
 

Job Aid – Viewing Suspended Groups 

 

Last Updated: 6/17/2011 Page 1
 

Viewing Suspended Groups 
Purpose:  The transaction data that has erred out is put into a suspended status.  Run the query to 
see if you have any transactions that have not been posted.  Use Review Suspended Transaction 
to view and revise transaction entries for individual transactions that have not yet posted.   
 
The following instructions describe how you review group charges that are suspended.  
 

Step Action 
1. Navigate to the Suspended Group Post page:  Select Main Menu > Student 

Financials > Charges and Payments > Group Processing > Review Suspended 
Transactions 
  

2. Enter the desired criteria.  (E.g.  Group id = 000000000000009). 
Click the Search button. 
 
Result:  The Suspended Group Post page displays. 
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Step Action 
3. Use the Suspended Group Post page to review suspended transactions from a 

group.  Notice the amount in the Suspended field.   
 

4. Use the Group Post Details link to view details. 
 

 
Note:  The Posted Total is different than the Entered Total. The Posting Action 
is Available and the Posting Status is NotPosted 

5. Click the Return link at the bottom to return to the Suspended Group Post page. 
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Step Action 
6. Click the Line Details link for the first line item. 

 

 
 
Result:  The Group Line Details page displays. 
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Step Action 
7. Click the Update link in the upper right corner of the page to display the Group 

Line Entry. 
8. On the Group Line Entry, make corrections to any of the fields or click the Mark 

for Delete button to delete the line item. 
 

 
 
If you… Then… 
made corrections click the Save button at the bottom.  To view the 

corrected entry, click the Review Suspended 
Transactions breadcrumb on the top navigation, 
click the Search button. 

clicked the Mark for 
Delete button 

Click the Save button at the bottom.  To confirm 
the entry has been deleted, click the Review 
Suspended Transactions breadcrumb on the top 
navigation, click the Search button. 

 

 
 


