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Preface

This document contains information about how to manage tasks involving student
accounts transactions.

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

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.

In many schools, all CampusVue student accounting processes are performed 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 corporate level. A companion user guide, Student Accounts (Campus),
covers the campus-level Student Accounts tasks.

Accounting Processes

In the Student Accounts module of CampusVue, you can perform various accounting
processes to record transactions both student-related and miscellaneous. In this topic you
will learn how to perform the Revenue Recognition and Reverse Revenue Recognition
processes within CampusVue.

Revenue Recognition

Revenue Recognition is an accounting process used to transfer tuition fee and other
revenue from deferred income accounts to earned income accounts on a regular basis.
This matches the income earned with the services provided to the student by the school.

To run Revenue Recognition:

Ensure that you are logged into the campus for which you wish to perform revenue
recognition. Right-click in the desktop area and select Session Defaults from the
drop-down list. In the Campus field select the appropriate campus. Click Save.

3
Campusz i: """""""""""""""""""""""""" IEI

Tem [20055 -] -]
FA Year [200405 | ~]

m an Administraton Session Parameters

Madule [cro default> -]
[~ Shaow thiz screen every time Campusiiue starts
LChange Pagzword |
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Accounting Processes

Select Daily > Student Accounts > Revenue Recognition to open the Revenue
Recognition wizard.

zum [LEgRmbinnsagpaned bl ]
o, o [PEAE T
i, s [PRRE_To]
okt [ i | ] epsae | et | [ mackints Aoveus

Enter the appropriate Beginning and Ending dates. Click Evaluate.

A procedure runs, listing the revenue ledgers with problems. If no problems are found,
the program displays a completion message. If problems are found, the form lists all
revenue cards where the totals in the Enroll Revenue table do not equal the calculated
amounts from the Revenue Detail table. It also lists revenue cards where the Last
Earn Date in the Enroll Revenue table does not match the calculated date from the
Revenue Detail.

Mame Tranz Code Future Earned Mew Unitz Earned | Term Pragram
Baig, Saba Tuir $9.050.00 $0.00/0 a FIM
Baig, Saba TuiT $0.00 $0.00/ 211 1] FIM
Baig, Saba TuIT $0.00 $0.001 ] 2001F MAR
Student, Jane Tuir $0.00 $0.001 211 a FIM
Student, Jane TuiT $9.050.00 $0.00/0 1] FIM

Wiew Detail | Revenue Ledger Erint
Evaluate Cancel | | Mest > | |

If exceptions appear, select one and click Evaluate to see the student’s revenue records
for each enrollment.

CampusVue User Guide: Managing Student Accounts (Corporate) 6



Accounting Processes

ﬁ Evaluate Revenue Ledgers m
Rewvenue/D ata Inconzistencies
Mame Prograrm Bill Cade Deferred Balance
Baig, Saba Marketing Management THIT -B00. 00
LCloze

e e nlustn Reavvewees Losipor Carel: Ry, Tk
E naliremrt [z AT Teen 5l Cor'm oopnma G L e B
I
Al ksl CH i TuT [iT11] 120M0h 1275 0N
AMOCEH Mok CA 1 TAT nm 120 125
Axrcis inkekal CH i TuT [iT11] 120000 125 XNH
AMOOEH hMeks CH 1 JmF TAT Hnm 120mm
.ﬁhh?ﬂﬂﬂﬂ |
To Curim | B imi!ﬁl-‘u.:
F
| | & | Haind] ==

Select an enrollment row and click Recalc to recalculate the revenue. Click OK on the

Update Complete message.

Update Complete m

@ Revenue Total have been updated.

Click New Card to initialize an empty revenue ledger. An Initial Revenue Ledger Card

form displays. The form prompts for En

rollment, Bill Code, and LastEarnDate. It

creates a new revenue ledger. The billing method controls the Academic Year and

Term fields for the enrollment. If billed
is enabled. If by term, then the Term fie
Year and Term are disabled.

by academic year, then the Acad. Year field
1d is enabled. If by program, then Acad.
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Accounting Processes

eaniten | [x]
Tam | [ -]
L= Eam Dz |"|
DeferpdBnence | ]
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Close all Evaluation forms to return to the first page of the Revenue Recognition
wizard.

Click Next. The wizard lists the students for whom revenue will be recognized.

T
AL T AN

H Wiz Lok

AihL Krand um

b, K 4 umr SEH
fharoon CrenE | ADHH

Dmnbmch, Jarmx | TUT &Hi
Mk, M E um

o, WemETUT CEN
Erlth. ki £ um

Ersth, John umr AH
Eth, Hae [ADHH ]

_I: I . Dl I I < Bt |I He Ilmﬁ:rFr\-ﬂ“rl

If exceptions are found, you receive a message box. Click OK to view the Revenue
Earning Exceptions report.

" arming Es ey bRy enumEsceatong mi
Revernne Earming Exreptinns ALHINIG - TOR

o pum B g oot | nrtthrte

ebr] Tt B e vt B Enm N b

3 copellicen FLam mar Tra C culln Limsamied N omsmn
AhbrH Knan A AR M D TAIZ M Arkrn

LOA red sdhdr 8 dyw o Badnnun Bl Dok mmw 8100
Aiwdicn. GugE IX01-0e TAZ M Sribwniing

LOA red sdhdr 8 dyw o Badnnun Bl Dok ABMIY 10140
Jdunes, Wk B 050 Taianm Fabardsl @ imiusl

LA, rexd whhin 91 davn oi Awraaun Flad D mmw axpnon
Janec, Wk B 3 55 S TaiEom Fabandsl @ imdusls

LA, rexd etihin 51 dan ol Awrnaun Flad Dae mmw Fomao
Enkh, dnkn A L2531 TE1E LA Arkhan

Edard Durin Srbar Farded Ered mumw poman
Enbh, Wy 4585401 War Tdidos= Fumammand Gnnpknnlnn

LOA rel wthhin 33 durn i Awranun Flad D ALNIH imap
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Accounting Processes

Select a student on the Revenue Recognition form and click View Detail for additional
information.

Select a student on the Revenue Recognition form and click Revenue Ledger to see the
related ledger.

- Emmings Usialt 20086 STINT

Tata |Tmm EET= Farand Fra Uriir Uiis Eerreed | Suabim |
TAXNAN  Daed P AWM o DPoasd |
VERME  Dwiemd | Farfe ] i O Poied |
TFRAN  Ewnl  Frea FE T z 1Posd |

Click Print to review and/or print the Revenue Detail report. The report is configurable
to the Revenue Summary, Revenue Detail or a custom revenue report (Setup >
Student Accounts > Revenue tab).

e [LER RTH ] I

il L U TET

Il Mvwriy

[T o — B Mnke Torm TR  — [ [
Froges bl T el - . L1l

I . p— —

AR PEH P 1] LI E- 1] mn £ 1] om e o
Bl Hac 10 Il H

sl b i T LR T mn - am [T [T]
sk ord I sl s g el

Vs n. € iy B ™ n o = xE - om um (1]
e sl b P e B e

- (L] LI Temu mn namcy om e (L]
Il Hac 10 Il i

HUEEEL (L] M FIrvws  TEmr mn TEmCY om e (L]
Il 1 il

T | [T DCELLLT ST 1 mn o am [T%3 (]
e e ord I sl s g

Bl ke 8 ™ noL — mn (T 1] om +omn (T 1]
e sl b P e B s

— ™ LI Temr mn namcy om e (L]
T - —

el by [™] B ONIEME AEmE AN -ca am [T%3 (]
i b e o o el s g

eenied  _FIEH AN RN HEEGH
L] Brinll [T T ) il HLEH

If the data displayed on the report is correct, click Next. If the report is not correct, click
Cancel.

Select Post/Finalize Revenue to post the revenue for the reference number displayed.
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P poeams i erecennbar | (OO

[ Evehmic [ Emod | |

A message box will ask whether you would want to post/finalize revenue for the
current month.

If you want to continue the revenue recognition process, click Yes to the message.

Revenue Recognition

\‘.:') Do vaou wank ta postjfinalize revenue For the current month?

‘fes Mo |

Click OK on the confirmation message.

Campus¥ue

-
\_I:) Revenue recognition complete,

Reverse Revenue Recognition

You can reverse or “back out” revenue recognition only for the prior month and before
you release the transactions to the General Ledger.

To reverse revenue recognition:

Confirm that you are logged into the campus for which you wish to reverse revenue
recognition. Right-click in the desktop area and select Session Defaults from the
drop-down list. In the Campus field select the appropriate campus. Click Save.
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Accounting Processes

ﬁ an Administrator Session Parameters fz|

Campris [l

Tem [20055 -] -
P Year [200805 [ ~]

todule |< i default: EI
[ Show this screen every time Campusyue starts
Change Pazsword |

Select Daily > Student Accounts > Reverse Revenue Recognition to open the Reverse

Revenue Recognition form.

ﬁ Reverse Revenue Recognition @

Campus |Campus M anagement Institute

Last Ean Date |7¢/31/2005

Batch [0O10M13

Date Posted |7¢31/2005

Beverse Posted Revenue |

If you wish to cancel this process, click Cancel. If you wish to continue with the reverse
revenue recognition process, click Reverse Posted Revenue. The following message

box will appear.

Reverse Revenue Recognition X

9P Do you wank to reverse posted revenue For the month?
\t/ Last Earn Date: 7/31/2005

Batch : 00100113

Date Posted; 7/31/2005

s Mo

Select Yes to continue. The system sets the record status to "O" open, retrieves the
posting date of the last posted revenue batch for the campus, deletes the posted
revenue transactions for that batch from the student’s revenue ledger cards, and
recalculates the earned/unearned balance.

Campus¥ue

-
\‘l) Revenue Recognition Reversed,

Click OK on the confirmation message.

Click Close to close the Reverse Revenue Recognition form.

CampusVue User Guide: Managing Student Accounts (Corporate)
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Release to General Ledger

The Release to General Ledger process exports batches of summarized ledger cards and
revenue transactions, along with their associated G/L account numbers, to your general
ledger system. The process must include transactions that are related to a subsidiary and
the subsequent payments that are made to a subsidiary. The posting of revenue
transactions to the G/L produces both a summary and a detail report. You can export the
transactions to a text file or to an HTML document.

To release to the General Ledger:

Select Daily > Student Accounts > Release to General Ledger to open the Student
Accounts — Release to G/L wizard.

Student Accounts - Release To G/L

Canmpus ]:j MC Campus
-Ophaons -

{+ Create New GAL Batch
Selection —

Low Date ]53’1 342004 :}

7 Build GAL Diskibution File

]

High Drate 831332004—] :]

Melisa Schlos 5/6/2004 ¥

6/6/2004.
£/2004

Back I Mext » ‘

i

If you select Create New G/L Batch, which starts a new batch of general ledger
transactions, enter the Low Date and High Date of transactions to be included in the
batch. If you select Build G/L Distribution File, which builds another distribution
file from a batch you previously released, select the appropriate Batch Number.

Click Next.

Campus ] MC Campus Iﬂ
i~ GAL Sumnmary
Accaount Mumber Drebit Amount Credit Amount «
B | 121030-05-00 88.304.64
121031-05-00 43385 |
200100-05-00 106,730.36
200110-05-00 4.700.27
230000-05-00 4.063.75
400400-05-00 100.00
400411-05-00 175.00
400412-05-00 2500
400414-05-00 17.000.00
R ;ﬁ
Batch Number 0000031 A petal | R |
Cancel < Back | Hest » | Firitzh ‘
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Accounting Processes

A G/L Summary in a grid format displays the debit and credit amounts for each
account number. Click Detail to view and/or print the G/L Posting Detail report.
Click Print to view and/or print the G/L Summary report. Click Next.

HE e Pl N - nmonners BTG

SRR Do A7) B2

R P, T e MESHEEER S
v o P Ty LNl i o s i et
I b 3 e T3
LENL 24 55 L
MEE Sh 55 LR, 008
MELLS 54 55 4 dmxs
NEdE Sh 55 AEET A
B0 84 S TEE
AEEILY Sh 55 HEITT
) BT TIENTLET
S Sh 5 T2 2y
ESSg 54 52 2
EEEEE Oh 55 2R T
el R | L&
50955 34 09 % S
Ltieis LIRSS TThersil

The wizard displays the message OK to Post G/L Entries?.

Student Accounts - Release To G/L b4

Ok to Post @fL Entries?

s Mo ‘

Click Yes to continue with the release procedure. The program disables the Next
button if there is a problem with the GL Link setup. For example, an invalid account
is found. Otherwise, the wizard completes the posting procedure and displays a
confirmation message. Click OK to continue.

student Accounts - Release To G/ E|

J) Pasting Complete,

The wizard asks for some information to Build the G/L Distribution File. Select your
General Ledger system from the list. Enter a File Name. Click the button to the
right of the File Name text box to browse for a directory. Select a file Format for
your distribution file. Click Build to build the F/L Distribution File. Once
successfully created, the wizard displays a confirmation message. Click OK. Click
Finish to close the wizard.
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Student Accounts Maintenance Functions

This section details how to perform as-needed maintenance tasks, such as adding
Transaction Codes, Bank Accounts, Billing Methods, Earnings Methods, and Program
Versions.

Adding a Transaction Code

The Transaction Codes list defines the transactions that affect the student ledger and the
posting of related entries in the General Ledger.

To add a new Transaction Code:

Select Lists > Student Accounts > Transaction Codes.

Lo
LrEl HF L
T
[ e HKEMHLC ¥
T
Coucrs E starmion Fam E<TCASE L
T
E nars Anladem Fum [T L
T
Food Barview FOOo L
T
| ribrrand S LI} L
LE ¥
L Amiden Fom LE9S0hA L
T -
|Iw|mlmlumlm |

Click Add to open the Transactions Codes Code Setup form.

TrissmeiE Lok Dondls nbep

Enter a unique Code and Description.

Check that the Active check box is automatically selected if you plan to use the code you
are adding.
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Student Accounts Maintenance Functions

Select the Bill Type (Student, Misc Receipts, or Both).

Select the Options by checking the appropriate boxes.

Defer Earnings: If checked, the procedures for deferring earnings will apply to
this type of transaction.

Include in Title IV Institutional Charges: If checked, this charge is included in
Title IV refund institutional charges calculation.

Always allow Title IV to pay charge?: Check this box for transaction codes
such as tuition and fees which do not require a waiver from students or parents
for Title IV disbursement. Clear this box for transaction codes such as books
and supplies which require a waiver from students or parents for Title IV
disbursements to pay the charge.

Override Required Term Code?: If checked, you can post a transaction
without a term code.

Allow Edit Misc Cash G/L Account: If checked, users can specify a General
Ledger account when posting miscellaneous cash receipts.

Include Bill Code on 1098-T Calculations: If checked, this code is an eligible
1098-T expense. Examples are tuition and books.

Include as School Activities Revenue in 90/10: Only available if the Bill Type is
Misc Receipts or Both. Check this box to indicate that you wish to include this
income from eligible school activities in the 90/10 calculation.

Accept Deposits: Your school can post charges to a subsidiary ledger using this
transaction code. Subsidiary ledgers are used for student services handled
outside the student's ledger card account balance. Examples of charges to a
subsidiary ledger are housing, meal plans, parking, etc.

Click Auto Charge if you want to automatically post a charge.

P
1 [ [ 2 by B At E 1
!y rRe | Endren |Ony ek
|34 | Carmgpae I rafife o Ak | O O 1 | OO
[l N [ O] O O 1 1 1T 0]
FT1 B
S [ ¥ 1

In the Amount column, enter the amount you want auto-charged for each campus.
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Select the type of auto-charge. For example, if you select Returned Check Fee auto-
charge, when you adjust a check entry on the ledger card as a Returned Check then
this charge is automatically entered on the student’s ledger card.

You can either select Student or Enrollment Payment (checking one will clear the
other). You can select New Enrollment in conjunction with either Student or
Enrollment Payment.

Student Payment: Used when a student payment is made prior to enrollment.

® Enrollment Payment: Used when a student payment is made following
enrollment.

® New Enrollment: Used when student enrollment is completed.

First Enrollment Only: Used during the student's first enrollment, generally
once. Typically used for enrollment and application fees that is not charged
again if a student enrolls in another program.

® Require Housing: Used for a housing deposit when housing is required for a
student.

® Returned Check Fee: Used to configure an automatic charge if a bank returns
a student payment check for non-sufficient funds (NSF).
Click Save then Close.

Select the Campuses.

Click Save and Close to close the form.
The system requires the following transaction codes:

BOOK: Books

EXAMR: Exam Retake Fee
EXTCRSE: Course Extension Fee
EXTLSN: Lesson Extension Fee
INT: Interest

LESSONR: Lesson Retake Fee
REG: Registration Fee

TUIT: Tuition

Adding a Bank

The Bank Codes list is used to identify the banks with which your school does business
and the accounts within each bank. You can set up multiple accounts in each bank. Each
bank account is related to a general ledger account number for posting transaction
activity. You can also print a list of your banks and the accounts in each bank.

To add a new Bank:
Select Lists > Student Accounts > Bank Code tab.

Click Add to open the Bank Codes Code Setup form.

CampusVue User Guide: Managing Student Accounts (Corporate) 16



Student Accounts Maintenance Functions

Bank Codes Code Setup

Code || Active [w

Description |

Address

City | State | EI
Postal Code IZI Country IZI

FPhone Mumber | Fan |

E-mail |

Contact First Mame |

Contact Last Mame |

Contact Title |

Routing Mumber |

Campus |Eampus M anagement [nztitute E|

Save Cancel | LCloze |

Enter a Code and Description.

Leave the Active box selected if this is an active account.

Enter the Address, Phone, Email, Contact and Routing information.

Select the Campus.
Click Save.

Click Accounts to open the Account Setup form.

Account Setup

Description Account # GL Debit Account Active

Bark [New Bank Edit Add

Descriptio

Account
GL Debit Account | D
GL Credit Account | D
Fractional Mumber |
GP Checkbaak | -]

-

b e

| | LCloze |

Click Add (which enables the fields on the right of the form).
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Student Accounts Maintenance Functions

Enter the Description, Account Number, GL Debit Account number, and GL Credit
Account number.

Enter a Fractional Number. The Fractional Routing Number identifies the paying bank
and has the following format: 12-345/6789. Typically this number appears in the
upper right corner of a check.

Select the Great Plains Checkbook, if this feature was set up (Setup > Student Accounts).

Enable the box, Use Great Plains for Next Check #, if you set up the bank account to
get the next check number from Great Plains.

Leave the Active box check marked to indicate this is an active account.

Enable Default Bank Account if this is where normal deposits are made. If a deposit
must go to a different account, you can change it at the time you prepare the deposit.

Select the Default Type. Select a type of payment or select All Types.
Click Save.

Adding a Refund Policy

The U.S. Department of Education, your state's department of education, and your
school's administration may have different policies and procedures for refunding money
to students when they leave school before completing their program of study. Typically,
you must select the refund policy that is most advantageous to the student at the time the
calculation is made. Refund calculations for a given student are triggered under View >
Student Accounts > Refund Calculation.

ﬁ Refund Calculation - Montoya, Amy L ﬁl
Errollment |Electical Engineeri = Expected Refund |:|
nrollmen I ectrical Engineering _I Pretmes Dot
Description Type Status D ate Calculated | Title IV Calculated By
Mew Hefund Caloulation H [N 4,76,/ Suzkem Admintrator
Edi | add | Deee || Close |

The Refund Calculation form contains a grid which displays a list of previous refund
calculations for the student. The grid includes the description, type, status, date of the
calculation, and the name of the user who did the calculation. The Expected Refund
Process Date ficld shows the deadline for processing refunds for a highlighted
calculation.

Clicking Add in the Refund Calculation form opens the Refund Calculation Summary
form to initiate a new refund calculation. To edit a previously calculated refund, select
the calculation in the grid and click Edit. To see the details of the previous refund
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calculation, refer to the Return of Title IV Calculation grid in the Refund Calculation

Summary form.

I
Electrical Engineering

IS tatus: Active [ATT)

I

Calzulation Type
 Actual

ﬁ Refund Calculation Summary - Montoya, Amy L - Multiple Enroliments

Status D ate: I 10/47/2005

X

|[Za|culaled

LD& [3/20/2007 [x]

Tem ID?D? : I
Effective Date for R efund Ealcl 9/20/2007 : l

Description INew Refund Calculation

Carmmett ;I
Fieturn of Title 1Y Calculation

Refund Amount Due from Student |  Due from School | Calculated By

p |2 770,00 0.00 2.770.00 | Spstern Adminigtratar
Refund Policy Calculations

D ezcription Start D ate End D ate Total Costs | Adjustments | Met Cozsts | Refund Amount | Selected
# | CTU Calorada Springs 1 week 7/9/2007 9/22/2007 3.300.00 100.00| 3.400.00 1162348 T

CTU Colorado Springs after 2 weeks | 7/9/2007 9/22/2007 3.300.00 0.00) 3.300.00 1172348 @

I Calculate I Edit I Frint I Enzt I Edit Payee
Student D to Print: IStudent D u
Save I Cancel | Cloze I

Click Calculate in the Refund Calculation Summary form to open the Return of Title IV

Funds Calculation wizard and run the refund calculation

ﬁ Return of; Title IV Funds Calculation

Date Information - Calculation Period

Student Manme
Atmarin, Faren

Start Date

Last Dabe Attended
|5/2/2005

Effective D ate of Refund Cals
|622005

Period Uzed for Calculation

¢ Payment Period " Period of Enralliment

Period Start Date | 6/2/2005 : End Date |8/21/2005 :

Tem [20055 IZI Temn Summary
Cancel | |

process.

X

Calculation Results

A, Total Aid Disbursed
B. Could Have Disbursed

C. Percent Earmed

0. Amount Earned
E. PostwDr Disburzement
F. &id to be Retuned

. Institutional Charges

| H. Percent Unearned

|
| | Amount Uneamed |
|J. Due From School |
| K. Due From Student |

Mext »» | |

Note: The student bar and menu options are accessible while the Return of Title
IV Funds Calculation wizard is open. You can leave the wizard open and
navigate to other forms within the application to verify student

information and figures used in the calculation.

CampusVue User Guide: Managing Student Accounts (Corporate)

19



Student Accounts Maintenance Functions

If you navigate to any other form and change any data that affects the current
calculation, your changes will be reflected in the Return of Title IV Funds
Calculation wizard.

The refund calculation in CampusVue supports straight pro-rata refund policies.

The refund policy allows the length conditions to be based on different units than the
policy itself. Many refund policies have an initial condition that is based on withdrawing
in the first week of class; the remaining conditions are based on scheduled hours.

You may wish to set up different refund policies for different circumstances.
To add a new Refund Policy:
Select Lists > Student Accounts > Refund Policies tab.

Click Add to open the Refund Policies Code Setup form.

| .E:‘.::...'::lj eceofee (DO | | 0 ek potobons » prariod b, B DU
Frég Uk _'_'_-_-._':,_'; | |.| apbiddasdad Limdm
- mﬂ-ﬂ I F“._l | T I—'rl—s-—
'\-c I e [ 1 I
I :-I 1 I I ?:I # I}' ol X I ) ?I I I ?I
| | | | | | | | | |
|| ImvosdkaCodes | | Qv ToRshm fuih | irwzPenrer | | CodiaPee e T = ;

Enter a Code and Description.

Select the Policy Type.

Leave the Active box checked.

Enter the Refund Due # of Days. Select Days After option.

Select Policy Units, Time Period, Calculation Type, and Campuses.
Enter Calculation based on length or percent.

Click Order to Return Funds to select the order in which the funds will be returned.
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¥ Fund Source - Refund Order
Institutional Refund Policy

Source -
b | Federal Pell Grant

Fa
Federal Perking Loan

s

s

Federal Stafford Sub Loan
Federal Stafford Unzub Loan
Federal Direct Subzidized Loan
Student Payments

Other Resources

Federal \work Study

Geargia Education Fund

Federal Direct Unzubsidized Loan -

Save | Cancel |[[TEET

Arrange the fund sources to match the sequence in which the funds will be returned.
Select a fund source and use the up and down arrow buttons on the far right to move
it higher or lower on the list.

Click Save and then Close to close the Fund Source — Refund Order form.

Click Save and then Close to close the Refund Policies Code Setup form.

Adding a Billing Method

CampusVue offers several methods for billing students for tuition and other charges. You
can set up billing variations if you have different methods for different programs.

The billing method setup allows rate schedules to be specified for each different billing
code. In addition, rate schedules can be defined for each campus. You can configure
multiple rate schedules per transaction code and each rate schedule can be defined by an
effective date type and effective date. Select Daily > Student Accounts > Registration
Billing to access the Registration Billing Wizard. Then, select Daily > Student Accounts
> Process Pending Charges/Adjustments to access the Registration Billing Review
form. The wizard and the form are used to evaluate the effective date types and effective
dates for rate schedules. These features provide maximum flexibility if you are billing
students on multiple campuses. The billing logic in CampusVue allows a student to be
billed for the same term at multiple campuses.

The billing methods can be based on Program/Enrollment, Academic Year,
Term/Quarter, and Course. In addition, some methods can use the rate table approach,
wherein you provide ranges of credits, hours, numbers of courses, or levels of courses.
You can enter a flat dollar amount and/or an amount per unit (credit, hour, or course)
within the range.

To add a Billing Method:

1. Select Lists > Student Accounts > Billing Methods tab.
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2. Click Add to open the Billing Methods Code Setup form.

Goda [EOORRE | dctivu (]
Desipn B by o] ]
Fraguengy B Plogmsn /Enedieat
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3. Enter the Code and Description. The code can be up to eight alphanumeric
characters. The description can be up to twenty-two alphanumeric characters.

4. Enable or clear the Active check box as required.

5. Select the Frequency of the billing. The frequency you select may enable
additional fields on the form.

® Program/Enrollment: If you do not use the rate schedule, the charge for the
billing comes from the program version record (Lists > Student Accounts >
Programs). In either case, the charge is entered on the student's ledger card when
the enrollment is processed.

® Academic Year: This option requires the use of the rate schedule. If you click
Academic Year and then enable the Use Rate Schedule check box, the Billing
Methods Code Setup form expands to display the following additional fields:

Billing Methods Code Setup
Code IPHDGH.&M Active [v

Description IBiII by Pragram

Frequency ¢ Pragram / Enraliment
% Academic Year Usze Rate Schedule [v
" Term/Duarter
¢~ Course

Range: ¢ Credits ¢ Hows " Academic Year

Campus I—ﬂ Tranzaction Code '—
& Al Campuses / Same Rates Trahzaction Code Effective Date Type Effective D ate
™ Specify Campus plTUIT Enrollment D ate 1411900
Campuz

B | Campus Institute of Art
Campusz Management Institute

Ll | I~
Audt | sdd | Edt | Delre |

Brirt | Save I Cancel | Lloze |

® Term/Quarter: If you select this option and then enable the Use Rate Schedule
check box, the Billing Code Setup form expands to display additional fields.
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Billing Methods Code Setup

Code IPHDGHAM Active v ¥ Automate Registration Charges and Adjustments ?
o - I” Required Pending Charges Review
Description IBIII by Program Fasting Tvpe

B Ervoliment {* Aggregate Adjustments/Charges
Frequency fagram / Eniolmen ") Post Transaction Details
@ ek Use Fiate Schedule [ [ Immediate Posting Adjustments
" Term/Duarter Eill Orly if Fregistered in Term [
" Course
Set OffSet Days from Term Start Date. I
Alwaysz Bill Registration Fee [even if Student Mever Started) v I I
4 g ! 4d Tranzaction Date for Initial Charges T
Range: ¢ Creditz ¢ Hows ¢ Tem " Totalcourzeload  (* Course level load
Campus I—ﬂ Tranzaction Code '—
& All Campuses / Same Fates Transaction Code Effective Date Type Effective Date
" Specify Campus BETUIT Enrallment Diate 1,/1,/1900

Campusz
Campus Institute of Art
Campusz Management Institute

v

KN i
it | sdd | Edt | Delere |

Bt Save I Cancel | Lloze |

The additional fields on the form include:

Always Bill Registration Fee (even if Student Never Started): When selected,
this option allows the REG bill code to be charged to students who have school
statuses of N or W provided the REG bill code is set up as part of the rate
schedule or is set up in the students' fees folders.

Automate Registration Charges and Adjustments: Enable this check box for
automatic registration billing and automated adjustment of fees in the Student
Ledger card. If you select this option any time a student is registered or
unregistered from a course, the change appears in the Student Ledger as a
pending charge/adjustment. To view all pending charges/adjustments for a
student click the Review Pending Charges button in the lower left corner of the
form.

Required Pending Charges Review: Select this box if you wish to review
charges and adjustments before they are posted to the Student Ledger Card.

Posting Types: Automated posting of charges and adjustments to the Ledger
Card is accomplished by an SQL job, Process Automated Registration Billing,
which runs every two hours by default. Posting types are based on school-
defined preferences.

Set Offset Days from Term Start Date: Type in the number of days before or
after the start of the term that the school wishes to perform initial registration
billing. For example, type in -2 to indicate two days before the start of the term,
2 to indicate two days after the start of the term. Enter 0, the default value, in
this field to perform initial registration billing on the term start date.

Transaction Date for Initial Charges: This field will determine which date will
be posted for registration billing on the student’s ledger. Options include: S
(Use System Date) and T (Use Term Start Date).
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® Course: This is the only option that can be billed automatically. This means that
as soon as the student registers for the course (class section), a charge is posted to
the student's ledger card. The rate is taken from the fees set up at Lists >
Academic Records > Courses.
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Note: Set up course- and term-based billing methods to charge students only when
attendance has been recorded for the course or term. If you pre-register
students for courses before they confirm that they will attend classes for that
term, attendance-based billing reduces the number of manual tuition
adjustments you must perform after the drop/add period.

6. Select the Use Rate Schedule check box if the billing method will be based on
the rate schedule. In the rate schedule section of the form you can make
additional selections depending on the Frequency option selected. The Campus
grid enables you to specify the campus or campuses to which the rates apply. The
Transaction Code grid enables you to select and manage transaction codes.
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7. Click the Add or Edit button on the Billing Methods Code Setup form to invoke
the Rate Schedule form.
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ﬁ Rate Schedule

— Trahzaction Code
Tranzaction Code ITuition |;|
Effective Date Type IEnroIIment Date |;|
Effective D ate I 112005 : I
— Fiate Schedule
Lo High Flat Amount Rate Per
2.00 E.00 0.00 250.00 Cre
7.00 12.00 0.00 200.00 Cre
11300 20.00 0.00 180.00 Cre
*
K1 2
ok I Cancel |

8. Select a transaction code from the Transaction Code drop-down list and an

effective date type from the Effective Date Type drop-down list. The three
system-defined Effective Date Types are Enrollment Date, Expected Start Date,

and Term Start Date. The system will evaluate the effective date type or rate

schedule configuration to determine which rate schedule to use. This use will be

based on the effective date when billing the student if the effective date type or

effective date configurations are in use.

You can configure the following options in the Rate Schedule grid:

Low: Specify the low end of the range of units—credits, hours, or courses.

High: Specify the high end of the range of units.
Flat Amount: Type the amount to be added to the value of the rate multiplied

by units.

Rate: Specify the amount in dollars to be multiplied by the number of units.

Per: Specify the units by which the rate is multiplied to obtain the amount to be

charged. Units can be in credits, hours, or courses.

® Opver: Use this value when the units of billing are credits or hours. For example,
the school charges a flat rate of $1,000 plus $150 for each credit over 12 credits.

® Course Level: Use this drop-down list for all defined course levels for the

institution.

Audit: Select or clear the check box under the Audit column on the Rate Schedule grid,
depending on whether the rate schedule is applicable for an Audit course or not. You
can define a flat rate or schedule for a course undertaken as Audit, as is done with a

Full Credits course.
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9. Click Audit to display the Billing Method Audit form. Any changes to a rate
schedule are posted here.

w Billing Method Rudi- FROGERW - B9 by Pregram

e
10. Click Print to see a Billing Method summary report.
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11. After adding or editing a billing method, click Save to save your work.

12. Click Close to close the form.

Adding an Earnings Method

There are several options available for earnings calculations. You probably need only one
or two of these options, depending on the nature of your institution. For example, you
might need one method for your traditional classroom-based programs and another
method for your distance education programs. While we illustrate only a few of the
options here, you can design other variations with the available components.

To add an Earnings Method:
1. Select Lists > Student Accounts > Earnings Methods tab.

2. Click Add to open the Earnings Methods Code Setup form.
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3. Enter the Code, Description, and Campus Group.
4. Select the Revenue Period End Date.
5. Select the Revenue Basis [Earning Unit].

6. Specify the Attendance Requirements. Options include:

® Check Attendance - Check this box if student attendance in class is required to earn
tuition and other deferred charges. If the box is checked, enter a value in the
Attendance Percent, the Cumulative Hours Attended, or both fields below.

® Attendance Percent - Optional. If attendance is required, enter the minimum
percentage of attendance required by each student to justify earned tuition for the
student. If you do not use a minimum percentage, enter zero.

® Cumulative Hours Attended - Optional. Enter the minimum number of cumulative
hours per month required to justify a month of earned tuition. Enter zero if no
minimum number of hours is required.

7. Enter the Status Change Date. Select either Date Added or Effective Date.

8. Enter the length of time from the student’s Last Date of Attendance (LDA) to the
time that earnings are frozen for the student and the student is placed on the
exception report.

Earn portion of period attended for LOA student: Select this box to indicate
that revenue will be earned for students who attended a portion of the revenue
period but have a school status of LOA as of the end of the revenue period.

Half-Month Allocation Rule: When a 1/2 month condition is calculated, the
other half month of earnings will be allocated equally across the other months of
the earnings period.

9. Click Save when you have finished adding or changing the parameters for an
earnings method.

10. Click Close to close the form.
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11. Click Print on the Setup Student Accounts Lists form to get a list of your
earnings methods.

Program Version Billing
When you click on the Programs tab, you will see a list of all programs offered by your

school. You need to set up program costs for each version of each program on the list.

To add the Billing and Earnings Methods to a program version:
1. Select Lists > Student Accounts > Programs tab.

2. Highlight a Program and click Edit to open the Student Accounts — Program
Fees & Billing form. The form lists all the versions of the selected program that

are offered by your school.
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3. Highlight the Program Version for which you want to enter or edit costs.

4. Click Edit to open the Program Accounting Parameters form.
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5. Select the Billing Method and Earnings Method.

® Billing Method: Set up under Lists > Student Accounts > Billing Methods.
If set to “Term,” the program prompts for the option “Revenue Earning
Period.” For all other billing methods, this option is disabled and will be set
to “Use Billing Period.”

® FEarnings Method: Set up under Lists > Student Accounts > Earnings
Methods.

® Revenue Units: Optional field. If the value is greater than zero and the
revenue method is by “Scheduled” or “Attended Hours,” the revenue
calculation uses this number for the total number of hours in the program.
This is required because schools may want to earn revenue on a different
number of hours than the total hours for the program. For example, a school
has an externship at the end of the program. In such case, the school might
want to include the externship in the total program hours, but not in the
revenue hours.

® Revenue Earning Period--select one of the options:

e Use Billing Period

*  Program

e Term

e By Transaction Code

6. The Edit Transaction Codes button gets enabled so you can select the
transaction code. Click the Edit Transaction Codes button. The program
displays the Transaction Code Revenue Period form. The Set All To button sets
all transaction codes to the value specified in the drop-down list. When editing
the transaction codes, the Earning Period (Program or Term) for each transaction
code affects every program version in the system. Only transaction codes marked
as "deferred earnings" transactions are listed in the grid.

7. Click Add Fee to add to the Schedule of Fees. To delete a fee, highlight the line
and click the Delete Fee button.

Seq #: the order in which charges will appear on the ledger card.

Term Seq: when saving the fees, if the billing is by Term, the program saves
the value of the second column to the AdProgramFee.TermSequence column.

® A/Y: the Academic Year column is always enabled. If the Bill method is
dependent on term, then the A/Y and term columns are displayed on the list;
otherwise only the A/Y is displayed.

Transaction: Select the transaction type from the drop-down list.

Amount: Enter the amount of the charge.
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® One Time: Enable the box to indicate that the charge is one-time-only when
a student enrolls in the program version.

m Program Accounting Parameters

Program |Bachelnr of Atz

Frogram % ersion |Bachelnr af Arts

Billing M ethod |Bi|| by Academic Year

E arningz b ethod |h-1|:|nthl_u

Fevenue Units 0

Revenue Eaming Penod
* |Jze Biling Perod ¢ Program

KN|ER

Schedule Of Fees
Seq#t | A& | Tranzaction Amount | One Time 1=
F1 0 |Administration Fee 1,000.00 [+ ]
Add Fee Delete Fee Save Cancel

8. Click Save and then Close to close the Program Accounting Parameters form.
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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 module.

Executive Information  #
Contact Manager »
Admissions r
Financial &id »
Student Accounts 3 1093-T Summary Repork( 2003 and Later)
Academic Records * 1098-T Summary Report{Before 2003)
Diskance Education k 1093T Summary Repork
_areer Services g a0/10 Report
Loan Management k &Account Aging Repaork
Student Services » Account Summmary
ACH Batch Detail
Custom Reports Y ACH Batch Repart
Open Report Selector Campus Period End Dates

Custom Reports

Custom Reports, designated by an asterisk (*), are reports designed by, or for, your
campus. These reports are created either by editing an existing CampusVue generic
report or by creating a new report from scratch.

Open Report Selector

Select this option to see a comprehensive list of all the reports (for all modules) that you
have permission to run.

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.

To access a specific student accounts report:

1. Select Reports > Student Accounts > specific report.

CampusVue User Guide: Managing Student Accounts (Corporate) 31



Student Accounts Reports

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

After you have selected the appropriate parameters from the Report Selection form, click
Preview to open the Report Viewer where you can see your report.

The following screen displays the Report Viewer form for the Miscellaneous Cash
Receipts form.

& Re port Viewer, |Z| |E| [g|
Report  Excel
& &%=z ~ 1}t h lW(Erf'ﬁy'l:vstél|':‘
Freview ]
+- Campus Manage A.

Miscellaneous Cash Receipts

Campuses:
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.
o

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 will be displayed as an HTML document. When an HTML report is
displayed, you can 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 Save New Group dialog:

T Save New Group E|

Group Mame ||

Group Type O Manual {+ Static

[T Make Group Public

Save Cancel Cloze
I |

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.

W Report Viewen
GE Mail Merge  Excel

Print —L| M

Print Setup

Save Student Group

Export Cryskal Reports Export Formats
a Excel
o_se Comma Sepatated (C5W)
+|- Rice,
J t #ML Format
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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

Farmat:

=B

Destination:

Cancel

tl B

|= Disk file

[
[

Mail

The Mail Merge option appears on the Report Viewer Menu Bar if the following three

® 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.

Merge

conditions are met:

Your school has letter activities related to students.

The path to the letters is correctly designated in Setup > System.

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 data on the displayed report.

Select Letter for Mail Merge

as1

AD
AD
AD

ACtivity for emplayer to student

- Lbl, Open House Labels

- Lbl, Hep Graduate Label

- LEl. Labelz

- LBl Orientation Folder Label

- Ltr, January Success Program

- Ltr, Acceptance Fall - Come Spring

- Ltr, Acceptance, Proof of Grad, July

- Lir. Acceptance, Proof of Grad. Oct

- Lr, Acceptance, Standard, July

- Lbr, Acceptance, Standard, Oct

- Lir, Aniration Fevized Ed Letter

- Ltr, Application Acknowledegment

- Lir, B&id, Camcellation Letter

- Ltr, Cancellation Letter

- Ltr, Enroliment Agreement 355 per credit
- Ltr, Enroliment Agreement 370 per credit
- Ltr, Enroliment &greement 330 per credit
- Ltr. Enroliment &greement Acknowledgrment
- Ltr. Enroliment &greement Diploma 8300
- Ltr. Enroliment &greement Enclozed

- Lir, Envelope

- Ltr, Housing Jump-Start

- Ltr, Housing Response Confirmation

- Ltr, Housing Survey

- Ltr, Mizzed Financial Appaintrient

Employer Letter
Select |

Catwcel
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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 if
you would like to update the Contact History. If you select 'Yes', then the student's
Contact 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
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.

® C(Close Current View: Click on the view to be closed and then click this control
= .
(") toclose 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 click 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. Text search works only in a forward
direction.

Report Printing

Report Printing is performed 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 at the 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. Inthe 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.
Each of the CampusVue modules has one or more cube reports associated with it. 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 a while.

Output can be generated from cube reports in four forms:
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On-screen displays in which rows and columns can be rearranged to suit your
needs

Printed spreadsheets with optional horizontal and vertical cross footed totals
Charts and graphs
Export files to Excel

In the Student Accounts module, the Bank Deposit report is an example of a cube report.

[E3AONNE  188-E4-7] Py, Kea L =1
[E3ADO0E  188-E4-73] Py, Kama L
R3OS HILETME Arcdong, Trsha
R3O NE-ES-23] Dwbinger, [ec
[23A0MS  AE-ES23] Dwbinger, Oec
[EANOME  194-FIHATM Cusbrchidd . Daccirey
[EANOATF 134T Ot . Daccirey
[E30rE 189073 Furong, Courrey
23S 189073 Furong, Courney
DA EMFH T Hory, Dharsad &
DA MY Horary, Dharsnd &
[EAONee  188-E4-PE Herrserche 9 sbira
DA AN-SHETH |, Wyna
[0 AN-SHETH |, e
[EAeS  188-E4-PAED Ciresren, Dirk &,
[T 188-E4-PAE] Ciresren, Dirk &, -

S [+ Eapa Toza

k| AFPFEE  HASDFEE LEASAY TUIT

To view the Bank Deposit Cube Report:

L.

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

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.

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 see.

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.

n
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® 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.

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 - |
Opkions
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"

CampusVue User Guide: Managing Student Accounts (Corporate) 40



Student Accounts Reports

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 left 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 IRECNAﬂE APPFEE GRADFEE LIBRARY
2 042870002 873-304550 1app, 1grade 80 0 0 0
3 042870003 873-30.4550 1app, 1grade 300 0 0 0
4 |05.042-0001 234123456 sample, sample a0 0 0 0
5 050420002 864504404 Smith, John 520 0 0 0
B |05 0420003 Rothrosen, Wolfram A0 0 0 0
7 |05.042.0004 333660091 sind, new3 34.56 0 0 0
5 050420005 333660091 sind, new3l 55.78 0 0 0
3 05.048-0001 501-33.09000 Bargren, Chad 50 0 0 0
10 05-048-0002 86587 8768 Pininty6h, Padmajabh 1241 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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