wizard will return to the first page so you can start over. Then click Finish. Posting
Approved FA Disbursements

This procedure is used to post financial aid disbursements after they have been approved
in batches by the FA Department.

To post FA disbursements:

1 Select Daily > Student Accounts > Post FA Disbursements to open the Post
Financial Aid Disbursement Batch form.

Harh ¥ "Fure! Brueen == FordWors Huchfomer S Sk S Thpead ||
A CRfed A esnamed IR 2L 2 2L 2
(ST TTTT I I - T TYIc!  : -V i |

S, TT4T 1 _-!
e I = o Poatn {7 #IH 5 BBl

..:-\_':I .\-TI' L. Le (=3
........ 0 :.m =T - | i | |

2 Select the batch(es) to be posted. Enter the Date of the disbursements. Select the
Term that applies to these disbursements. Select the Bank Account from which the
disbursements will be distributed. (The bank account will be debited and the student
ledger accounts will be credited.) Select the type of payment from which the
disbursements will be distributed: EFT, Check, Non-Cash, ACH, or Credit Card.
Then, enter the Check/ Electronic Funds Transfer (EFT) Number.

3  Click Print to print the FA Disbursement Batch Tracking report.

4 Check the Select Approved Batches check box if you want to print receipts for
previously approved batches. The form changes as shown below.
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5 Click Print to print receipts for the disbursements in the batch. Mail the receipts to

the students or parents in the case of PLUS loans.

Each disbursement is posted to the appropriate student ledger card. The Transaction

Detail form shown here is an example of disbursement posting.

Student Mame |Ern:uwn, Ann

#pp/Erroll |Financial Ethics

Tranzaction # |1

Detail T Other Information
Source |Stuu:|ent Academic Year 1
Tupe |Paymert Campus |EMI

Tem |F| andy's Winter 99

Reference |

Description |F'e|| Grant Payment

Statusg |E|

Date 11141541939
Post Date |171418419339
Amount |$1,083.00

Fayment Type |EFT

Applied |$n.nn

User ID |RSDEHN

Bank Acct. |Dperating Accaunt

Return bMethod |

Check # |EFT

Feceipt # |99-322-nnn1

[rate Receipt Printed |

[rate Applied

Sent Back |False

Cash Drawer Seszsion |

Bark Acct No. |560845314

Cloze
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Processing Drops

When students separate from your institution, for whatever reason, proper accounting
methods require that you close out their financial transactions. This topic will show you
how to monitor for dropped students, calculate refunds (Title IV and non-Title IV) and
perform other exit processes.

Running a Drop Report

Running the Drop Report on a regular basis will enable you to determine which
students’ accounts should be adjusted to reflect their status change.

To run a drop report:
1 Select Reports > Student Accounts > Drop Report.

2 On the Selection tab of the Report Selection form, complete the Include Student
Addr?, Include Transactions?, Transaction type and Print Refund Calc Info?

fields.
i r— : ot Yo o] s e -
o o T e ?‘”"' : Fﬁ
Load Fra | Emeade | Aneoew riiorn Aoy ]T M
[ T = 1 . Azl Gz e .
I o
7 Prcbr 6 Dmeripierss | Iz kel Sk S [ E|
Inckate Tirwendoe? [flom []
L Tomwecdm Tupe, [T Ptz o +]
phoolShha Print Ainkred Cake bt 7 =
Cesframinstion o | Lol = [+][-
Leat G i | [=] =] [x]].-
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G Do fid Endnmtemor |- [Fas [ O

3 Click Preview. A sample copy of the report is included below.
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Calculating Refunds

To calculate a refund for a student:

1 Open the record of the student for whom the refund is to be calculated, and check the
student's status. Make any necessary changes.

2 Select View > Student Accounts > Refund Calculation to open the Refund
Calculation form. If any previous refund calculations have been processed for this
student they will be listed on the grid.

m Refund Calculation, - Atmann, Karen

Enraliment | Facilitizs Management for 20055 - Expected Refund I:I
| d J Process Date
Description Type Statuz Date Calculated
Mew Befund Calculation g [
Mew Refund Calculation H C 8/9/2005
Mew Refund Calculation H M
| add | Deete | Cose |

3 Select the Enrollment for which the refund is to be processed.

4 Click Add to open the Refund Calculation Summary form and initiate a new refund
calculation (or select a previously calculated refund and click Edit to work with it).
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5 You can use the Refund Calculation Summary form to calculate either an Actual
Refund or a Hypothetical Refund. It is suggested that you run the hypothetical
refund first and then after appropriate review, run the actual refund.

6 Click Calculate to run the refund calculation process. CampusVue will display a
message: All Refund Policies will be calculated. OK to continue? Click Yes to
continue.

Calculate Refund il

\?/ The selected Refund Policies will be caloulated. Ok Eo continue?

Yes Mo |

When you select the Calculate button on the Refund Calculation form, the system
will determine whether there are previous Title IV calculations. If there is a previous
calculation, then a prompt displays the following three options:

e View: You will be able to view only the previous R2T4 calculation in a read
only mode.

e Edit: You will be able to view and modify the previous R2T4 calculation.
Recalculation will be based on your modifications.

e Recalculate: A new calculation starts that does not include the entries from
the previous R2T4 calculation.

Return of Title I¥ Funds Calculatio il

Previous Title [% Calculation found. wWhat would vou like to da?

Edit I Recalculate |
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You will then be prompted to review the Date Information-Calculation Period
screen. Review the information, and then click Next to advance to the next screen.
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8 Review the Student Title IV Aid Information screen. Click Next to advance to the

9 Review the Percentage of Title IV Aid Earned and Amount of Title IV Aid
Earned by the Student screen. Click Next to advance to the next screen.

10 Review the Total Title IV Aid to be Disbursed or Returned screen. Click Next to

next screen.
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advance to the next screen.
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11 Review the Amount of Unearned Title IV Aid Due from the School screen. Click
Next to advance to the next screen.

iteap 5 etk o U rsamese] i ¥ ] P Fross s 3 cecesd Calculs@on Feasults

Indtusonal #_ Total i Chrbucrad om|
| Doexipdn__ b Pedod 8. Coukd Hwa Dizbuzad 124
[P ] - Parcard B Tom|
[ i Emrvad 124
E. P WD Dbursersert 124
F. i toba Aairad [
G | netistioral Chagar: 20mm|
H Pascart Unmerrad |
1. rsct Lnarrrad om|
Il Frondched N
¥ Tl Fron S M|

Incheriant aemrpandinba mtuned 0]
| |

12 Review the Return of Funds by the SCHOOL screen. Click Next to advance to the
next screen.

13 Review the Return of Funds by the STUDENT screen. Click Next to advance to
the next screen.
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14

15 Click Print on this form to print the Refund Calculation Summary Report.

16

17 The Refund Calculation Detail form opens. You can edit these details as required.
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Click Finish.
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After you print the report and close the report, the Refund Calculation Summary

form will appear. If you want to see the details behind any of the refund calculations
on the summary grid, select the row and click Edit.

[ |
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18 Then Save and Close the form. Click Calculate to recalculate the refund if
necessary.

19 Click Print on this form to print the Refund Calculation Detail or Refund Calculation
Summary report.

r o . el Tl

20 If you are calculating an actual refund, click Pest to post any charge adjustments to
the student's ledger card. The program will display a confirmation message asking if
it is OK to post the refund calculation. Click Yes.

21 Additionally, when you click Post, CampusVue will create the records necessary to
Print Refund Checks to the affected fund sources. You will not see any entry on the
student's ledger card reflecting the refund checks until they are actually printed and
posted.

22 After the posting procedure is completed, the program will display a confirmation
message. Click OK.

Note: Other changes will appear on the Refund Calculation form. In the top right
corner of the form, the status window will change to "Calculated and
Posted". The Post button will change to Undo Post.

23 [t is possible to "undo" the refund that has been posted. Click Undo Post to return the
student's records to their status before the refund was posted. If you click Undo Post
after refund checks have been printed, CampusVue will display an "Automation
error” message.

Note: Once refund checks have been printed, you can no longer "undo" a refund

calculation. Other accounting procedures must be employed to correct any
misapplication of the refund calculations.

24 Click Close to close the Refund Calculation form.
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Calculating Title IV Credit Balances

Title IV Credit Balances may occur; however, features within CampusVue will allow you
to calculate and report Title IV Credit Balances which will ultimately lead to providing
refunds in a timelier manner. Returning funds is discussed in the next topic.

To gather information on Title IV Credit Balances:

1 Select Reports > Student Accounts > Title IV Credit Balance Report to display
the Title IV Credit Balance Report form.
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2 Select the Campus Group, Program Version, School Status, Status Category and
Terms of the students for which you would like to calculate a Title IV Credit
Balance. The default for each of these selections is All. You must make a selection
for this report to run.

3 Select the Academic Year date range. It is suggested that you run the report for a
year at a time.

4 Select whether to include students with no waivers, and/or those with waivers.

5 Enable the Only Students with Credit Balance box and then select or deselect the
box for printing selection criteria.

6 Click Preview.
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Returning Funds

At times it is necessary to return funds to a student, parent or fund source provider. This
can happen in a pre-planned way when a student has been over-packaged and will be
getting a scheduled amount of money back (stipend) or on the occasion of a student’s
leaving school earlier than expected (refund). This topic discusses the process for
physically returning the funds — either through cutting a refund or stipend check or by
way of an Electronic Funds Transfer.

Batch Processing Refunds / Stipends

After refund calculations are made and approved, CampusVue can print the refund
checks and post the transactions to the student's ledger cards

To print checks:

1 Select Daily > Student Accounts > Process Refunds/Stipends to open the Process
Refund/Stipend Checks wizard.

Faleoiion Crierin =
Fee0a0s —— St Sl i e Mathede — r
! Bipends 21 Al ipard: 13 Dhake Eﬁlmwm |
3 Ainde " M S 1 Whaecier Choacha
i3 Bubirdeny - B et o3 BT
ieem st o W
3 Apirkas Al Raoamh 3 Uss Babsand Ctzds
2l mLt
Pal L ¥ ——
ol "
J Ho
(Lo ]| | -Bek | Hedt- | | Bviw

2 Select Process Refunds, Stipends, or Subsidiary.

3 Select either Retrieve All Refunds or Use Selected Criteria. If you select the latter,
enter the Start Due Date, End Due Date, and Lender information.

4 Select how you plan to disburse the refund under Return Methods.

5 Select Print Checks? Click Yes. You would select No if you are posting the refunds
in CampusVue and printing the checks in some other system such as an Accounts
Payable program.

6 Click Next. CampusVue will prompt for Bank Information. Select the Bank Code,
Student ID to Print, and then enter a Reference, and the Transaction Date.
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7  Verify the scheduled refunds by clicking on the Preview Ledger. If there are
students listed whose funds should not be returned uncheck them from the box
located in the Pay column.

8 After you have completed this task, click on the Print Checks button.
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9 Select the check type and enter the Check Type, Reference, Starting Check
Number, Check Date, and whether the Campus Name will appear on the check.
Click Print. CampusVue will ask if you want to print the check numbers on the
checks. Click Yes or No respectively based on the printed status.

\‘{/ Print Check Mumnbers on Checks?
Wes Mo |

10 CampusVue will ask you if you if the checks printed correctly. Click Yes or No
respectively based on the printed status.

\p Did the checks print correctly?

ez I (&)
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11 Click Print Ledger for a detailed report. Click Finish.

-hiz-.nz Lhcica
Cngar. Tont Mt D |ne-.-r-u-ed-o-u Fised |ﬂ-a--cl'-"w e Chilavs Py Faer

L R

.
! l J Check(s] Hawe Baen Posted
o] |

Processing Individual Refunds

This is a procedure for manually posting refunds to student ledger cards. In order to post
a refund, you will be asked which fund source is to be refunded.

1 Select Daily > Student Accounts > Post Individual Refunds to open the Student
Accounts-Refunds form.
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2 Select the student to whom the refund applies. Select the Enrollment to which the
refund applies. Select the Payment Source to be Refunded.

3 Select either Schedule Refund or Post Directly to Ledger (No Check Required):

* Schedule Refund. You can add a refund without posting it to the ledger. The
program will add the refund to the “check to print” list under Daily > Student
Accounts > Process Refunds/Stipends. This allows you to schedule refund
outside of performing a refund calculation.

If the payment was made by credit card, the system will present the Credit Card
drop-down list and populate the Return Method field with the Credit Card value.
Select the credit card type from the drop-down list.

* Post Directly to Ledger. This option is used when a check has already been

issued and you want to record it in CampusVue. The transaction will be posted to
the ledger card and FA tables but no check will be scheduled.
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4 Depending on your selection above, enter the necessary data in Trans. Date, Bank
Account, Reference #, Check Number, Return Method (Check, Master Check,
EFT, Net) and Description.

5 Enter the Amount to be refunded.

Note: Negative refund amounts are not allowed, so a message will inform you if
you are attempting to save a negative refund. Some refunds are also
mandatory. Schools are required to refund the funds, and they have to
work directly with the student to recover a loss associated with a stipend.
The program will allow a refund to be issued to a student for an amount
greater than what was paid by the student on the ledger card. If there is a
credit balance remaining after all money has been returned, the credit
balance may be posted as a refund due to the student.
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6 Enter the Date Due. This date cannot be any earlier than the campus location’s
Minimum Trans. Date (from Setup).

7 Enter the Term, Academic Year, and Comment.

8 Check Edit Payee After Save to change the payee information when processing a
refund check.

9 Click Save to save your refund and post it to the student’s ledger card.

Setting up a Stipend Schedule

Stipend Schedules are often set up to distribute money from financial aid fund sources to
the student. You can create one stipend schedule for each academic year defined for the
enrollment. In addition, you can assign each individual scheduled disbursement to a fund
source. This allows stipend disbursements within one stipend schedule to be drawn from
different fund sources.

To set up a stipend schedule:
1 Open the record of the student for whom the stipend schedule is to be maintained.

2 Select View > Student Accounts > Stipend Schedule to open the Student Stipend
Schedule form.

m Student Stipend Schedule - Atmann, Karen Q@@

Enrallment |B achelor of Arts E| Met F& Amount Packaged
07 Inztitutional Charges

Acadernic Year L

Status |E| | Tatal Amaunt Murnber of Disbursements
First Dish Date . Payment Frequency © .
Scheduled Disbursements T Disbursements Made
Fund Saurce | Date | Amount | Term Status | Automz «

Stipend Amount

_,7
[

[ Edit Payee After Save | Cancel | Cloze |

3 Enter the necessary data on the top of the form according to the descriptions listed
below.

4 Click Calculate. CampusVue will fill in the grid with the scheduled disbursements.
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Note:

ﬁ Student Stipend Schedule - Atmann, Karen

Enrollment |B achelor of Atz E| Met F& dmount Packaged

Ingtitutional Charges

Academic Vear (LS

Status |E E| | Total Amaunt 2000.00 Mumber of Disburzements 2
Firzt Disb Date | 8/25/2005 : Payment Frequency ™ Monthly  Days
Scheduled Disbursements T Dizbursements Made
b 8#25?;3;5 ATD;;S 0o — 5 hS tclatlusu:l ﬁumﬁé —| st
oa. chedule ’7
9/25/ 2005 1.000.00 Scheduled N
T

Add
Delete
Cancel

[~ Edit Payee After Save Save | Cancel | Cloze |

Select the Fund Source for each scheduled stipend. Title IV Refunds should be
posted to the latest distribution of fund sources in the following order: UnSub loans,
Sub loans, PLUS loans, PELL grants, and SEOG.

The drop-down list of fund sources will show only those sources that are packaged
for the student and have a net amount received, or scheduled to be received, greater
than zero. CampusVue calculates this amount by the formula: (Amount scheduled to
be received + Amount received) - (Amount of refunds made + Stipends made +
Amount of scheduled refunds + Amount of scheduled stipends).

The fund source for a stipend can be edited only if the status of the
stipend is scheduled.

Click Add (on the Scheduled tab) to add a new disbursement to the schedule. When
adding a scheduled stipend, the program will check the value of the stipend flags. If
the value of the "Limit Stipend Amount" flag is yes, the program will execute the
logic that prohibits the amount of the scheduled stipend from exceeding the amount
packaged for the selected fund source. If the value of the flag is no, the program will
allow the scheduled stipend regardless of the net amount packaged for the fund
source.

Click Delete (on the Scheduled tab) to remove a disbursement from the schedule.

Click Cancel (on the Scheduled tab) to cancel a disbursement but leave it on the
schedule.
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10 Click Edit Payee After Save to change the payee information when processing a
stipend check.

11 Click Save to save your new stipend schedule or any changes you have made.

12 Click Cancel (on the bottom of the form) to cancel any changes you may have made
anywhere on the form.

13 Click Close to close the Stipend Schedule form.

The Disbursements Made tab provides a list of stipend disbursements paid to the
student from the previously established schedule. Data on this tab is display only.
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Enrollment: Select the student's enrollment for which the stipends are scheduled.
Academic Year: Select the academic year for which the stipends are scheduled.

Net FA Amount Packaged: Display only. This information can be used to verify the
validity of scheduling stipend disbursements for a student. If the Institutional Charges
are equal or greater than the Net FA Amount Packaged, stipends cannot be
scheduled.

® [Institutional Charges: Display only. This information can be used to verify the
validity of scheduling stipend disbursements for a student. If the Institutional Charges
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are equal or greater than the Net FA Amount Packaged, stipends cannot be
scheduled.

® Status: If the stipend schedule has been approved for disbursement, set the Status to
A - Approved. Other stipend schedule status options include C - Canceled, E -
Estimated, H - Hold, and P - Pending Approval.

Note: You can cancel the entire schedule by selecting the C - Canceled Status
code.

Total Amount: Enter the total amount of the scheduled stipend.

Number of Disbursements: Enter the number of disbursements to be scheduled. The
total amount will be divided by the number of disbursements to arrive at the amount
of each scheduled disbursement.

® First Disb Date: Enter the date of the first stipend disbursement. It is possible to
backdate a stipend schedule if necessary.

® Payment Frequency: Select either Month or Days. If the payment frequency is
measured in days, enter the number of days between disbursements.

Processing Individual Stipends

Use this procedure to manually post stipends to student ledger cards. When stipend
schedules are set up, the stipend disbursements are related to packaged fund sources.
When you select a student, enrollment, and academic year, the program displays the
related stipend schedule.

To post a manual stipend:

1 Go to Daily > Student Accounts > Post Individual Stipends to open the Post
Student Stipends form.
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2 Select the Student to whom the stipend will be paid.

3 Select the Enrollment to which the stipend applies. The program defaults to the most
re-cent enrollment.

4 Select the Academic Year to which the stipend applies.
5 Select the Stipend Disbursement to Post.

6 Enter the Date Due. Note that this date cannot be any earlier than the Minimum
Transaction Date set in the Campus Information Record.

7  Enter the Date Sent.

8 Enter the Reference Number.

9 Click Edit Payee to change the payee information when processing a stipend check.
10 Enter the Check Number.

11 Select the Term to which the stipend applies.

Note: When you select a stipend from the grid, the term will default to the
Stipend Schedule Term. This is not a required field, and you have the
ability to override this selection. When Save is selected, the program
writes the selected term to the Stipend Schedule Term, Transaction Term,
and Refund Term.

12 Select a Bank Account from which the check will be drawn.

13 Click Save to save the stipend record. CampusVue will post the stipend and display a
confirmation message. Click OK to acknowledge the message.

14 Click Close to close the Post Student Stipends form.
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Third-Party Billing

In this section, you will learn how to generate third-party invoices for more than one
campus per agency and how to approve the third-party invoices.

Third-Party /Agency Invoices

This feature of CampusVue enables you to generate invoices for third parties that have
been set up as active agencies associated with your institution.

To generate a third-party invoice:

1.

Click Daily > Student Accounts > Third Party/Agency Invoices. The system
displays the Primary Selection Criteria screen of the Third Party/Agency
Invoices wizard. This form enables you to select the criteria for billing or
printing invoices.
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In the Student Selection panel, click Single Student or Batch depending on
whether the billing will be for a single student or a batch. If you select Single
Student, the Name field and the Search button become enabled. Click Search to
open the Search form to find the student you wish.

If you select Batch, select the applicable campuses from the Campuses list. Use
the Select All and Clear All buttons to select or clear all of the campuses in the
list.

In Invoicing Options, select either Create New Invoices for Agencies or Print
Existing Invoices for Agencies.

In Invoice Type Selection, select the relevant check box to indicate whether the
invoice will be an individual or a master invoice.

Click Next to proceed or Cancel to disregard any selections.

The Additional Selection Criteria screen appears.
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Select a Closing date. This will be the end date for billing.

Note: Lists are filtered by the relationships set up between Fund Source,
Agency, and Agency Branch. If you choose a fund source that has not
been associated with any agencies, the Agency and Agency Branch lists
will be empty.

10.

11.

12.

13.
14.

In the Fund Source Selection panel, select a fund source. Select or clear all
check boxes. Otherwise, you can select individual fund sources from the list.

In the Agency Selection panel, select an agency. Select or clear all check boxes.
Otherwise, you can select individual agencies from the list.

In the Agency Branch Selection panel, select an agency branch. Select or clear
all or individual check boxes. If you choose an agency that has branches, you
must choose specific branches.

Click Next to open the Filter Selection form. This form enables you to select
filters for generating invoices.
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In the Start Date and To boxes, select the start and to dates.

In Status, select the status(es) that you want to include in this billing. The list
displays all available statuses at your school.
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Note:

15.

16.

17.
18.

19.

20.

21.

22.

In Program Version, select the option(s) you want to include in this billing. The
list displays all available program versions at your school.

In Shift, select the shift(s) that you want to include in this billing. The list
displays all available shifts at your school.

In Balance option, select the option(s) that you want to include in this billing.

Click Next. The Statement Options screen appears. The form enables you to
select statement options that determine the information that you wish to include
in the invoice to the third party.
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In the Statement Comment text box, enter any school-defined text that you wish
to appear in all invoices.

In the Include field, select the relevant check boxes. If you select Course
Schedule, the Term list becomes enabled and you may select a term from the
list. Only Payment Coupon is available when printing a master invoice.

In the ID to print, click the relevant option. This is a school-defined way of
identifying students. Only one option can be enabled.

Click Next. The Review Statements screen appears. The form enables you to
view the students for whom agencies and third parties will be billed. Click Print
Statements to generate these invoices or click Back to return to the previous
form. Select Yes or No to indicate if the invoices were printed correctly. Click
Finish to exit the wizard.

If no student meets the criteria for billing, the Print Statements and
Finish buttons are disabled in this form.
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~ Review Statement

Third Party/figency Invoices

Student Name |SSH |Branch/Fund Souice [Inv.Type |Start Date| Balance |
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Erint Statements |
‘Cancel < Back sty Eirish

Third-Party Agency Invoices Approval

This feature of CampusVue enables you to approve invoices for third parties that have
been set up as active agencies associated with your institutions.

To approve a third-party invoice:

1. Click Daily > Student Accounts > Third Party/Agency Invoices Approve. The

system displays the Selection Criteria screen of the Third Party/Agency

Invoices wizard. This form enables you to select the criteria for approving billing

invoices.

m Third Party/Agency Invoice Approve

x|

— Selection Criteria
— Campusz Selection

— Fund Source 5 election

Mo Fund Source Defined>
Other Resources

Select Al | Clear &l oelect Al Clear &l
Date Created
| e | =
Third Party Invaice Mumber Third Party Invaice Number

I |;I oR | Search
Batch # Ok Fund Saurce Amt Approved | Beview Status Date Created | Uszer D
510 M 0 Mot Reviewed 14042007 System Administrator
521 M 0 Mot Reviewed 5A5/2008 Syztem Administrator
| | 0

Continue LCloze |
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In Campus Selection, select a campus. Use the Select All or Clear All buttons
to select or clear all campuses that are selected.

In Fund Source Selection, select the applicable fund source. Use the Select All
or Clear All buttons to select or clear all fund sources that are selected.

From the Date Created lists, select a date range.
From the Third Party Invoice Number list, select a number.

You can enter a portion of a third-party invoice number in the data-entry field
and click the Search button.

The batch number, Ok indicator, fund source, amount approved, review status,
date created, and user ID for each agency invoice appear. Select an invoice and
click the Continue button.

The student's name, student ID, status, disbursement date, term, fund source,
amount, and campus appears along with an Approve check box. Use the
Approve All or Unapprove All buttons to approve or disapprove all invoices
listed.

ﬁ Third Partyfigency Invoice Approve il

I Student Narne I S5M I Statuz I Dish D ate I Termn I Fund S ource I Amountl Campus
| F | abbott, Victoria & | 553-55-8956 | Cancel | 5/21/2004 | [OTHER: |

I Approved
333.DD| Campus Management | V)

L | i

Approve All Unapprove Al

Batch Totals: ID Disbursements Approved: $0.00

Batch Mumber: 521

CIearDisbursementsI Frint Batch I Save Batch |

Review Status: INot Reviewed 'l

Delete Batch I Approve Batch |

LCloze

9. From the Review Status list, select the status.

10. Click Clear Disbursements to remove one or more unapproved disbursements

from the batch. The program will display a form to allow you to choose a single
disbursement or all unapproved disbursements for clearing. In the Clear
Disbursements dialog box, click either Single Disbursement to clear the
disbursement in the text box or All Unapproved disbursements in the batch.
Click OK. Click Cancel if you change your mind about removing the
disbursement.
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ﬁ Clear Disbursementis) il

— Select Dizburzement(z] to clear

+ Single Dishurserment

Abbatt, Yictaria A
Fund Source: OTHER : Other Resources
Amount; 333.00

{4l Unapproved disbursements in the batch

ok Cancel

11. Click Print Batch to print the FA Disbursements Batch Tracking report.

12. Click Save Batch to save the batch of disbursements for further review. Click
Yes on the confirmation message.

Save and Close X |
? ,J 2k ko sawve this batchy

Yes Mo |

13. Click Approve Batch to complete the processing of the current batch.
CampusVue will ask you to confirm the approval with a message box. Click Yes.

Approve for Posting il

$ 2k ko approve this batch for posting?

Yes Mo |

14. This action generates a new batch ID. Click Yes to print the batch report.

EETET—

Mew Batch ID: 522
Print the Batch Repork?

Yes Mo |

15. Select the Close button to return to the previous screen, where you may select
another batch to process.
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Processing 1098-Ts

The Internal Revenue Service (IRS) requires schools to file 1098-Ts for each student who meets
certain requirements for the Hope credit or qualifies for the lifetime learning credit. From student
records, the system determines which students need to be reported on 1098-Ts. The school must
print 1098-Ts to send to the qualified students. The school can also create an electronic file with

1098-T data to transmit to IRS via the export feature.

To Process 1098T°s:

1 Select Daily > Student Accounts > Process 1098Ts to open the Process 1098 T
form.
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2 Select the Calendar Year for which the forms are to be printed.
3 Enter (or select) the TCC Number (Transmitter Control Code).

4 Enter (or select) the TIN (Transmitter ID number) in the Choose or enter
Transmitter TIN field.

5 Choose either Individuals or Batch. If you select the Individuals option, and click
Next, the program will open the Student Search form from which you can select
specific students either by name or filtering criteria.

6 If you want to use the Billing Address on the 1098-T, you can select to include
transactions for the current Year (through March), or select a date range within the
calendar year specified at the top of the form.

7 Click Next. The students to be reported appear in a grid as follows:
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8 Before you click Next to proceed, you can select any student and click Detail to view

the transactions being reported for the selected student. You have the option of
including or excluding particular transactions by checking or clearing the Include
box next to the transaction.

1098-T Detail - Haas, Tim
Select Transactions to Report on 1098-T

Amounts Billed

| Bill Code |.~’-‘-.m0unt | Reference | D ate | Include |

Scholarship Tatal Charges:  0.00

Fund Source Amnourt Reference D ate | Include |

Total Scholarship:  0.00
Select the bowes to be checked in the 1098-T

[ BoxE [~ Box 8 [~ Box9

Save | Cancel | Cloze

9 Click Close to close the 1098-T Detail form and return to the Process 1098T wizard.

Click Next to proceed. The next form in the wizard allows you to print the 1098-Ts
for the current tax year or create an electronic file for online processing. Those
procedures are described separately below, but are launched from this same form.
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Printing 1098T's

To print 10987T’s:

1 Run the Process 1098-T wizard as described above and select appropriate options. If
the billing address is to be used to address the 1098-T forms, enable the Print 1098-
Ts Addressed to Billing Address check box.

Note: If this option is enabled and a billing address does not exist for a particular
student, the address from the Student Master will be used.

2 Select how the forms will be sorted: by Name, Social Security Number, or by Zip
Code. Enable the sort option by clicking the option

3 Click Print 1098-T.

= Pk 1 (58-Tx o Coarmart T o mar.

Prird 10P8T 1 muidesssad b1 bling addees. 2 B sddrmes doss not sdt
u| e mchcbecrs bt cken: reaccier wall b cood.

Soth
[ e |#Hn HEH S |

r= Comaston s El i Pl

Evpod i Drives [ 1= I=
E:rxat: Pl Frebor [ F T, g
Progr Pl
="

] Towl Fis | l:]Ern;u- B

[ Repieceqen Fie [ cemms |

(o= e

4 The program will display a message like the one below. Because there are actually
three different forms that have to be printed for each student (Copy A, Copy B, and
Copy C), you must first load the printer with the forms for Copy A, print the report,
then repeat this process for Copy B, and again for Copy C.

Campus¥ue

-
1 Print the 1098-T's Three (3) Times (For Copy A, B, and C).
s,

5 If 1098-Ts do not need to be run for the students you selected, the program will tell
you so.

6 Click OK. CampusVue will run the report and display the preview.

7 Load the Copy A forms in the report printer and click the printer button to run the
report. Copy A is for the Internal Revenue Service (IRS).
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8 Load the Copy B forms in the report printer and click the printer button to run the
report again. Copy B is for the student.

9 Load the Copy C forms in the report printer and click the printer button to run the
report for the last time. Copy C is for the school.

10 Close the Report Preview window and click Close to close the form.

Note: When the 1098-T forms are printed, a message asks if they printed
properly. If they did not, click No and the program will allow you to
reprint all the forms, or just reprint a portion of the forms based on the
sort order chosen during the wizard.

Exporting 1098Ts

To export 1098Ts:

1 Run the Process 1098-T wizard as described above until the Create File option is
available.

2 The drive and folder path for exporting files defaults to the path assigned in Setup >
System > General Tab > Enter EDE Path. At the time you export, you can select a
different drive and path using the browse options on the form.
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3 The default setting will send a file to the path selected. Select Test File to create a
file for test purposes. Alternatively, you can select Replacement File to replace an
existing file that has not yet been transmitted.

4 When the options are set to your liking, click Create File.

Note: A data file is created in the folder that you designated in Step 2. The
system names the data file automatically and notifies you of the file name
when it is completed. This data file is the export record that can be sent to
the IRS or to a servicer (if your institution uses one for this purpose).
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Non-Student Account Transactions

In addition to bank deposits, this topic covers posting receipt transactions that are not
student- related. Examples include vending machine sales, bookstore sales, massages,
and so on. You can select the campus and enter the transaction date. You can enter
multiple transaction codes, descriptions, and amounts. After entering all of the
transactions for the day, you can save and print the transactions.

Making a Bank Deposit

CampusVue records all posted payments for the purpose of printing a bank deposit
report. This report can be printed after the last payment transaction of the day, or for any
date range desired.

To make a bank deposit:

1 Select Daily > Student Accounts > Bank Deposits to open the Bank Deposit
wizard.

Bank Deposit

Selection Criteria

Transaction From Date [7/10/2008 =] Ta [7A0c2008  [*]

Cash Drawers =[] STATIOM3
[ STATION313001

v Include ltems not in Cash Drawers

LCancel | | Hewt » | |

2 Select your Campus and the transaction date range. Deposit dates can overlap -- the
wizard will not gather any transaction that has already been marked as deposited.

3 Select the Cash Drawers to include in the deposit and indicate whether to include
items not in cash drawers.

4 Click Next to display the list of Transactions Selected to be included in this deposit.
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5 Click Print to print and review the list.
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6 Close the Bank Deposit Report when you have completed printing and/or reviewing
the deposit. Click Next.

7  Click Yes and Finish to complete the procedure and close the wizard. The program
will mark the listed transactions as deposited.

If you click No, you can click Finish to end the procedure without depositing the
transactions, or you can click Back to return to the previous page of the wizard.
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Posting Miscellaneous Receipts

To post miscellaneous cash receipts:

1 Select Daily > Student Accounts > Miscellaneous Receipts.

ﬁ Miscellaneous Receipts m
Campus | B Date .
Mizcellaneous Receipts
| Select | Type Ref # | D excription | Amnuntl Payrnent Type | Cash Dr |

e +f

Selected Single Row

s.alecm||| C|eam||| Delete | Frint Beceipts| field | Edit | Print | Cancel | Close |
[ —
| [] I []

2 Click Add to populate the fields in the Detail section of the form. The transaction
type selection will automate the GL Credit and GL Debit fields.

Detail
Type WB Ref # ’7
Description |Student break raom Payment Type [Cash |z| g?asu}:er =_ A
GL Credit |
GL Debit |
Tranzaction Code does not allaw GL E dit. Save | Cancel |

3 Click Save to add this transaction to the grid.
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ﬁ' Miscellaneous Receipts m
Campus | E| D ate .
Mizcellaneous Receipts
Select | Type Ref # Description Amount | Payment Typpe | Cazh Dr * |
W  |vending Machine R Student break. room I75.E5 | Cazh Cash Dr__|

o +ff

Selected Single Row

Select &l | Clear &l | Delete | Print Receipts | sdd | Edi | Bint | Cancel | Close |
promsc  [7] S
| [] | []

Note: If the transaction code allows for entering the G/L numbers, the program
enables two columns at the end of the grid allowing you to enter the
Debit and Credit account numbers for the transaction. If the link to Great

Plains is enabled, the program will validate the account numbers when the
user clicks the “Save” button.

4 When all receipts have been added to the grid, select the receipts to post. Click Select
All if you wish to post all of the receipts. Click Save to save your entries and display
a confirmation message that your transactions have been posted.
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Student Accounts Reports

The Reports drop-down menu is organized by departments. Each department has a list of
reports that are relevant to the work done there. The list of reports is alphabetically sorted
for each module and varies in length as new reports are added and old reports are
replaced with newer versions. An asterisk (*) indicates a customized report designed for
your institution(s). You can click Reports > Students Accounts to access reports
associated with the Student Accounts department.

Ty

ACH Batch Detail

e Yindow  Tools

Executive Informakion ACH Batch Report

Zontact Manager *BaA 1098 T Summary Report For 2002 {Shaort)
Admissions * B 1098 T Summaty Report For Tax Year 2002
Financial Aid * B4 Late Refund Calculations

Student Accounts

3
3
3
3
4 *B&_Biling Export
Acadernic Records b *Ba_Biling Export wfout Bil Address
Distance Education b #ga Stodent Payment Biling - Lurp Sum
3
3
3
3

Placement * B_Third Party Funds

Loan Managerment
Student Services

* Bradley Cash Receipts Detail
* Bradley Detail Transackion
Campus Period End Dates
Cash Drawer Session Report

Housing

Cash Receipts Detail
Open Report Selector Cash Receipts Summary by Fund Source

Custom Reports

Custom Reports, designated by an asterisk (*), are reports designed especially for your
campus. Such reports are developed by someone at your school who can use Crystal
Reports®. These reports are created either by editing an existing CampusVue generic
report or by creating a new report from scratch. Your System Administrator can use the
Setup > Report Maintenance option to work with custom reports.

Open Report Selector

You can click this option to display a window in which all reports (for all modules) that
you have permission to run are listed by going to Reports > Open Report Selector.

Accessing Reports

Reports are accessed from the main CampusVue menu under the Reports option. You
can run reports only if your user profile has been granted the proper permissions.
Selecting Reports > Open Report Selector displays a window that lists by department
all the reports that you are permitted to run.
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To access a specific student accounts report:
1 Select Reports > Student Accounts > specific report.

2 Use the selection criteria in the Report Selection form to satisfy your reporting
requirements.

The following screen displays the Report Selection form for the Miscellaneous Cash
Receipts report.
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Report Preview

Click Preview on the Report Selection form to open a Report Viewer window and view
your report.

The following example shows the Report Viewer for the Miscellaneous Cash Receipts

report.
ﬁ Report Viewer, Z E gl
Report  Excel
5 &) iz ~ 111 #h "Crystal e
Presview l
+|- Campus Manage ey

Miscellaneous Cash Receipts

Carnpuses:
Campus Management School of Arts
- Date between 1/1,/2005 and 12/31/2005
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General Features of CampusVue Reports

Following are the generic features of all department-specific reports in CampusVue:

® The Title of the report is in the upper-left corner of each page.
® The Selection Criteria are listed in the upper-left corner of the first page.
® The Sort Order is listed in the upper left corner of the first page.
® The Name of the Program that produced the report is listed in the upper-right corner
of the first page.
® The Date and Time that the report was printed is listed in the upper right corner of
each page.
Column headers are shown at the top of each page.
Group headers are listed on the left side of the report as required by your sorting
criteria. Note that you can sort by all the available sort variables but group totals are
available only for the high-order three sort variables.
The Total number of records selected will be listed at the end of the report.
The Company name will appear in the lower-left corner of each page. (This is the
company name from the Setup > System menu option.)
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Note: Reports from your system parameter tables can be printed in a similar
manner from the Lists menu.

Some reports open as HTML documents. Right-click on the report and then select Print
from the context menu to print it.
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Report Viewer Controls

Report

The Report menu on the Report Viewer form provides for printing the report, printer
setup, exporting the report to other applications such as Excel, and closing the viewer
window. The following options are available on the Reports menu:

® Print: You can select this option when you are ready to print the report. A Print icon
is also provided at the top of the Report Viewer form.

® Print Setup: This option calls the typical Windows printer setup form from which
you can select a printer, set the number of copies to be printed, and access other
reporting functions.

® Save Student Group: If the internal Campus Id and internal Student Id are contained
in the record set for the report, you can save the students listed on the report as a
group. Select this option and give your group a name.

® The following screen displays the New Save Group dialog:

W Save New Group E|

Group Mame ||

Group Type 0 Manual {+ Stakic

[~ Make Group Public

Save | Cancel | Cloze |

In this example, the default definition for the new student group is a "Static" group,
meaning that the list of names in the group can be refreshed on demand (your school can
also choose manual for the default group definition). You can also open the group via
View/Student Groups and change the group type to Dynamic, Frozen, or Manual. For
details refer to CampusVue Help.

® Export: You can select this option to view different export formats. In the example
given below, users can select from the following four export formats: Crystal
Reports Export Formats, Excel, Comma Separated (CSV), and XML Format.

® Report Yiewen
Riepart

Mail Merge  Excel

Prink —L| ﬂ

Prinkt Sekup
Save Student Group
Cryskal Reports Export Formats
a Excel
=
Comma Separated (C3Y
+- Rice, o ( )

l #ML Formak
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With each report selection you can select the format and destination of your report.

Several options are available for both Format and Destination. Click OK after you make

your selections.

Export P§|

Destination: Cancel

= Disk flle |

Format:

® Close: You can select this option to close the Report Viewer form. You can do this
before or after you print the report. The program will return to the Report Selection
form.

Mail Merge

The Mail Merge option appears on the Report Viewer Menu Bar if the following
conditions are met:

*  Your school has letter activities related to students.
* The path to the letters is correctly designated in Setup > System.

e The report being previewed lists students.

When you click the Mail Merge option, all letter activities are listed as options. You can

select the one with which to merge the names on your report.

Select Letter, for Mail Merge

aal A~
ACtivity for employer to student

AD - Lbl, Open Houze Labels

AD - Lbl, Hey Graduate Label

AD - Lbl, Labels

AD - Lbl, Orientation Falder Label

AD - Lbr, January Success Program

AD - Lir, Acceptance Fall - Come Spring

AD - Lir, Acceptance, Proof of Grad, July

AD - Lbr, Acceptance, Proof of Grad, Oct

AD - L, Acceptance, Standard, July

AD - Lhr, Acceptance, Standard, Dot

AD - Lbr, Aniration R evized EA Letter

AD - L, Application Acknowledegrnent

AD - Lbr, B&Wa Cancellation Letter

AD - Lbr, Cancellation Letter

AD - L, Enrollment Agreement 355 per credit
AD - Lir, Errollment Agreement 370 per credit
AD - Lir, Enrallment Agreement 330 per credit
AD - Ltr, Enrollment Agreement Acknowledgment
AD - Lir, Enrnollment Agreement Diplorma 3200
AD - L, Enrollment Agreement Enclosed

AD - Lbr, Envelope

AD - Ltr, Housing Jump-Start

AD - Ltr, Housing Response Confirmation

AD - Lir, Housing Survey

AD - Lir, Mizzed Financial Appointrent bl

" Employer Letter

© Sl sebst | Cance
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When you select to use the Mail Merge feature, you will be able to run the selected
report, use the Merge tool to combine and print letters, and update the student's activity
record after processing the letter. The system will prompt you with a dialog box asking
you would like to update the Contact Manager. If you select 'Yes', then the student's
Contact Manager history will be updated after the Mail Merge is completed.

Excel

This option exports the data on the report to an Excel spreadsheet. This feature appears

if

on every report. The export procedure uses column names for headings. A maximum of
65,000 rows can be exported. However, Sub reports are not exported.

Navigation Tools

At the top of the Report Viewer form, there is a set of navigation tools to help you
maneuver in a multi-page report. By clicking the appropriate tool, you can go to the first
page of the report, the next page, the previous page, and the last page.

S % W d4

The following tools are available for selection:

Report Views: The report viewer provides a method of narrowing your view of the
previewed report. By double clicking on a report heading or sub-heading, you can
open a view containing only that heading and the data below it. When you open a
view of a heading, the program creates a view tab at the top of the report. You can
alternate between views until you get the information you require. You can also print
only a selected view of the report.

Close Current View: Click on the view to be closed and then click this control ( 2 )
to close it.

Group Tree: On the left side of the Report Viewer is a control known as the Group
Tree. It is used to drill down to specific portions of your report. It is more significant
in long reports and in those that have more than one or two groups. Click on the plus
and minus boxes beside the group names to expand or contract the tree list. Click on
a tree item to go to that portion of the report.

Toggle Group Tree: This tool (TE') is used to show or hide the Group Tree. If you
want to see more of the report page in your viewer window, hide the Group Tree by
clicking this tool. Click it again to bring back the Group Tree.

Report Size: Use this tool ( froe =1 ) to size the image of the report to a convenient
viewing size. Select one of the options from the drop down list or type in your own
percentage value.

Text Search: Find the text you need in the report preview by typing it in the Text
Search box and clicking the binoculars. The program will find the first occurrence of
the text in the report. If you click the binoculars again, it will find the next
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occurrence, and so on. Your search text entries are saved in a list so that you can go
back to them by clicking the arrow beside the text box. When you close the report,
your search entries are discarded.

Report Printing

Reports are printed from the Report Viewer window after you have selected the various
filtering criteria and clicked Preview in the Report Selection window.

To print a report in CampusVue:

1 In the Report Viewer window, click the Print icon &l atthe top to open the Print
dialog box. You can choose to print the entire report or selected pages. Indicate the
number of copies of the report to be printed. Click OK to send the report to the
printer.

Alternatively, select Print from the Report menu at the top of the Preview window.
The report will be sent to your designated printer. If you want to change the
destination printer, select a printer from the Print Setup dialog.

2 From the Report menu, select Close to close the Report Viewer window after the
report is printed. You will return to the Report Selection window.

3 In the Report Selection window, you can choose to print another variation of the
report by selecting different parameters. You can also save your previous selection of
parameters by giving them a Preference Name and saving your preference for a later
rerun.

4 Click Close on the Report Selection window to return to the CampusVue main
window.

Cube Reports

The term "Cube Report" refers to a multidimensional, spreadsheet-style report that you
can manipulate for the purpose of extracting data from the CampusVue database. An
ordinary spreadsheet is two-dimensional in nature. As the term implies, a cube report can
accommodate three or more (possibly hundreds of) dimensions in a report presentation.
Most of the CampusVue modules have one or more cube reports on the Reports menu.
Data elements for the various cube reports are provided by the program in a form that you
can readily use or not use as desired for a particular view. Flexibility is the key
characteristic of cube reports. You can move data around on the report, adding or
removing horizontal and vertical data elements to achieve the precise combination of
rows and columns you need to present the results in the proper format.

The program gathers data for a cube report each time the report is opened. The data is
stored in a temporary file while the cube is open. For large databases, this data gathering
effort can take several minutes.

Output can be generated from cube reports in four forms:

® On-screen displays in which rows and columns can be rearranged to suit your needs
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® Printed spreadsheets with optional horizontal and vertical cross footed totals

® Charts and graphs

® Export files to Excel

Cube reports are listed below a horizontal line at the bottom of each departmental reports
menu. In the Student Accounts module, the Bank Deposit report is an example of a cube

report.
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To view the Bank Deposit Cube Report:

1 Select Reports > Student Accounts > Bank Deposit to open the Report Selection
form.

2 Some cube reports are set up with selection criteria and others are not. In the case of
the Bank Deposit cube report, there are selection criteria. Make whatever choices

you

like and click Continue.

3 Click Preview on the Report Selection form to start the gathering of data for the cube
report. The program will gather the basic building blocks of data for the cube. Be
patient, as this can take several minutes. There's a lot of work going on that you can't

Se€.

When the program has assembled the necessary data, the cube similar to the screen
above will open.

Across the top of the cube window are some important controls.

Preview: Shows you a preview of the printed report in spreadsheet format.

Graph: Takes you to the graph design feature. You need to select the data
elements you want in the graph before clicking Graph. Ordinarily, you would not
want to graph the totals along with the data cells. To select data cells to be
graphed, click one corner of the range with the left mouse button, hold the button
down and "drag" to the diagonally opposite corner of the range. All selected cells
except the first one will be darkened.
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e Excel: Exports the cube report to an Excel spreadsheet. You can also select the
parts of the report you want to export before clicking Excel. You will also export
the totals unless you take action to do otherwise.

e Exit: Closes the report and returns to the CampusVue work area.

* Show Totals: You can elect to show or not show the totals on the report. If you
want to export the data, you may not want to export the totals along with the data
cells.

Options Menu: When the cube report is opened in your work area, a new menu bar is
added to the CampusVue window right under the title bar. It has one menu on it labeled
Options.

[ Campus¥ue - |
Cipkions
Graph
Print Preview
Ranking
Export Excel
Save

Close

* The Graph, Print Preview, Export Excel, and Close options work like the
corresponding options described in step 5 above. Save will save data from the
report to a variety of file formats.

* The Ranking option gives you the ability to rank (sort) data elements in the cube
report in ascending or descending order.

Rank On | At j
BiiCode : 1 Ranking
RECHAME ~ Mone
" Dezcending
" Azcending

Cloze

The example cube shows a three-dimensional report in a two-dimension format. Each
row represents a student record. Subtotals and totals are shown for each row and column.

Notice the other data elements that have not been used in this particular view of the array.
Across the top, they include Receipt Date, Deposit date, Deposit No., Payment Type,
Bank Account, Campus, Payment Description, and Fund Type. Any of these other
data elements can be "dragged" to the horizontal or vertical axis of the grid. By doing so,
you can change the report to an entirely different result.
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Another technique that you can use to tailor the cube is to select only portions of any one
data element. For example, as we have done here, you can select only a few out of many
Receipt Dates.

ReceiptD ate [+ |DepositD ate [+

Click on the arrow beside the data element name. The list of codes, names, and so on,
will be dropped down for your selection. Click the box beside each desired code or name.
Those with X in the box will be used in your report. Those with blank boxes will not be
used. To select all choices or to deselect all choices hold the Ctrl (Control) key down
while selecting.

Right Click Options: If you right-click anywhere in the data area of the cube report, a
menu appears with some important features listed.

v Mormal
% of Riow
% of Cal

Mumber Format.. .

v Ak

* Normal: Causes the cube data to be displayed in its normal format. In the case of
our example, it is contribution to the bank deposit sorted by student.

* % of Row: Changes the data format to be a percentage of the row total.
* % of Col: Changes the data format to be a percentage of the column total.

*  Number Format: Allows you to change the format of the numbers in the data
cells.

* Amt: In this example, Amt is the only option for data display. In other cubes,
there may be more options listed here.

Graphing Data: For our example, we have chosen to create a three-dimensional bar

graph. The illustrations show the selected data from the cube (totals have been turned off
to facilitate the data selection) and the resulting graph. To select data cells to be graphed,
click one corner of the range with the left mouse button, hold the button down and "drag"
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to the diagonally opposite corner of the range. All selected cells except the first one will

be darkened.
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To change the type of graph, click the graph style list in the upper right corner of the

graph screen. Select any of the listed styles. Maximize the graph screen to see the

labels clearly when you are working with many elements.

Export to Excel: The same data can be exported to Excel as the example below shows.

The column headers have been formatted manually after the import to improve the look

of the example.

A B C n] E
1 |[RECNAME APPFEE GRADFEE LIBRARY
2 042870002 873304550 1app, 1grade a0 0 0 0
3 042870003 873304550 1app, 1grade 300 0 0 0
4 |05.042-0001 234123456 sample, sample 50 0 0 0
5 |D5.042-0002 864504404 Smith, John 530 0 0 0
£ 050420003 Rothrosen, Wolfram 50 0 0 0
7 |05.042.0004 333660091 sind, new3 34.56 0 0 0
8 05.042.0005 333660091 sind, new3 5578 0 0 0
3 05.048-0001 501-33.09000 Bargren, Chad 50 0 0 0
10 |05-048-0002 86587 8768 Pininty65, Padmajabs 121 0 0 0

Preview: The Preview of the Bank Deposits report from the cube is shown here with

totals included.

Preview Controls: There are several controls on the preview form including Print, Print
Setup, Margins and Columns, Page Change, and Zoom In and Out.
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