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POSTING A CHARGE AND PRINTING CHALLAN FORM:

Go to Student Financials > Charges and Payments

QAU

[Search:

®

> My Favorites

> Hostel Management System
> Self Service

> Campus Community

> Student Admissions

> Records and Enraliment

> Cuniculum Management

I Tuition and Fees
I Charges and Payments
[ Bill Customers
1> Cashiering
I Payment Plans
> Refunds
[ Collections
iew Customer Accounts
iew Itern Due
= View Item Line
= View ltem
> Academic Advisement
> Contributor Relations
> Set Up HRMS
> Set Up SACR
[ Enterprise Components
D Wiorklist
> Tree Manager
> Reporting Tools
> PeopleTools
[~ Careers
[~ Change My Password
[~ My Personalizations
[~ My System Profile
|~ My Dictionary

o] Student Financials

Maintain student accounts, payments and collections and calculate tuition.

Tuition and Fees
Calculate tution and fees, process enroliment cancellations.
F=] Calculste Admission Fee
=] Calculste Hostel Fee
(1 Calculste Batch Tuttion
11 More...

Manage cashiering office transactions and activities.
[ Cash Management
[ Balance by Business Day

=] Post Student Payments
10More...

ﬁ Cashiering

Collections
Processes for Collections, Credit History and Write-offs.
(1 Credit History
[ Collection Etfort
[ Adjustments
10 More...

View ltem
View detailed information for each line tem on a student's
accourt.

Then click “Post Student Transaction”

QAU

[Search:

®

[ My Favorites

1> Hostel Management System
> Self Service

> Campus Community

I> Student Admissions

> Records and Enroliment

I Curriculum Management

Student Financials
[ Tuition and Fees
[ Charges and Payments
[ Bill Customers
> Cashiering
b Payment Plans
P Refunds
b Collections
- View Customer Accounts
iew Item Due
wy Itern Line
= View ltem
[ Academic Adviserment
[ Contributor Relations
[ Set Up HRMS
[ Set Up SBACR
[ Enterprise Components
1> Warklist
> Tree Manager
[ Reporting Tools
> PeopleTools
- Careers
= Change My Password
= My Personalizations
[~ My System Prafile

|~ My Dictionary

Ch ments

harges and Pa
PTG i e posting transactions and assign
late fees.

[ Group Processing

() Electronic Transactions

[ Payroll Deduction Processing

12 More...

Payment Plans
Creste and assign payment plans, deferral contracts and third
party contracts.
(21 Payment Plan
lass Contract Select
Third Party Contract

iew Customer Accounts
Yiew activity on a student account by account type.

iew ltem
Wiew a list of all the account detail or line tems on a student's

account

Edit "Student Financial

| Customers
Manage the way in which you bill students and organiz
(3 Student Bills
[ Corporate Bills
=] Review Printed Invoice
2More...

Refunds
Creste, approve, distribute and reverse refunds for stu
corporations.
[ Process Batch Refunds
3 Approve Refunds
(1 Reverse and Cancel Refunds
20More...

iew ftem Due
E View detailed information about due line items on a stu
account.

ﬁ Charges and Payments

Creste, approve and reverse posting transactions and assign late fees.

Group Processing
Create, review, post and reverse group posting transactions.
= Create Group Data Ertries
=] Correct Transactions
xternal Files
11 More

ﬁ Group Approval

Update the posting action for posting groups awaiting approval.

Posting Reports

Generate reports to summarize daily student post activity.
= Daily Activity

=] Daily Posting

=l Account Audt Statement Report

Post Corporation Transaction
=] Fost ons for individusl o

= Validate Tables
Generate a report or correct referential integrity errors.

Electronic Transactions
Manage electronic transactions made through self service,
cashiering, or application center
[ Electronic Payments
eview Self Service Aqreements
=l Review Purchase ttems

Late Fees
Calculate and review late fees for students and organizations.
=] Late Fees Processing
Late Fees Processing - Billing
eview Student Late Fees
B Mori

B

Pavment by Invoice

View ftems by Invoice, Assign Invoice to Payments.
=] View ttems by Invoice

=] Yiew Corp tems by Invoice

Update Payment Invoice ID

=| Update Corp Payment Invoice ID

Apply Payment
Allocate unapplied payments to eligible outstanding charges.

[l @

i

Assign Student Permissions
Assign permission to apply restricted credits.

E harges and Payment:

Payroll Deduction Processing
Create, process and review payroll deduction transacti
=] Identify SA Deduction Codes
=] Create Deduction Relationship
= Process S4 Payroll Deduction
2 More.

Reversals

Reverse payments and charges created through postin
=] Reverse Payment

F=l Reverse Corporate Payment

=) Reverse Charge
=l Reverse Corporate Charge

ost Student Transaction
T TR R——

ooTdual students.

Payment Shuffle
Yiew unapplied payments after running the Payment &g
process.

Enroliment Deposits
Intiate the process to place service indicators on studer
unpaid deposits.
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Now fill the values Business Unit:QAUNYV,ID:student registration no., Account Type: from lookup, Item
type: from lookup (you will select the the account type according to which charge you are
applying)Then click Add button.

QAU

[ Student Financials

[ Tuition and Fees

= Charges and Payments
> Group Processing
b Electronic Transactions

I Payroll Deduction
Processing

D Group Approval

D Late Fees

> Reversals

b Posting Reports

> Payment by Invoice

= Post Student Transaction
~ Post Corporation
Transaction
= Apply Payment
= Payment Shufle
= Validate Tables
= Assign Student
Permissions
= Enroliment Deposits
[ Bill Customers
I Cashiering
[ Payment Plans
[ Refunds
[ Collections
= View Customer Accounts
= View Item Due
= View Item Line
= View ltem
I Academic Advisement
[ Contributor Relations
> Set Up HRMS
> Set Up SACR
[ Enterprise Components
> Worklist
> Tree Manager
> Reporting Tools
L PeopleTools
[~ Careers
[~ Change My Password
[~ My Personalizations
[~ My System Profile
|~ My Dictionary

You can see the total Balance ” Balance 00.00” .

>

Student Post

Add a New Value

Business Unit:
ID:

Account Type:
ftem Type:
User ID:

Line Sequence Nbr:

Add )

1

Follow the following steps for posting the amount on the required account.

‘Worklist

i) Write the desired amount on the field Amount i.e “Amount = 1000” .

ii) Select the term from the lookup i.e “Term 1013”
iii) Select the current date. i.e. “Date =08/015/2010”

iv) Click the button “Post” and then amount posted on the required account.

CNC
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QAU

|

New Windaow |

> Student Financials

[> Tuition and Fees

< Charges and Payments
> Group Processing
[ Electronic Transactions Student Post
> Payroll Deduction
Processing Business Unit: QAU Bursar
> Group Approval
[ Late Fees ID: TESTIN Hag Ayesha
I Reversals
I Posting Reports Balance: 0.00 Anticipated Aid: 0.00
> Payment by Invoice

- Post Corporation Account Type: University Dues Account New Transaclionl (_Post m
Transaction

- Apply Payment ftem Type: 000000000110 [Terminal Exam Fee for Mphil

~ Payment Shufile

- Validate Tables Amount:

=~ Assign Student

Permissions Term:

- Enrollment Deposits
[> Bill Customers

I Cashiering . o
> Payment Plans tem Effective Date: |0

[> Refunds ]
[ Collections - Due Date: [07/09/2010 [3)

= View Customer Accounts
= View Itern Due

PKR Currency Detail

Reference Number: |

wy Iterm Line Student Accounts Academic Information Payment Details
= View Item i
1> Academic Advi Elnctity | @ refresh |

> Contributor Relations

> Set Up HRMS

> Set Up SACR

> Enterprise Components
[ VWarklist

> Tree Manager

> Reporting Tools

[> PeopleTools

~ Careers

= Chande My Password
=~ My Personalizations.

~ My System Profile =
= My Dictionary v

Now you can see encircled in which the amount posted on the required account .The arrow shows that
the amount is posted because all fields are disable after the Clicking the Button “Post”
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QAU

= Student Financials

U Tuition and Fees.

¥ Charges and Payments
> Group Processing
I Electronic Transactions
1> Payroll Deduction
Processing
> Group Approval
D Late Fees
I Reversals
> Posting Reports
I Payment by Invoice

Post Carporation

Transaction
= Apply Payment
= Payment Shuffle
= Validate Tables
- Assign Student

Permissions
_ = Enroliment Deposits

D Bill Customers

> Cashiering

 Payment Plans

I Refunds

> Collections

= View Customer Accounts

= View Itern
I Academic Advisement
i Contributor Relations
I Set Up HRMS
I SetUp SACR
I Enterprise Components
D Worklist
I Tree Manager
1> Reporting Tools
> PeopleTools
= Cargets
= Change My Password
= My Personalizations
= My System Profile
= My Dictionary

[ES

v

New Windoy

Student Post

Business Unit: QAU Bursar

1D: TESTIN HagAyesha

Balance: Anticipated Aid: 0.00

Account Type: University Dues Account New Transactionl

Item Type: 000000000110 Terminal Exam Fee for Mphil &

Amount: —> 1,000.00] |PKR Currency Detail

Term: 1011% SP10

Reference Number: Posted Date: 07/08/2010
Item Effective Date: |07/09/2010

Due Date:

—>i0a010

Student Accounts

[Elnctity | b Refresh

Academic Information

Now you go to”Bill Customers” and Click it.

QAU

Search:

®

I My Favorites

I Hostel Management System
[ Self Service

I Campus Community

[ Student Admissions

I Records and Enrollment

I Curticulum Management

b Tuition and Fees
I Charges and Payments
[ Bill Customers
> Cashiering
> Payment Plans
D Refunds
b Collections
= View Custorner Accounts
= View Itern Due
= View ltem Line
= View ltem
[ Academic Advisement
[ Contributor Relations
> Set Up HRMS
[ SetUp SACR
I Enterprise Components
[ Worklist
I Tree Manager
[ Reporting Tools
I PeopleTools
= Careers
= Change My Password
= My Personalizations
= My System Profile
= My Dictionary

Payment Details

5@ Student Financials Edit "Studlent Financ

Mairtain student accounts, payments and collections and calculate tuition.

ition and Fees
Calculate tuition and fees, process enroliment cancellations.
=] Calculste Admission Fee
= Calculate Hostel Fee
(1 Calculate Batch Tuition
11 More...

Cashiering
Manage cashiering office transactions and activities.
(21 Cash Management
[ Balance by Business Day.
=] Post Student Payments
10More...

Collections
Processes for Collections, Credit History and Write-offs.
(3 Cregit History.
1 Collection Effort
1 Adjustments
10More...

View ltem
View detailed information for each line item on a studert's
account.

Now go to “Student Bills” and Click it

Charges and Payments
Create, approve and reverse posting transactions and assign
late fees.
3 Group Processing
[ Electronic Transactions
(3 Payroll Deduction Processing
12 More...

Payment Plans

Create and assign payment plans, deferral contracts and third
party contracts.

L1 Payment Plan

=] Mass Contract Select

[ Third Party Contract

View Customer Accounts
E iew activity on a student account by account type.

View ltem
Wiew a list of all the account detail or line tems on a studert's
account.

CNC

ety vy in which you bill students and orgal
33 Studert Bils

[ Corporate Bills
=] Review Printed Invoice
2More..

M

Refunds
Create, approve, distribute and reverse refunds for ¢
corporations.
() Process Batch Refunds
[ Approve Refunds
1 Reverse and Cancel Refunds
20 More....

View ftem Due
View detailed information about due line tems ona s
account.
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QAU

Search:

®

- My Favorites

> Hostel Management System
> Self Service

> Campus Community

> Student Admissions

> Records and Enroliment

> Curriculum Management

w Siut
[ Tuition and Fees
> Charges and Payments
[ Bill Customers
> Cashiering
I Payment Plans
> Refunds
> Collections
- View Customer Accounts
iew Iter Due
= View Item Line
-Viewltem
> Academic Advisement
> Contributor Relations
> Set Up HRMS
> Set Up SACR
[ Enterprise Components
D Worklist
> Tree Manager
> Reporting Tools
> PeopleTools
~ Careers
~ Chande My Password
[~ My Personalizations
[~ My System Profile
|~ My Dictionary

ﬁ Bill Customers

Manage the way jn which you bill students and organizations.
( Student Bills
' ETk Eway in which you bill your students.
F= Pending To Bill tems
=] Create Biling Reguest
=] Identify Student Charges
EMore..

Cancel Invoice
E Cancel hills for organizations or students.

= Review Printed Invoice
E View information regarding specific printing prov

Corporate Bills
Manage the way you bill your corporations and organizations.
= Creste Biling Reguest

Generate Invoice

Review Invoice

3 More

Review Invoice Cancellation
View the results of the Bill Cancellation process.

Now Go to “Create Billing Request “and Click it.

QAU

Search:

®

b My Favorites

[ Hostel Management Systern
D Self Service

> Campus Community

[ Student Admissions

[ Records and Enroliment

[ Curriculum Management

I Tuition and Fees

> Charges and Payments
b Bill Customers

I Cashiering

> Payment Plans

> Refunds

b Collections

= View Customer Accounts
= View Itern Due

v Iterm
3 Itern
D Academic Advisement

[> Contributor Relations

[> Set Up HRMS

[ SetUp SACR

[ Enterprise Components

[ Warklist

D Tree Manager

> Reporting Tools

> PeopleTools

= Careers

= Change My Password

= My Personalizations

= My System Profile

= My Dictionary

[ studentBills

Manage the way in which you bill your students.

= Pel To Bill items
'iew a list of charges that have not yet been hilled.

E Identify Student Charges

Create an individual bill for all or some of a student's

= Generate Invoice
E Initiste the process that generates bills for students using a
Billing ID.

eview Invoice
E View a student's invoice by invoice number .

int Invoice

Print Invoices for your students.

E Print Invoice Crystal

= Produce Extract File
Create the extract file for printing of invoices. Print an Invoice using Crystal Reports

Communication Network Cell
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Then Click the 2™ Tab “Add New Value” which is encircled and Click it.

QAU
Men i B

I Curriculum Management
I Student Financials
I Tuition and Fees
[> Charges and Payments
< Bill Customers

< Student Bills

= Identify Student
Charges
= Generate Invoice
- Review Invoice
= Print Invoice
~ Produce Extract File
- Student Invoice
Summary
- Print Invoice Crystal
> Corporate Bills
= Review Printed Invoice
= Cancel Invoice
- Review Invoice
Cancellation
[ Cashiering
[ Payment Plans
[ Refunds
[ Collections
= View Customer Accounts

= View ltem
> Academic Adviserment
> Contributor Relations
> Set Up HRMS
> Set Up SACR
> Enterprise Components
D Worklist
> Tree Manager
> Reporting Tools
> PeopleTools
~ Careers
[~ Change My Password
~ My Personalizations

~ My System Profile
|~ My Dictionary

[E3

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

Business Unit: begins with v |[QaUNY Q
Billing Request Nbr: = v] [

Bill By Option: begins with v Q
Bill Request ID: begins with v | Q
Billing Request Dt/Time:| = vl

Invoice Start Nbr: hegins with v

[Clcase sensitive

Search Clear I Basic Search B8 Save Search Criteria

Find an Existing Value | Add a New Value

And then Click the lookup of ” Business Unit “ i.e“Business Unit QAUNV” and Click the lookup of “Bill
By Option “ i.e. Bill by option Y”.

QAU

© Curriculum Management
= Student Financials
» Tuition and Fees
© Charges and Payments
< Bill Customers.

< Student Bills ElF

~ Identify Student

Billing Request Nbi: [
Charges " "
-~ Generate Invaice Bill By Option:
-~ Review Invoice

~ Student Invoice
Summal
- ErintInvoice Crystal
b Corporate Bills
~ Review Printed Invoice
L]

Cancel Invoice.
~ Review Invoice
Cancellafion

© Cashiering
b Payment Plans
© Refunds
b Collections
~ View Customer Accounts
~ View ftern Due
- View ltern

b Academic Advisement

& Contributor Relations

U Set Up HRMS

b SetUp SACR

© Enterprise Components

© Worklist

b Tree Manager

© Reporting Tools

© PeopleTools

~ Careers
= Change My Password
Personalization:

= My System Profile

= My Dictionary

Business Unit:

Add

e vy

Billing Request

Walie || Add a New Value

Caauny

Find an Existing Value | Add a New Value

Communication Network Cell
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Select the value of “Billing ID “ from the lookup i.e.”Billing ID DUESBILL “,ID “Testing” where Testing is
the Registration ID of the Requried Student i.e “ 1D 02130611001” & Select the DueDate i.e12/09/2010
and Go to 2™ Tab ”Biiling Request 2” which is show by an arrow.

QAU
CFEC oo

> Curriculum Management
I Student Financials
D Tuition and Fees
[> Charges and Payments
< Bill Customers
< Student Bills
-~ Pending To Bill ltems
= Create Billing Request
= ldentify Student
Charges
- Generate Invoice
- Review Invoice
= Print Invoice
=~ Produce Extract File
- Student Invoice
sumrmary
= Print Invoice Crystal
[ Corporate Bills
= Review Printed Invoice
= Cancel Invoice
- Review Invoice
Cancellation
[> Cashiering
> Payment Plans
D Refunds
D Collections
- View Customer Accounts
= View ltem Due
= View ltem Line
= View Item
> Academic Advisement
> Contributor Relations
> Set Up HRMS
> Set Up SACR
> Enterprise Components
D Warklist
> Tree Manager
> Reporting Tools
> PeopleTools
[~ Careers
[~ Change My Password
[~ My Personalizations

[~ My System Profile

AL

Select the “Bill Term “ by drop down list i.e “Bill term One term” , write the desired term in the

Billing Request 1 Billing Request 2

Business Unit:  QAUNY QAU Bursar Billing Request Nbr: 9999999999 PS
Bill By Option: BIAII One ID S Due DateDays
*Billing ID: [DUESBILL Q) aji Dues Billing-Except Tution
Enter a Due Date or Due
“Invoice Date: |07/092010 [ Due Date: 12

ID: HagAyesha

Invoice Range

Start: End:

Bsave | Slnotity | Eprevioustab | @nexttab | ARefresh |

Eradd | FlpdateDisplay

Billing Request 1 | Billing Request 2

New Windaw | Cust

"From Term” & “To” fieldi.e “ From Term 1013 To 1013”,Click the lookup of ”Invoice Layout “i.e
“Invoice Layout MAINCAMPUS” and Checked the box of “Address not Requried”.Click the Button
“Generate Invoice”
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QAU
Menu e S

> Curriculum Management

I~ Student Financials
[ Tuition and Fees Billiig Reguest1 ( Billing Request 2 B
> Charges and Payments T

New Window | Cus

= Bill Customers Business Unit:  QAUNY QAU Bursar g RequestNbr: 9999993993 PS
< Student Bills -
P Ta Bill It Bill Term
il g : Q i Q i
— ldentif Student Bill TermA From Term. Spring 2010 To Spring 2010

Charges Print Options

= Generate Invoice
-~ Review Invoice Invoice Layom Main Campus Invoices Aid Term From: Q

Print Invoice

Produce Extract File Output Format: | Other Bill (SQR) v| To: Q
= Student Invoice
Summary ® Generate Invoice

— Print Invoice Crystal O Generate & Print Bill CIprint Schedule of Classes for Term: Q

> Corporate Bills =

~ Review Printed Invoice Address Usage: [MNUNG Q. Mailing Address
= Cancel Invoice

= Review Invoice Output File Directory: ‘

Cancellation Caznerate invoice
> Cashiering Cloverride Address Info @ dress notrequired  [JUse Email Address Clprint Zero Bill —
U Payment Plans Information Messages & Errors
[ Refunds

> Collections

= View Customer Accounts
ievy ltem Due i ie = Ly = i

SR Bsave | [Elnotify | & Previous tab | FiNext tab I s Refresh | [Eradd | ZpdateDisplay

View ltem Billing Reguest 1 | Billing Request 2

> Academic Advisement

[ Contributor Relations

> Set Up HRMS

> Set Up SACR

> Enterprise Components

> Waorklist

> Tree Manager

> Reporting Tools

> PeopleTools

[~ Careers

[~ Change My Password

[~ My Personalizations

|~ My System Profile LS

= My Dictionary (oh

Now You can see all the Fields are Disabled after the Click the button “Generate Invoice”.

QAU Home Worklst Add to Favorites

E g!arges an! !aymen! ~ New Window | Help | Customize

< Bill Customers B

« Student Bills
Billing Request 1 Billing Request 2

reate Billing Requ

— |dentify Student Business Unit:  QAUNV QAU Bursar Billing Request Nbr: 4793 PS
Charges Bill Term

— Generate Invoice

— Review Invoice Bill Term: | One Term From Term: 1011 Spring 2010 To: [1011 Spring 2010

— Print Invoice - -
~ Produce Exiract File Print Options

— Student Invoice

Summary Invoice Layout: MAINCANPUS Main Campus Invoices Aid Term From:
— Print Invoice Crystal ~ - ~=:
Output Format: ver Bill (SGR T

> Corporate Bills

— Review Printed Invoice Generate Invoice

— Cancel Invoice . .
— Review Invoice Generate & Print Bill Print Schedule of Classes for Term:
Cancellation ——
I> Cashiering Address Usage: b Mailing Address
[> Payment Plans g
> Refunds Output File Directory:
% \?Z&gﬁﬁsﬁmer — Override Address Info Address not required Use Email Address Print Zero Bil
=
— View ltem Due Information Messages & Errors
= x——————::a :::2 Ling Invoice Generated
1> Academic Advisement
> Contril i & save I [=] Netify l (&) Previous tab I £ Nexdt I L Refresh I [E+Add | ZUpdateisplay
[ Set Up HRMS :
I SetUp SACR Billing Request 1 | Billing Request 2
[ Enterprise Components
> Worklist
[ Tree Manager

> Reporting Tools

> PeopleTools

— Careers

— Change Wy Password
— My Personalizations

— My System Profile -
— My Dictionary v

Then Go to ” Review Invoice “by following this navigation”Student Financials = Bill
Customers—>Students Bills> Review Invoice” and Then select the value of “Bussiness Unit” i.e.
“Bussiness Unit QAUNV” and write the Registration ID of Student in the field of “EmpID” i.e “EmpID

Communication Network Cell
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02130611008” and click the Button “Search” and arrow shows that invoice of the desired
student.Click the invoice.

Hnme n/orkhst Add to Favorites

% New Window

a
_ < Bill Customers
+ Student Bills

— Pending To Bill items Invoice Info Student
— Create Billing Request|  Enter any il ion you have and click Search. Leave fields blank for a list of all values.

— |dentify Student

Charges Find an Existing Value
— Generate Invoice

Review Invoice
— Print Invoice Business Unit: |= v UNV
— Produce Exiract File Invoice - begins with v “
— Student Invoice -
Summary EmplID: begins with v¢TESTIN o
____— Printlnvoice Crystal i : =
& Corporate Bills e 9 | |
— Review Printed Invoice Prior Invoice ID: | begins with v‘[
— Cancel Invoice 3 . =
— Review Invoice irvolcasypes; | |5 i | it |
Cancellation Due Date: = v | [
[> Cashiering : = S
> Payment Plans User ID: begins with v “ Q
Refunds Billing Status: | = 3 | v/
[ Collections o s
~ View Customer Accounts Case Sensitive
ew tem Due E
e 7 Clear ! Basic Search [E) Save Search Criteria
— View Item —
> Academic Advisement
> Contributor Relations Search Results
1> SetUp HRIS View A First [4] 10f1 [} Last
[ SetUp SACR
& Entergrise Components | Business Unit|invoice Number EmpliD 1D [Prior Invoice D Invoice Type er ID[Billing Status
> Workdist =T v QAU-INVOICE-0000009761 (blank) Reqular
> Tree Manager
> Reporting Tools
> PeopleTools
- Careers

— Change Wy Password
[— My Personalizations

— My System Profile )
— My Dictionary hal

You can see the detail of the Posted amount on desired ID”Testing” which is encircled below.Go to 3™
Tab “Bill Detail”.

QAU S

Marges and Payments | o

= Bill Customers -
 Student Bills "
— Pending To Bill ltems Invoice Info Student | Bill Career (

— Create Billing Request

New Window | Help | Customize

ill Messages

~ Identity Student Business Unit:  QAUNV QAU Bursar Billing Request Nbr: 4793
Charges

Name: Hag Ayesha 1D:

~Erntinveice Invoice Number: INVOICE-0000009761 Prior Invoice Amount: 0.00

— Produce Extract File

— Student Invoice Prior Invoice ID: Total Billed: 1,000.00
Summary

— Print Invoice Crystal Invoice Type: Regular Due Date: 07/09/2010
> Corporate Bills
~ Review Printed Invoice Billing Status:  Initiated NMEAE
— Cancel Invoice
— Review Invoice Address Type:  BILL
Cancellation
[ Cashiering
[ Payment Plans
[ Refunds
[ Collections
— View Customer Accounts
— View Item Due
— View Item Line
— View ltem
& AZadamIc Addl .QRetumtoSem:n| @Nmify] & Previous tab | | Next tab
U Contributor Relations N N —
> SetUp HRMS Invoice Info Student | Bill Career | Bill Detail | Bill Messages
[ SetUp SACR
[ Enterprise Components
> Worklist
D> Tree Manager
I> Reporting Tools
U PeopleTools
— Careers
- Change My Password
— My Personalizations
— My System Profile
— My Dictionary e

Address: Address Info

Error / Warning

Now you can see the detail of the bill.i.e Item Type “Terminal Exam Fee for Mphil”,Item Term “ Spring
2010” & Amount “1000”.
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QAU

S an
»Bill Customers

+ Student Bills
Pending To Bill items

B

— Create Billing Request
— Identify Student
Charges

Produce Exiract File
— Student Invoice
Summary
— Print Invoice Crystal
> Corporate Bills
— Review Printed Invoice
— Cancel Invoice
— Review Invoice
Cancellation
» Cashiering
* Payment Plans
* Refunds
+ Collections.
- View Customer Accounts
- View Item Due
- View Item Line
- View item
«cademic Advisement
sontributor Relations
ietUp HRMS
ietUp SACR
interprise Components
Vorklist
‘ree Manager
teporting Tools
‘eopleTools
rareers
thange My Password
v Personalizations
1y System Profile
Iy Dictionary

gl

Home
New Window | Help | Customize Pa
Invoice Info Student Bill Career Bill Detail Bill Messages
Business Unit: QAUNV QAU Bursar Billing Request Nbr: 4793
Name: Hag,Ayesha 1D: TESTIN

Alll
Effective
0

10

rst 10of1 7 L
Line Amount

7,000.001

Customize | Find |

ftem Term Date Posted Due Date
S 0 0

pring 2010 10

{Ierminal Exam Fee for Mphil

QU Return to Search | [] Notify | @ Previous tab | & Next tab |

Invoice Info Student | Bill Career | Bill Detail | Bill Messages

Now Go to “Print Invoice ” by Following this navigation ,
Student Financials-> Bill Customers”->Student Bills=>Print Invoice.

Then Go to 2™ Tab “Add New Value”.

Home Wurklsl Add to rites

New Window

QAU

_ 7 Bill Customers

« Student Bills
Pending To Bill items
— Create Billing Request

|

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

— ldentify Student
Charges . Find an Existing Value D
— Generate Invoice
— Reuiei ce
— Print Invoice Run Control ID:| begins with v ||

— Produce Exiract File
— Student Invoice
Summary
— Print Invoice Crystal
> Corporate Bills
— Review Printed Invoice
— Cancel Invoice
— Review Invoice
Cancellation
[> Cashiering
I> Payment Plans
[ Refunds
[ Collections
— View Customer Accounts
— View Item Due
— View Item Line
— View ltem
> Academic Advisement
> Contributor Relations.
> Set Up HRMS
[> SetUp SACR
[ Enterprise Components
[ Worklist
1> Tree Manager
[ Reporting Tools
> PeopleTools
— Careers
— Change My Password
— My Personalizations
[~ My System Profile |
— My Dictionary Sl

[Jcase sensitive

‘ Search Clear |pasicSearch B Save Search Criteria

I
Find an Existing Value | Add a New Value

Now Write down on the Field of “Run Control ID” i.e “ print-chm” and Click “Add” Button .
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QAU

< Bill Customers
< Student Bills
— Pending To Bill ltems

— Create Billing Request

— ldentify Student
Charges

— Generate Invoice

ice

— Review In!
int Invoi
— Produce Extract File
— Student Invoice

Marges and Paymei R

Home nst Aaa {o Fay

New Window |

Print Invoice Other

d an Value | Add a New Value

Run Control ID@"‘__)

Add

Summary
— Print Invoice Crystal

Find an Existing Value | Add a New Value

[> Corporate Bills
— Review Printed Invoice

— Review Invoice
Cancellation

> Cashiering

[ Payment Plans

[ Refunds

[ Collections

— View Customer Accounts

— View Item Di

— View Item Line

— View ltem

> Academic Advisement

[> Contributor Relations

> SetUp HRMS

> Set Up SACR

> Enterprise Components

[ Worklist

> Tree Manager

> Reporting Tools

[ PeopleTools

— Careers

— Change My Password

- My Personalizations

— My System Profile

— My Dictionary

3

After Clicking “Add” you can see that Page which shows below and then put up the desired
Value.i.e“Bussiness Unit” i.e QAUNV,”Print Invoice By “ i.e Customer ID,”invoice number “i.e QAU-
INVOICE-000009 & Check the box of “Address not required” . Click “Save”Button at Bottom of page.

Click “Run “.

QAU

= Bill Customers
< Student Bills
— Pending To Bill items
- Create Billing Request
- Identify Student
Charges

— Generate Invoice
— Review Invoice

— Produce Exiract File
— Student Invoice
Summary
— PrintInvoice Crystal
D Corporate Bills
— Review Printed Invoice
ancel Invoice
— Review Invoice
Cancellation
> Cashiering
> Payment Plans
[> Refunds
[ Collections
— View Customer Accounts

— View item

> Academic Advisement
[ Contributor Relations
> SetUp HRMS

> SetUp SACR

[ Enterprise Components
> Worklist

> Tree Manager

[ Reporting Tools

> PeopleTools

— Careers

— Change My Password
— My Personalizations

— My System Profile

— My Dictionary

Marges and Paymen

— Print Invoice

il

New Window | Help | Customize P

Student Invoice Other

Run Control ID:  print-chm Report Manager Process Monitor Run

“Business nit QAU Bursar Output XL Dat:

Print Invoice by: Output Chunk Size: 200

‘ Customer ID v !

ID: Q) HaqAyesha

Invoice Number: €__QAU-INVOICE-0000009761 G

Override Bill Request
[l override Bill Request Layout

Invoice Layout: | Q
Aid Term From: Aid Term To:
Address Usage: | Q

[ Print Schedule of Classes

Term: Q
ddress not required

[[] override Address Info [Juse Email Address Print Zero Bill

Add | ZIUpdate/Display
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After Clicking the “Run” button you can see the below page. Just click the check box button of the
“print invoice” and then “OK” button.

QAU

< Student Bills
— Pending To Bill ltems
— Create Billing Request
— Identify Student
Charges
— Generate Invoice
— Review Invoice
— Produce Extract File
— Student Invoice
Summary
— Print Invoice Crystal
[ Corporate Bills
— Review Printed Invoice
— Cancel Invoice
— Review Invoice
Cancellation
[> Cashiering
> Payment Plans
[> Refunds
[ Collections
— View Customer Accounts
— View ltem Due
— View ltem Line
— View ltem
[> Academic Advisement
[ Contributor Relations
[> Set Up HRMS
[ Set Up SACR
I Enterprise Components
> Worklist
> Tree Manager
[> Reporting Tools
> PeopleTools
- Careers
— Change My Password
— My Personalizations
— My System Profile

— My Dictionary v

Process Scheduler Request

User ID: PS Run Control ID: print-chm

Server Name: RunDate:  [07/0922010 5

Recurrence: Run Time: 112:03:22PM Reset to Current Date/Time
Time Zone: Q

Process List

Process Name Process Type

O Print Non-Jetforms Invoice SFBILLIV SQR Report PDF v | Distribution
Print Invoices SSF_PRNT_INV XML Publisher Web v || PDF v | Distribution
Cox D comn
N———

Then Click “Process Monitor”.

QAU

_ v Bill Customers
< Student Bills
— Pending To Bill items
— Create Billing Request
~ Identify Student
Charges
— Generate Invoice
— Review Invoice
— Produce Extract File
— Student Invoice
Summary
— Print Invoice Crystal
[ Corporate Bills
— Review Printed Invoice
— Cancel Invoice
— Review Invoice
Cancellation
[> Cashiering
> Payment Plans
[ Refunds
I Collections
— View Customer Accounts
— View item Due
— View ltem Line
View ltem
> Academic Advisement
> Contributor Relations
[ Set Up HRMS
[> SetUp SACR
[ Enterprise Components
[ Worklist
[ Tree Manager
> Reporting Tools
> PeopleTools
— Careers
— Change My Password
— My Personalizations
— My System Profile
— My Dictionary

Hﬂme W klist Add to Favorites

E @; arges an! !aymen! o~

< Bill Customers o New Window | Help | Customiz¢

Hume - orklist Add to Favorites |

~

Student Invoice Other

Run Control ID:  print

Report Manager{ Process Monitory__RUn

Print Options

*Business Unit: [Qaunvi@  qau Bursar Output XML Data:
Print Invoice by: [ Customer ID v] Output Chunk Size: ]W

D: [ Q

invoice Numper: | Q

Override Bill Request

[[] override Bill Request Layout

| E—

Aid Term To:

[ &

[ Print Schedule of Classes ~ Term: | Q

Invoice Layout:
Aid Term From:
Address Usage:
[J override Address Info [[J use Email Address

[[] Address not required [ Print Zero Bill

@ save | QReturn to Search | (] Notty |

[ExAdd

B

New Window | Help | Customize |
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Now you can press the” Refresh” Button until the Run status “Success “.

QAU

< Bill Custo
« Student Bills

Pending To Bill ltems

— Create Billing Request

— Identify Student
Charges

— Generate Invoice

rint Invoi
— Produce Extract File
— Student Invoice
Summary
— Print Invoice Crystal
1> Corporate Bills
— Review Printed Invoice
— Cancel Invoice
— Review Invoice
Cancellation
> Cashiering
> Payment Plans
[ Refunds
[ Collections
— View Customer Accounts
w Item Due
— View Iltem Line
View ltem
Academic Advisement
Contributor Relations
SetUp HRMS
SetUp SACR
Enterprise Components
Worklist
Tree Manager
Reporting Tools
PeopleTools
Careers
Change My Password
My Personalizations
My System Profile
My Dictionary

Here you can see the “Run Status”

o]

Process List | Senver List

&I

View Process Request For

User ID: fabia Q Type: vitast [ 1

Server: Name: Q Instance: to

Run [:] Distribution b Save On Refresh
Status

Status:

Process List Customize | Find | View A

Seq. (Process Type Process Name |User Run Date/Time

Hume lst Add to Favorites I

New Window | Help | Customize Pac

24799 XML Publisher SSF_PRNT_INV rabia  07/09/2010 12:05:42PM PDT £ Queued N/A Details

Go back to Print Invoice Other

B save | [=] Notify

Process List| Server List

1.e

link”Go back to Print other invoice”.

Success and “distribution status “i.e Posted .Then click the bottom

QAU

Mafges and Paymel

7 Bill Customers
< Student Bills
— Pending To Bill ltems
— Create Billing Request
— Identify Student
Charges
— Generate Invoice
— Review Invoice

— Print Invoice

— Produce Extract File
— Student invoice
Summary
— Print Invoice Crystal
[> Corporate Bills
— Review Printed Invoice
— Cancel Invoice
— Review Invoice
Cancellation
D Cashiering
> Payment Plans
D Refunds
D Collections
— View Customer Accounts
— View Item Due
— View Item Line
— View ltem
> Academic Advisement
[ Contributor Relations
[> SetUp HRMS
[ SetUp SACR
[ Enterprise Components
[ Worklist
> Tree Manager
I> Reporting Tools
[ PeopleTools
— Careers
- Change My Password
— My Personalizations
— My System Profile
— My Dictionary.

~

At [ W [
[ Q mstances| = o]
— R e

Status

User ID: [rabia

[

Run
Status:

Process List

Select |Instance | Seq. [Process Type Process Name |User

24799 XML Publisher SSF_PRNT_INV rabia

Customize | Find | View A

Run Date/Time

07/09/2010 12:05:42PM PDT!

Run Status

=< Go back to Print Invoice Other >

B save | [=] Notify

Process List| Server List

New Window | Help | Customize |
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Then Click the Link”Report Manager”.

Student Invoice Other

Output XML Data: No v

Output Chunk Size: 200

[[J override Bill Request Layout

[ &

Aid Term From: Aid Term To:

Invoice Layout:

Address Usage: | Q
[ print Schedule of Classes ~ Term: Q

[J override Address Info [[] Address not required [Juse Email Address [ print Zero Bill

1yl |
< Bill Customers T -
— Pending To Bill items
— Create Billing Request
Charges Run Control ID:  print
— Generate Invoice
— Produce Extract File |
*Business Unit: Q
Summary
— PrintInvoice Crystal
> Corporate Bills ID: Q
— Review Printed Invoice
Invoice Number: Q
— Review Invoice
Cancellation
[ Payment Plans
[ Refunds
— View Customer Accounts
— View ltem Due 3
— View ltem
> Academic Advisement
[> SetUp HRMS
[ SetUp SACR
> Worklist
> Tree Manager
D PeopleTools
— Careers
— My Personalizations
— My System Profile

= Student Bills
= e et rocess Monitor _Run —
— Review Invoice
— Student Invoice
Printinvoice by: | Customer ID v
— Cancel Invoice
SCaenral
[ Collections
— View Item Line
[> Contributor Relations
[ Enterprise Components
1> Reporting Tools @ save | QRetum to Search | =] notiy | EbAdd | Hupdate
— Change My Password
|- My Dictionary v

Worklist Add to Favorites

New Window | Help | Customize

After Click the “Report Manager”.Go to 3™ Tab ”Administration ” and Click the “Refresh” Button until

you see your desired” Prcs Instance”
Click the link “PDF_PRINT_INVPRINTINVOICE”

QAU
penu _____ &8

Search:

5 My Favortes List Explorer | Administration | Archives

I Hostel Management System View Reports F

[> Self Senvice

[> Campus Community User ID: ] m Refresh

> Student Admissions
[ Records and Enroliment Status: [
[> Curriculum Management

Type: Last:
o

v| Folder:| to: |

Report List View All|

I Student Financials At
I Academic Advisement Format Status  |Details
[ Contributor Relations
> Set Up HRMS 07/09/2010 Acrobat i
> SetUp SACR 12:06:10PM (pap  Fosted Details
1> Enterprise Components
> Worklist 19857 24799  PrintInvoices Q192010 Acrobat  pocted  Details
12:05:45PM (* pdf)
P Tree Manager 07/09/2010 Acrobat
 Reporting Tools i i e i
N Cr:ueryg 19856 24798 SSF PRNT INV Printinvoices 12:05:27PM (pdf) Posted Details
> PSinvision - ’ 07/09/2010 Acrobat q
b XML Publisher 19855 24798  PrintInvoices 12:04:58PM (*pdf) Posted Details
— Report Manager v
b PeopleTools “seetar  Toeselecta

— Careers

— Change My Password
— Iy Personalizations
— My System Profile

— My Dictionary

_Delete_|ciick the delete button to delets the selected report(s)

& save

List | Explorer | Administration | Archives

_- Kiist Add to Favorites

New Window | Help | Customize
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