@ Job Aid — Departmental View of Customer Accounts

Horthemlowa

Departmental View of Customer Accounts

Purpose: The following table describes how Departments view student accounts. Departments
may wish to view the student’s account to verify a charge or credit.

Step Action

1. Navigating to the View Customer Accounts page: Select Main Menu > Student
Financials > View Customer Accounts

Favorites Main Menu > Student Financials > View Customer Accounts

Customer Accounts

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

Find an Existing Value

Maximum number of rows to return (up to 300). {300
Business Unit: = - lUNICS

a
1D: begins with - || Q
NationalID:  begins with ~ |
CampusID:  pegins with ~ |
LastName:  begins with ~ |
FirstName:  begins with + |

[l case sensitive

Search Clear Basic Search Save Search Criteria

2. Enter the appropriate search criteria. Click the Search button.

Result: The Customer Accounts page displays.

Customer Accounts

Business Unit: LINICS
Panther. Pam I0:  iEEERE Academic Iformation

Total: £.949.70 Anticipated Aid: 1354000

Find | Al 45 o0 ¥

Account T,pe Account Numiber Balapnce D‘pél‘l Date Status
MiscChrgs  MISCHO1 - FALL 20611 125.00 USD O8M32011  Adive account Dataits B @
Tud Fiis TUTAFEEDQT - FALL 2011 442500 0502011 Acthve Account Details &5 B &
MiscChrgs  MISCOO1 + SUMMER 2011 390,00 O6M10/2011  Active account Details 11 [ &
Housing ROMSBRO001- SUMMER 2011 2.008.70 OBM10/2011  Active account Detats 20 @ &

Go b Detail Trans Hem Summary [ems by Term  Hems by Date Du= Charges Fayment Plans View Anticipated Ald

4o Return bo Search [ Notity
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Step Action
3. Department charges will be in Misc Charges. Click the Account Details link for
Misc Charges to view additional detail, such as what the charge was for.
Find | 4144014 [¥]
Account Type Account Number Balance Open Date  Status
MiscChrgs  MISCO01 - FALL 2011 125.00 USD 06/13/2011  Active E
Result:
Find 80 1.4 of 4 L
Account Type Account Humber Balance Open Date  Status
MiscChigs  MISCO01 - FALL 2011 125.00 USD 08122011 Adhe Account Detais | B9 @
Result:
Account Details
i HhhaRRnE Panther, Pam Business Unit: UMICS
Acocount Humbar: WISCo01 2011 FALL Account Balanoe: 12500
Debits: 12500 Credils: 0.00 Applied: 0D Unapplsad: 00
Find | Al 4 or
Item Term Amount
Class Item Status Last Activity Dale Balancs
At Dept Supplies 2011 FALL 125 00 Item Details
Atren DE132011 12500
Ratwn
Click the Return link at the bottom to return to the Customer Accounts page.
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Step Action
4.

Click the Item Details link on the Account Details page to view further details
specific to an item, such as when it posted.

Item Details

o HEERRE Panther. Pam Business Unit: UMICS
Item Nbr QOO0000D000001T  Ast Depd Supplies
em Amount: 125.00 Applied Amount 0.00 Balance: 125.00
Refarence Nbr Rem Type: 400000200700
Details Find LI of 4 LB
Hbw Posted Effi &t Billed D GL Posted  Relerencn Nbe Aot
1 0BMZR2011 06M32011 125.00
Paymenis paying this Charge
Find 2l 1 of e B
liem Type Account Hbr Term Date Amount
0.00

Click the Return link at the bottom to return to the Account Details page.
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