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NEW IN THIS EDITION

June 2006 Enhancements
m  Correction: it’s ELM not EML, see pages 21 and 37.
m  “Financial Aid Report”, page 27 that references the “Financial Aid” manual.
m  Update for the new Financial Aid record, page 28.
m  Reminder to run Post to Billing before running Post to Accounting, page 42.
m  Note on incorporating custom receipts in “Post Transaction and Print Receipt for an

Individual”, page 51.

May 2006 Enhancements

m  Support for The Financial Edge®, MIPS, and Great Plains accounting system intet-

faces; see “Post (Export) to Accounting System” on page 42 and “Check Refund” on
page 67.

March 2006 Initial Release

This edition is for SONISWEB® version 2.0. A few of these changes were also
added to version 1.4.

Figure 1 Toolbar for those with User-ID access and Figure 2 Function Lists1 - Par-
tial, page 5.
Figure 124 Login Displays and Figure 125 Typical SONISWEB® Page, page 82.

Most of the reports have been rewritten in the Cold Fusion™ Report Builder.
Those have “(RB)” following their names as seen in Figure 2. The older Crystal Re-
ports™-Enterprise reports (without the “RB”) are still available in most cases.

Most of the functions (Figure 2) have been enhanced.

RELATED FINANCIAL MANUALS

Not all financial functions are in this manual. See these financial manuals for their special-
ized uses:

“Clearinghouse: Exporting for the National Loan Student Clearinghouse” (Clearing-

house.pdf)

“Development and Fund Raising” (DevelopmentFundRaising.pdf)
“Financial Aid” (Financial Aid.pdf)
“Form 1098-T Processing” (IRS1098T.pdf)
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NAVIGATING THE FUNCTIONS

ADMINISTRATION

ACCESS

S/NISWEB” ® 2 B8 @ 8 @
Logout Mames Courses Emancial: Systems Eepoits
e Figure 1 Toolbar! for those with User-ID access
il tm al m
Administrative users have User-IDs and S7NISWEB S NISWEB
Passwords and see an initial display like
Flgut.e 1. Adrmrnstratlye users can be any- =R — py—
one in your system with an ID but typi- [T Bame e
cally they’re paid Staff and those few Fac- & pply Payrent A fiiliation
ulty with additional administrative duties. Avrard Letter A pplication Fees
. L. . Lagrard Letter (RB) Feelb fiiliation tility
The access rights of an administrative user |5, Flatfo Flter Settngs
is defined by: Billing (FE) Flatfees
ELM Ireqoort Funds
1. The Profile selected when you : —
K Firance Charges Girving Lewel
were issued a User-ID and Pass- [ o mepen Ploces By Bvent
word. Typical Profile categories Financial &id Report (RB) Pledge: TCodes Mappings
are the Registrar, the Registrar’s Financial Holds Program Type
staff, the Financial Officer, Admis- Fundraising Search Programs
sions staff, Deans, etc. One profile  [[E2= Refund Filter Settings
. Fledges: Post To &ccounting Befund Setti
covers all the people in each staff o : o
Post To Accoutting Tahle Ilaintenance
category. Post To Billing Transaction Code Mappings
2. The individual limits specified for [t ToBiling- PRl DD
. Post Transactions
you when you were issued a User- :
daUser o
ID and Password. Typical limits [ Tomn Mroi
. pplication
are preventing access to faculty il e e r—
and staff personal records. TMS Traport =——r
.. Woid Avrards: Disposition Health
3. The privileges added for you |FiiTrmsetoms
when you were issued a User-ID S o
and Password. The right to “Make e ——
. sy ex 7 Lywrards Surirary e
Grades Official” or “View and e v et Tvtviam Tmdbs
Change PINs” are examples. Charges | Crodits Report Progrars
= ]
L . . C'harges / Credits Report (RE,
After clicking Financials, Systems, Re- Fhalge;ls recits Report (RE)
. . 1HATC:
ports, or N?mes in Flg'ure’1 you get one e
of the selections shown in Figure 2. ol
Holds (RE)
Student Ledger

1 You only see what you’re authorized to see by your Profile and individual Limits and Privileges. So your choices may be fewer than these.

Student Ledger (RB)
e

Financial Record-keeping & Billing
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WHAT DO YOU WANT TO DO?

m  The functions, reports, and tables are in al- # 48 -|
phabetical order in the “Table of Contents” =
on page 2. Select Al Chls
. . . . Deselect All Clrl+Shift+4
m  Details of the relationships among financial - e
records start with “Bill Posting Options” on Fird Again CkG
Search »
page 75.
m  If you don’t see what you need above, check ® Figure 3 Adobe® Find and Search

the table of contents on page 2. You can
also use the Adobe® find or search functions illustrated in Figure 3. It allows a
Google®-like search? by word or phase.

Diagnosing and Fixing Problems

See the text “Messages, Errors, and Diagnosis”.

Setting Your Browser for Proper Function and Security

Internet Explorer® (IE), Firefox™, Netscape®, and Opera Web browsers have an “auto-
complete” or password-form save feature that is handy for individual computers but defeats
privacy on shared computers like those in computer labs and libraries. See the text “Browser
Settings” to set your browser for security, good performance, and to prevent your getting old
data.

2 If you’re unfamiliar with this searching, click Adobe® reader Help or see the SONISWEB® text “Index to Texts”.

3 Only Internet Explorer (IE) version 5.5 or later is supported for administrative use.
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QUICK REFERENCE

Accounting Batch Download

Click Financials (Figure 1) then Accounting Accounting Batch Download
Batch Download (Figure 2) to get Figure 4.

Download Available Batches
irst you establis e batches usin oS X-
First y tablish the batch ing “Post :
port) to Accounting System”, page 42. Those 01242006 033436 (
« ” . 01252006_12 SDED'J {
batches have a “(P)” for Posted as you see in 0129200210320
F. 4 02172002 _10:13:42
igure 4.

)
i

Then you can pick the batch you want to down-
load as a file in Figure 4.

File Download

Click the Submit button. Your browser prompts SECENSE D R 5 S S
you with a display like Figure 5. ene Do b

Tupe: Text Document
From: 68.16,179.253

Make your choices in Figure 5. You’ll get ques-
tions about where you want the file placed, pro-
gress messages, etc.

[ open ][ sae | [ Cancel

e Figure 5 Download Prompt
The file is in comma-separated (CSV) format with
an entry and a comma for each field in Figure 108 on page 70.

Additional Fees
Click Systems (Figure 1) then Additional Fees (Figure 2) to get Figure 6.
Additional Fees
Code Frequency Credits From Credits To Amount Levels Included EditDelete
IF Omice Per Semester 1] el $10.00 1] edit | Del
IF Once Per Semester 1] 905 $1.00 1 Edit or edit | Del
IF Oince Per Semester 0 005 $200 2 Delete and /V edit | el
IF Once Per Semester 1] 205 $3.00 3 i edit | el
IF Cinice Per Semester i) Q09 $4.00 4 £ edit | el
IF e Per Seme ster il 999 $500 3 fee odit| el
IF Onice Per Semester 1] 905 $6.00 ] edit | Del
Select from choices and fill in amount for a new fee )\Q Add New Fee
Transaction Code FF-Field Fee v Frequency Amount |56 Levels Included
Per Credit Hour

o Figure 6 Additional Fees
Follow the guidance in Figure 6. To pick multiple levels (class-years) for a fee, see Figure 127
on page 83.

For more information on how Additional Fees fit into the fee structute, see “Sources of Fi-
nancial Transactions” on page 79.
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Affiliation Code Setup

Affiliation fees are assigned as course fees* and flat fees (page 33). Examples are “Resident”,
“County Resident”, “Affiliated College”, and “Contributor employee”.

Click Systems (Figure 1) then Affiliation Fees (Figure 2) to get Figure 7.

Affiliation
Recordl -3 of 3
Affiliation Affiliation Description Disabled
B2 Resident, County N
Rl Resident, State i)
/ aC Sendor Citizen N

Click to change the Description

|C]ick to add a new Affiliation r

e Figure 7 Affiliation Code List

Follow the guidance in Figure 7 to change or add an affiliation code.

To change a large number of fees for courses, use the “Fee-Affiliation Utility” on page 22.

+ Assignment to a Course is shown in “Tuition calculations” on page 79 and the SONISWEB® manual “Course & Section Processing”.
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Aged Trial Balance

This is a simple list on your display of all students and their balances aged as shown in Figure
8.

Click Financials (Figure 1) then Aged Trial Balance (Figure 2) to get Figure 8.

Aged Trial Balance
DAYS

Student 90+ 60-90 30-60 30 Balance

Abbett, Lou 333333334 $0.00  $377433  $§2303.00  $000  $6,077.33
Adams , Amy 000000000 $12,937.21  $1,200.00 $200  §0.00  $14,139.21
Adams , Morticia 312115555 $1,01633  §$172.00 $200  §0.00  $£1,190.33
Adams , Oscar 111111111 $781.33 $0.00 $200  $0.00 $783.33
4ddams , Jane AD3867728 $977.00 $0.00 $0.00  $0.00 $977.00
Alberts , Albert AL1505660 $203.00 $0.00 $0.00  $0.00 $203.00
Albertson , Alan AL8749752 $977.00 $0.00 $0.00  $0.00 $977.00
Algonican , Edgar 444444444 $977.00 $0.00 $0.00  $0.00 $977.00
Allen , Alan AT3215267 $0.00 $0.00 $0.00  §0.00  (§998.00)
Anderson , Anna AN8321568 $2,05371  $2,100.00 $0.00  $0.00  $4,153.71
Applegate , Cynthia 309090909 $977.00  $8,319.50 $000  §0.00  $£9,296.50
Arronson , Jacob 000000542 $977.00 $0.00 $0.00  $0.00 $977.00
Avery , Alice AVB453873 $977.00 $0.00 $0.00  $0.00 $977.00
Bellows , Wendy BE2253076 $10.00 $0.00 $200  $0.00 $12.00
Bendix , William BE4557075 $0.00 $0.00 $200  $0.00 $2.00
Benson , Paul PB2222222 $267.00 $0.00 $0.00  $0.00 $267.00
Bird , Jay 060606060 $977.00 $0.00 $0.00  $0.00 $977.00
Black , Gray BL7777777 $977.00 $0.00 $0.00  $0.00 $977.00
Black , Nicholas BL1090677 $977.00 $0.00 $0.00  $0.00 $977.00
Black , Organce BL6666666 $977.00 $0.00 $0.00  $0.00 $977.00
Black . White BL8732239 . $977.00 $0.00 $0.00  §0.00 $977.00

o Figure 8 Aged Trial Balance Display

This list includes everyone with outstanding charges, so it can be very long. To see the de-
tailed information on a person’s financial state, use “Receivables” (page 54).

Application Fees
Click Systems (Figure 1) then Application Fees (Figure 2) to get Figure 9.

Application Fees
Code Amount Edit/Delete
AP $30.00 edit| Del
Add New Fee
Fee Codes AF-Activity Fee b Amount 0

e Figure 9 Application Fees List

At the top of Figure 9 are the existing fees. Click edit on the right to change the fee. Click
Del to delete it if it has not been used.

At the bottom of Figure 9 you can select another transaction (Fee) code, enter an amount
and click the Submit button to add a new fee. The new fee will appear at the top of Figure
9.
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Apply Payments

You receive and record payments using “Post Transactions” on page 48. Some payments
can be applied only to specific charges. For example, a payment from a scholarship may be
restricted to tuition charges only. It may not be used for housing, books, or other fees. Ap-
ply Payments lets you designate what a payment is applied to.

Click Financials (Figure 1) then Apply Payments (Figure 2) and you see either Figure 10 or

Figure 12.

You apply payments for one person at a time. If you You must first do a NameSearch.

did not select that person before you clicked Apply SEARCH

Payments, you get Figure 10 which invites you to se-

lect the person. e Figure 10 Name Search Prompt for Apply
Payments

Click SEARCH in Figure Logout Hames Courses @

10. You are taken to the .

Name  Search  display Biographic

where you enter the ID or Last [Bellows First fwendy

the name of the person Pref. Name [ Prefix [ =

you need. Once you have Maiden [ Gender [Female =]

selected that person, you PID BE2253076 PIN [212774 "

will see one’ of that per-
son’s records as illustrated
in Figure 11.

e Figure 11 Portion of a Biographic Record

Click Financials at the top of Figure 1. That gives you Figure 2. Click Apply Payments in
Figure 2 again. That yields Figure 12.

If you selected the person before clicking Apply Payments, you see Figure 12 without going
through the search process above.

5 Which record you see depend on what the administrator set up in the profile. Usually it is the Biographic, Address, or Courses record.
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At the top of Figure 12

are the outstanding in- Apply Payment
voices. At the bottom Invoices
are the payments that
. Invoice Campus Total Total Invoice
. umber arges a; ents ance
you will apply Numb P Charg Paym Bal
I . h lcazoo laswool | £2.00] £0.00| $2.00
nvoices are  charges Ca22 SN0l | $3.00| $0.00| §3.00
that are described in Ca250  CAMPL | $1.00| $0.00| §1.00
“Sources of Financial [ca2s1 lcanP [ $1,000.00] $0.00)  $1,000.00
Transactions” (page | | Total:|  $1,006.00
79). Typically registra-
tion creates one invoice Payments
with multlple charges. Transaction Payment Description Check Payment Amount Ralance
You can see those mul- Number Date 9 umber| Amount Applied
tiple charges by clicking 0205108347630151 0511012002 RA Thition $1,000.00 $5.00/$995 00 eoply
. . an’
the undetlined “Invoice Stndens
N ) 020618938047717Q 06/18/2002 $15.00] 50.00| $15.00 a;;l;
Balance” in Figure 12. Payment

Fach individual finan-
cial transaction that o Figure 12 Apply Payment
make up the invoice to-

tal is shown.

Payments typically come from posting a payment transaction (page 48). Click apply in
Figure 12 for the payment you want to apply. You see a display like Figure 13.

Apply Payment

Transaction Code: 0205108347630151
Payment Amount: $1,000.00
[ Applied to the following transactions:
0201182066001225 — Lab Fee — $5.00
Amount Remaining: $995.00
Click on an appled payment below to edit.

Amount

. . . Applied
Transaction . Trans T inti Original | Balance f Amount to he
HNumber YOIL® | Date erm BSCIPUON | 4 ount Remaining :1_?:: Applied

Payment
020618141923143V (CA200 06/18/2002 2/200001 [Activity Fee | $2.00]  $2.00  $0.00] gfo
020303494013826X CA22 03/03/2002|2/200001 [Activity Fee | $3.00]  $3.00|  $0.00| gfo
020622491167891] |CA250 06/22/2002[2/200001 Tuiton |~ $1.00]  $1.00  $0.00| g0
0206226431302634 (CA251 06/22/2002 27200001 Tuition  [$1,000.00| $1,000.00|  $0.00| 990
submit |

e Figure 13 Apply Payment Detail

Figure 13 can be a very long display, depending on the number of detailed transactions in
this person’s record. In the fields on the right, enter the amounts from the payment that are
to be applied to each transaction, then click the Submit button.
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Your confirmation is Figure 12 again with the revised applied-payment balance at the bot-
tom.

If you try to apply amounts that exceed either the “Balance Remaining” or “Amount Re-
maining”, you get an error message and the application is discarded.

Award Letter

This is optional. Not all schools use these letters.

Click Financials in Figure 1. In the function list, click Award Letter (RB)
Awards Tetter(RB)® or Awards Letter. Once the B Al

search is complete you get Figure 14. Previewing the
letter yields Figure 16. Picking the Labels gives pages

Preview Award Letter L abels

of labels of which Figure 15 shows a part. o Figure 14 Award Letter Selection
You see the first of the page as illustrated in Figure 16.
There’s a separate page for each person Wendy Bellows
p pag p . Apt17
3456 Carboro Bd
Chapel Hill HC 27561

e Figure 15 Label Example

RJM Uniersity
151 East Rosemary
ChapelHill NC 27514

2003-2004 Financial A# Award Letter

Wendp Bellows Q72 W2 oM

3436 Carboro Rd Student IDH: BE2233076

Apt IT

Chapeal Hifl, NC 27361 Expected Family Confribution: §10.300.00

We are pleased to inforra you that we are able to make the following awards to you for the specified semesters. If, at any time,
in the future ywou recenve aid from any other sowrees, the following awards will be adjusted accordingly.

Federal awards are contingent on fands the school expects to recetve from the Federal Governmment. The college reserves the
right to correct errors made in firancial aid awards

Fall Spring Surarer Total
Matl Engineers Coop foan fiund 0.00 600.00 0.0a 600.00
FPell Award 0.00 750.00 0.00 750.00

Please sign and retwrn the enclosed acceptance form by 020972004 . After this date your aweards are automatically
cancellsd.

IMPORTANT HOTICE
Financial &id Policy

The enclosed awards st be accepted as a package with the exception of the Federal Stafford (Guaranteed Student) Loan.
Vo zoaardecling thiz loap bepndicating so o the accemtance fomn T smu accemt dhis loan sron pouat anlsr forat st sy

o Figure 16 Award Letter Partial Example
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o I o, N F 157% | Ll 'J"F 1|27 :
N e ',

Search word(s) Zoom in-out,
whole page, |Next & prior page |
page width

|Ma.ke copy of display |

>

-

|Muve on page with mouse |

Figure 17 Report Builder (RB) Navigation

& & F7=1nz - 1 of 1+ > M i

|Zoomi.n and out | |Page back and forward |

e Figure 18 Crystal Reports™ Navigation
Use the arrows in Figure 17 or Figure 18 to move from page to page in Figure 16. To print,

click the printer icon.

Award Summary
This report (Figure 2) is covered in the SONISWEB® text “Financial Aid”.

¢ (RB) means it was built with the Cold Fusion™ Report Builder not the older Crystal Report™ software. New reports and enhancements
to current reports will use only Report Builder. It is free and works with all known Web browsers and standard operating systems.

June 2006
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Billing and Pre-Billing

Before running billing:

m  Use Post Transactions for any payments and other charges, see page 48.

m  Click either Post To Billing - Prebill (page 47) or Post to Billing (page 45).
m  For third-party billing, see “Third Party Billing” on page 61.

“Pre-bill” is creating a pro forma bill of anticipated charges without posting them to each
student’s receivables. It’s normally used where students register for the next semester and
you want to give them the anticipated charges for their financial planning.

To see what’s posted when it’s posted, go to “Bill Posting Options” on page 75.
Click Financials (Figure 1) then Billing(RB)° or Billing (Figure 2) and you see Figure 19.

You must use Billing(RB)¢ to print the anticipated bills from “Post to Billing - Prebill” (page
47).

Financial Search
Preparmng: Billing (RB)

Last Name: First Name:
OR

Record Status

Staff ~
Withdrawn %
School Tear: 200506 » Semesier: Surnmer v
Due Date: 02/28/2006 As Of Date: 02/08/20086
Zero Balances [ Negative Balances [ Positive Balances Excludes from Billing [ |

e Figure 19 Billing

You can bill one person by entering a name or ID number. You can pick a group of people
to bill using the selections in the middle of Figure 19. (See Figure 127, page 83, and the re-
lated description for guidance on making multiple choices.)

The School Year and Semester are set in Web Options. Billing Due Date is set each semester
by the SONISWEB® administrator. You can enter a different due date here. Click the but-
ton to Search.

Near the bottom of Figure 19 are these options:

Due Date is the date your SONISWEB® administrator set in the System Variables table
at the beginning of the semester. You can change it in Figure 19 by typing over it.

As Of Date is today’s date. You can change it for pre- or post-dating.

Financial Record-keeping & Billing 14 June 2006
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Zero Balances: bills for persons with zero balances are not normally printed. Putting a
checkmark in this checkbox includes bills for those with zero balances.

Negative Balances: bills for persons with negative balances are not normally printed.
Putting a checkmark in this checkbox includes bills for those with negative balances.

Positive Balances is normally checked. You can click the checkbox until it’s blank if
you don’t want to print bills for those with positive balances.

Excludes from Billing when checked overrides the “Exclude from Billing” checkmark
in Biographic records. See the Biographic record in the text “Students, Faculty, Ap-
plicant and Alumni/ae Record-keeping”.

Figure 20 shows a typical confirmation of the billing process. The display tells you how
many records were chosen based on your selections in Figure 19.

You choose “Click Here to preview report” Billing (RB)

on the bottom and the report generator cre- Hensris kS INE izt QRikel e RS
ates the bills and displays them on your Click Hete to preview the repott.
browset.

Click Here to presiew the labels.

If you want to produce mailing labels as well,
click the labels choice in Figure 20. For more * Figure 20 Billing Confirmation
information on labels, see “Mailing Label

Choices with Bills” below.
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Edgar M. Abbott

15275 New Garden Way

Carraras NC 28111

Charges
Activity Fee

Activity Fee

Awards
Pell Award

Anticipated Charges
Flatfee Tuition

Lab Fee for ART101

SonisWeb200

Statement of Student Account

Semester 1 2004/05

Prior Balance: $6,081.58
Transaction Date Amount
01/18/2006 59.00
01/18/2006 £9.00
$18.00
Transaction Date Amount
09/07/2005 £3,000.00
$3,000.00
Balance Due: $3,099.58
02/08/2006 200.00
02/08/2006 111.00
$311.00
Anticipated Amount Due: $3.410.58

Date: 02/08/2006
Due Dare:  12/03/2004

ID: 333333334

Current posted charges
and balances

Check/Receipt#

Anticipated charges
appear only if Post to
Billing Pre-bill is run

e Figure 21 Portion of a Bill run with Billing(RB)¢ and with Pre-Bill in Effect

Figure 21 is an example of a bill’. You can review the bills on your display.

m  The top part of the bill contains the prior balance and all posted charges. It’s what
the person owes. It appears on both standard bills and pre-bills.

m If you used Billing(RB) (not Billing) the bottom part of the bill — Anticipated
Charges — appears if you clicked Billing(RB)¢ after you ran Post To Billing - Prebill

(page 47).

Use the arrows in Figure 17 or Figure 18 to move from page to page in Figure 21. To print,

click the printer icon.

Mailing Label Choices with Bills

Choose “Click Here to preview labels” in Figure 20. In the recommended Billing(RB)¢ the
labels are sent to you as a PDF file that you can save® and print when convenient.

Mailing labels are in the same person-address order as the bills. When you select this func-
tion, labels are produced for the “Preferred” address in each person’s Address record. The

" Your school may have customized the bill so that it looks different from this example.

8To save the file of labels, your Web browser and security firewall must permit downloading PDF files. To print them you need the free

Adobe reader (www.adobe.com).

Financial Record-keeping & Billing
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default label is Avery® 5160, three columns, three to five lines. You can use the two-step
process described in the “Mail Merge” text for different styles of labels.
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Charges / Credits Report

Click Reports (Figure 1) then Charges / Credits Report(RB) or Charges / Credits Report
(Figure 2) and you see a display like Figure 22.

Main Report Generator
Building: Charges / Credits Report (RB)

Select Division (s) Select departmeni(s)

Select school year(s) Select semesier(s)
200708 -~ -~
200607 Fall-1a

Fall-1h =

|F0r areport on an individual enter the PID 'T

|Use these to limit the dates reported|

Begin Date: End Date:

|Choose download as PDF or Excel spreadsheet files or paper-like as output|

PDF O Excel O Flash Paper ()

Reset to Defaults Build Report

o Figure 22 Report Prompt for RB¢ Reports

Make your selections from Figure 22 and click the Build Report button. There’s a delay as
SONISWEB® assembles the records, then you get a display with a Preview Report link.
Click it to get the report illustrated in Figure 23.
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02/09/2006 SonisWeb200 Page 1 of 1
Charges & Credit Summary Report for 01/01/2004-12/31/2005

Activity  Transaction
Type Code Description Count Amount
Credits BB Bail Bond 1 ($5.55)
Credits PP Provider Payment ] ($1,000.00)
Credits QQ Tuition Refund 11 ($3,116.63)
Credits SP Student Payment 2 ($1,499.00)
BEE (85,621.18)
Debits AF Activity Fee 25 $6,505.87
Debits AP Application Fee 34 $1,020.00
Debits BK Book 1 $15.95
Debits BR Brown Hall Residence 1 $28.50
Debits DB Debit Adjustment 5 §58.59
Debits FF Field Fee 4 $1,200.00
Debits HS Housing 2 $2,400.00
Debits IF Internet Fee 23 $267.55
Debits KY Key Deposit 1 $400.00
Debits LF Lab Fee 11 $1,166.00
Debits TC Tuition 33 $21,482.80
140 $34,545.26

See Figure 17 and Figure 18 for guidance on navigating and printing these reports.

e Figure 23 Charges and Credits Summary Report (RB)?

° The data are from the RJM test system, so the data were created for testing and are not to be taken seriously.
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e-Cashier

RJM has built an interface with e-Cashier!® to accept student payments over the Internet. To
use it, you need to call SONIS® support for the financial and contractual details.

e ® p

Printble Updite Bia Seach
Billing History
for Edgar Abbott

School Year: Semester: | Fall v |[ Change |

De ntinn

0171872006 Aetivity Fee $9.00

Bemester Charges: $18.00

[ Pay with Credit Card.]

Semester Credits: $3,000.00 Current Balance: $8,203 58

09072005 Pell Avward $3,000.00

fang - Year 200405 Semester. Fall
Balanice Forward: $11,18558

Payment Plan Status.

e Figure 24 Student Online Access

The student sees the “Pay with Credit Card” choice when she or he clicks the Billing tab
during online access. A link to payment is offered, highlighted at the bottom of in Figure 25.

Figure 25 shows the option
you must fill in. It’s in Web
Options under Systems. It’s
the name you get from the

e-Cashier Name

Use e-Cashier 7

I M CONRRAR ST

o Fioure 25 Weh Ontions F-Cashier Name Fntrv

FACTS Management Company after enrolling your institution. In addition the “Billing Dis-
able” checkbox must be blank in the Student Bio/Fin Options under Systems.

Payments received by some other means use “Post Transactions” on page 47.

10 Check “www.factsmgt.com” for more information

Financial Record-keeping & Billing
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ELM Import

Make sure “Importer Tcodes” are propetly set up before using this function. See page 36.
Click Financials (Figure 1) then ELM Import (Figure 2) and you see Figure 26.
ELM Import

Sehool 200405 v | Semester: Spring v

Transaction Date: | 03/03/2004

Impori file from ELM

Browse...

e Figure 26 ELM Import

In Figure 26 pick the school year and semester the imported file is for.
Change the Transaction Date if needed.

Use the Browse button to find the file you received from ELM Resources!! and click the
Submit button.

You receive confirmation or error messages if the file is not proper.

11 See www.elmresources.com
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Fee-Affiliation Utility

The purpose of this function is to make mass changes to all fees where the fee structure has
changed. It is also useful for finding aberrant fees. You change the fees set in “Course Re-

lated Fees” (page 80).

Click Systems (Figure 1) then Fee/Affiliation Utility (Figure 2) and you see Figure 27.

(%) Diefault Close Fess

Fee/Affiliation Utility

() Affiliation Fees () Conrss Fees

dctive [ Hon-dotive

() Section Fees

Use a radio buttons in Figure 27 to pick the kind of fee or affiliation you want to examine

e Figure 27 Fee/ Affiliation Utlity

bl

pick Active or not at the bottom, and then click the Submit button. You’ll get a display like

e Figure 29 Default Collection

Figure 28 or Figure 29.
Fee/Affiliation Utility [Enter an amount here
Affiliation Fees / then click a button to
Affiliation Fee: change all the amounts
# of Courses Fee Code Affiliation Code Affiliation Fee for that group
1 Activity Fee Resident, County $150.00 \ 1
1 Book Resident, County $25.00
1 Housing Resident, 3tate $100.00
2 Lah Fee Resident, State $40.00
1 Lah Fee Senior Citizen. $100.00
1 Tuition Resident, State 430000 E
1 Tuition Reszident, State $100.00
1 Tuition Resident, State $200.00
1 Tuition Resident, County $43.00 E
e Figure 28 Affiliation Collection
Fee/Affiliation Utility
Default Comse Fees
Andit Cost: Hon-Ees Per Credit: CE Per Credit:

This gives you an overview of the fees in force. To examine a fee in detail, click its button
on the right in Figure 28. You see all the courses assigned for this fee or affiliation and this
amount of money as illustrated in Figure 30.

The top of Figure 28 changes to Figure 29 when you pick “Default Course Fees” radio but-
ton in Figure 27 since they include Audit, Non-Resident, and CE (continuing education)

fees.
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Fee/Affiliation Utility
Affiliation Fees

ENGL01 English Composition Fee Code: Tuition Affiliation Code: Resident,

State

Affilistion Fes: 200

o Figure 30 Fee/Affiliation Record

There are two ways to change the amount for one of the rows in Figure 28:

m  Enter the new fee amount in the “Affiliation Fee” field at the top right in Figure 28
ot for Default fees, Audit and/or Non-Resident and/or CE in Figure 29. Then click
the number-button of the fee(s) you want to change. You’ll get Figure 30 but with
all the fees for all the courses changed to the amount you entered in Figure 28 or

Figure 29.

m  To change individual courses, do not enter a new amount in Figure 28 or Figure 29.
Instead click the number button in Figure 28 to get Figure 30. Enter the fee there
and click the Submit button. That change is made only to that course.

Whichever method you use, the change has the same effect as directly changing the fee in

the Course record.

Course sections require an additional display shown in Figure 31.

Fee/Affiliation Utility
Section Fees
Year: |200405 w |Semester:| Fall ~
Ypdate Section Fee:
# of Courses Fee Code Section Fee
1 Activity Fee $45.00

e Figure 31 Section Record

To identify a section you select the school year and semester, enter the new fee, and click the

Update button in Figure 31.
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Finance Charges

Click Financials (Figure 1) then Finance Charges (Figure 2) and you see Figure 32.

Last Name:

Record Staius

Prospect
Staff

e

As of Date

School Year

04/18/2006

Fmancial Search
Preparimg: Finance Charges

First Mame:

OR

200304
200201 »

Fall- 1a
Fall- b =

Semester

Exclude Prior Semesiers [ | Exclude Negative Projecied Balances [ |

30 Interesi 1

e Figure 32 Finance Charge Selections

In Figure 32 you pick to whom this applies. For an individual, enter the name or PID. For a
group enter the Status, Division, etc. to pick the group this late-payment charge applies to.

As of Date is when the counting starts. After the time specified in the “Days” field, the
charge percentage in “Interest” takes effect.

Exclude Prior Semester excludes them from the charges.

Exclude Negative Project Balances excludes them from the charges.

Days is how many days after the “As of Date” the charges are applied.

Interest is the rate to be applied to the outstanding balance when the date+days occurs.

Click the Submit button and you get Figure 33.

For example, with an As of Date of April 18 and Days set to 30, the interest is applied to the

balance found on May 18.
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Finance Charges
School Year 200405 v Semester Fall B
Posting Date 01/18/2006 Fee Codes DB-Debit Adjustment M
Name Amount Due Interest
Abhott, Edgar (333337334 $11,203.58 112.04
Adams , Amy (000000000) $13,600.71 136.01
Adams , Mary (AD4523155) $2,475.00 2475
Adams  Osear (111111111) $1,132.10 11.28
Ammons , John (AM7120739) $1,594.00 15.94
Arston, Arnie (ARPISHIND) $25.50 0.26
Applegate | Cynthia (909090909) $0.322.00 93.22
Armold, Jane (AR1533324) $922.00 9.22
Arronson, Jacob (000000542) $282.50 283

e Figure 33 Proposed Finance Charge List

Figure 33 show the people who qualify based on your selections in Figure 32. First you pick
the financial transaction code you want to use in the “Fee Codes” pulldown. That’s what
will appear on the bill and ledger.

Review the list to make sure that all these people should be charged. You can change the
“Interest” amount for each person in the column on the right. Once you’re satisfied that the
people and amounts in Figure 32 are correct, go to the bottom of the display and click the
Submit button. At the date specified by “As of Date” plus “Days” from Figure 32, these
fees will be recomputed and the charges made to the persons’ ledgers.
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Financials Report

Click Reports (Figure 1) then Financials (Figure 2) and you see Figure 34.

For 200304 Semester 2 as of 02/23/2004
Name m Prior Balance Charges Payments Balance
Adams , Oscar 11111111 1,126 83 0.00 .00 1,126 .83
Addams, Jane AD3RETTIR 1,002.50 0.00 0.00 1,002.50)
Alberts, Alhert AL1503660 02850 0.00 .00 D38 50
Alhertson , Alan ALRTAOTSL 1,002.50 0.00 0.00 1,002.50)
Algonican , Edgar 444444444 1,002 50 0.00 0.00n 1,002.50)
Allen, Alan AL3215267 -012.50 0.00 0.00 -012.50)
Ammons, John ANT129759 0.00 0.00 0.00 0.00
Anderson , Atma ANE321 568 417921 0.00 0.00 417321
Applegate , Cynthia 209020902 032200 0.00 0.00 09.322.00
Arronson, Jacob 000000542 1,002.50 0.00 0.00 1,002.50)
Arston , Arnold ARO50202 2530 335890 0.00 3.384.40
Arthurs, Bea ARTTI3124 2200 0.00 0.00n 22.00
Avery, Alice AVEA5IET3 1,002.50 0.00 0.00 1,002.50)
Bartam , Peter BASO0220 22.00 0.00 0.00 22.00)
Bellows , Wendalin BE2233074 1,097 .50 1,225.00 0.00 2,322.50
Bendix, William BE4557075 #7.50 0.00 0.00 #7.50)
Benson, Faul PE2222222 902,50 0.00 0.00 002 50)

e e 1 551 |

o Figure 34 Financials Report

i
il

Should you want to print this very long report, click the printer
browser.

icon for your Web

Financial Aid Import
See the SONISWEB® text “Financial Aid” for guidance in using this function.
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Financial Aid Record

Financial Aid records are carried for an individual. See the manual “Financial Aid” for the
use of these records. Figure 35 and Figure 36 are illustrated to show their content.

Financial Aid Report

This report summarizes the budget and loan information for the students. It’s shown in the
“Financial Aid” manual.
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" Click school year to see an existing record ‘ Financial Aid
School Year Budget Adjusiment Loan Fees Estimated Family Contribution Adjusted Gross Income
200506 11,550.00 0.00 0.00 2,500.00 5,400.00
200405 6,050.00 0.00 235.00 3,500.00 25,000.00

Click Add to establish _-
financial aid for a new year

Loans
Click a school year to see
existing loan records
\lS_chnnl Year Loan Begin Loan End Lender ID Amount
here are not any Loans for this Student.

‘C]ick ADD to enter a new load record ﬂ

Loan Entrance Loan Exit
Completed [] Completed

Satisfactory Academic Progress

School Year Semesier Good Standing

200405 / 1 Tes

‘These come from running Satisfactory Academic Progress

Memo

e Figure 35 Finance Aid Record

Financial Aid
School a g NG
ar 200809 Veteran Tes BADegree Ho Driver License 278614235797 12
Budget + Loan Fees + Adjustment = COA- EFC = NEED
0,527.00 0.00 0.00 9,527.00 §,500.00 1,027 00
Total Pell Scholarship and Campus Avards = 000
Adjusied NEED 1,027 00
Total Bubsidized Loans = 0.0
Remaining NEED 1,027.00
Total UnSubsidized Loans(replacing EFC) = 000
Automatic Adjusted Housing| Dependency]
Zero EFC | CGross Income |2-200.00 Status | N Campus v Status Dependent v
Social 3
Security ] Pell Eligible

* Yo must delete Budget hefore you delete Financial Aid Record

Projected Enrollment
Ldmsting Awatd

AcceptReject Award

Mo EDEspress Information Available

e Figure 36 Financial Aid Record Details
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Financial Holds

Financial holds let you set balance-sensitive holds.

Click Financials (Figure 1) then Financial Holds (Figure 2) and you see a standard
SONISWEB® prompt. You can enter the PID or name of an individual or you can select
campuses, levels, departments, etc. to pick those students you want to consider for holds.
Once you submit that, you see Figure 37.

Financial Holds
Create Holds
Hold | Transcript ~ Enter Threshold Balance: 500 Inchude Financial 4id: [ | Create Holds
Archive
Financial Aid
Financial Registration Hold Remove Holds
Post Transactions
Hold geglstratmn Enter Threshold Balance: |0 Iiclude Financial Aid: [ Remove Holds

e Figure 37 Financial Holds

Figure 37 is used both to create and to remove holds.

Hold is the kind of hold you want to place or remove. Typically it’s Registration or the
class Roster.

You must be authorized in your security settings to place or change a hold. If the
hold you want is not visible, have your SONISWEB® administrator check yout se-
curity authorizations.

Threshold Balance:

For Create Holds, those with balances equal to or greater than the “threshold” bal-
ance appear in Figure 38.

For Remove Holds, those with balances equal to or less than the “threshold” balance
appear in Figure 38.

Include Financial Aid: by clicking its checkbox until a checkmark appears, projected
balances from financial aid are included in the balance calculation.

Click either the Create or the Remove button to get Figure 38.

Financial Holds
Create 'Registration’ Holds

Enter Hold Start Date: [12/115/20105 Memo
Abhott, Fdgar (333333134) $12,212.58 $1,015.00 $11,203 58 NiA WA
Adems . Ay (0000000 $14,11096 $51025 $13,600.71 /A it
Adams | Mary (ADASI315 $2,250.00 $375.00 $2,475.00 /A Hid
Adams , Moricia (312115555) $2,215.83 $0.00 $2,115.83 Hia Wia
Adams Oscar (111111111 $1,332.10 $300.00 $1,133.10 /A WA
Addems , Jene (ADSGTIIE $1,002.50 $0.00 $1,002.50 ia Hia

Process Cancel

e Figure 38 List for Create or Remove Holds
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Figure 38 is the list of those who met your balance criteria in Figure 37.

The Start Date is today but you can change it by typing over it. You can also enter a Memo
as documentation for this hold action.

Clear a checkbox for those you don’t want placed on, or removed from, the hold.

Click the Process button once all those to be placed on, or removed from, the hold have
checks by their names.

Flat Fee Filter

When setting the flatfees, you can set fees for each combination of campus, department, di-
vision, and level (class-year). If you don’t need that many different fees, you can use this “fil-
ter” option to limit your selection.

Click Systems (Figure 1) then Flatfee Filter Settings (Figure 2) to get Figure 39.

Flatfee Filter Settings

Check all the values on which you want to match flatfees and then submit.

Camipus Department Divigion Level

] ] O

e Figure 39 Flatfee Filter Settings

In this example, only the level (sophomore, junior, etc.) is used to differentiate flat fees. Put
another way, all students on all campuses, all departments and all divisions will be charged
the same fee for the specified hours varying only by their level.

Compare Figure 40 (no filtering) to Figure 41 (filtering for level only) to see the difference.

Once you’ve set the filter to exclude certain criteria you cannot “unset” it. So, make sure
this simplification is something that you want to use in the future.
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Flat Fees

Charges for credit courses are either (1) credit-hours multiplied by cost-per-credit-hour or
(2) a fixed (“flat”) fee for students in qualifying courses of study!?. The flat fee table sets the
qualification criteria and the “flat” fee dollar amounts.

Make sure you have the filter set the way you want it before entering the fees; see page 30.

Click Systems (Figure 1) then Flat Fees (Figure 2) to get Figure 40 or 29.

Flatfees

Add New Flatiee |

Click on a FLATFEE to edit.

CaWPl 1A D3 18 Tunior Daytirne Centerville Ivain Carapus Liberal Arts TC 1.00 2.00
CuMP] TA D 30 18 Tunior Daytirne Centerville Iain Carapus Liheral Lrts TC o.00 18.00
CiMPL L& D 41 8 Senior Daytime Centerville Iain Carmpus Liberal Lrts TC 1.00 2.00
CanPl L4 D 49 18 Serior Daytire Centerville Iain Carapus Liberal Arts TC 9.00 18.00
CanPl T4 F 318 Tunior Ewening Centerville Ivain Carmpus Liberal Arts TC 1.00 3.00
CaWPl 1A F 39 18 Tunior Ewening Centerville Ivain Carapus Liberal Lrts TC 9.00 18.00
CAWP] LA F 418 Senior Ewvening Centerville Ivain Carapus Liberal Lrts TC 1.00 2.00
CuWP] 1A FE 49 18 Senior Ewening Centerville Iain Carapus Liheral Lrts TC 2.00 18.00
CAMPL ST D 41 8 Senior Dasrtirne Centervlle Inlain Carnpus Seience & Technology TC 1.00 2.00
CAMPL ST I 4 9 18 Semior Diasrtirne Centerville Ilain Carnpus Seience & Technology TC o.00 1200
CaMPl STE 318 Junior Ewening Centerville Inlain Carnpus Seience & Technology TC 1.00 2.00
Hursing BSH Freshman Daytire Centerville hedical Carapus Hursing & &llied Health TC 3.00 15.00

o Figure 40 Flat Fee Table List with No Filter

Flatfees

Add Mew Flatfee

Click on a FLATFEE to edit.

Second Year Sophommore QFF OFF QFF TC 6,00 1500

o Figure 41 Flat Fee Table List Filtered by Level Only

Figure 40 shows no filtering. Figure 41 shows filtering by level only. Click the Add button
for a new fee to get Figure 42. Click an underlined flat fee “name” to edit an existing one as
shown in Figure 43.

Beware of conflicting flat fee entries! Two entries with exactly the same settings give billing
errors. See “Flat Fee Conflicts” (page 34) for an example.

12 Division is usually the criteria. For example, there are often different fees for Law, College, Medical School, Engineering, Nursing, etc. so
each is named as a different Division so that different flat fees can be assigned to each.

Financial Record-keeping & Billing 31 June 2006



SANISWEB"

Flatfees
Flatfee Second Year Dept. OFF Level Sophomore
Campus OFF Division OFF
Fee Codes TC-Tuition ~ Credit From. G Credit To 15
NonResident Cost  |4200
Affiliations
Resident, State (§2.250.00
ADD Affiliation
e Figure 42 New Flat Fee
Flatfees
Flatfee Second Year Dept. OFF Level Sopharnare b
Canpus QFF Division QOFF
Fee Codes TC-Tuition v Credit From 5 Credit To 15
NonResident Cost | 4200
Affiliations
Resident, State ($2.330.00)
ADD Affiliation

e Figure 43 Edit an Existing Flat Fee
You enter the criteria and costs in the display shown in Figure 42 and Figure 43. The costs
are the total for one registration, usually a semester or term.
Adding a new flat fee (Figure 42) is a multi-step process:
1. You enter the information in the boxes at the top of Figure 42 then Save it.

2. After you Save it, you see it again but with an “Add Affiliation” button like that in
Figure 43.

3. Now click “Add Affiliation” to get Figure 44.

See “Flat Fees Applied” on page 75 for more information.
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Affiliation Fee Assignment

Affiliation fees are assigned as course fees* and flat fees. Examples are in-state resident,
county resident, affiliated college, and contributor employee, etc.

Flatfees
Add Affiliation
|affiliation Resident, State |« Fee Codes TC-Tuition £ Amount 2830 Disahled O
‘Resident, State -

e Figure 44 Affiliation Fees for a Flat Fee
Click either the underlined affiliation or the “Add Affiliation” button shown in Figure 43.
You get Figure 44 where you can add or edit the affiliation fee.

Pick an affiliation!3, the fee code (typically Tuition), enter the amount, then click the Submit
button.

When editing an existing affiliation, you can change the amount but nothing more.

Disabled: click this checkbox and it cannot be selected in displays that use it. It’s just like a
deletion but you can activate it later by clearing the checkmark.

Reset clears what you entered and lets you start over.
Submit saves the changes and returns you to the prior display.
Return takes you back to the prior display.

Delete, if offered, removes this affiliation record for this flat fee. You can delete it only if
it’s never been used in charging for a course. Disabled has the same effect.

131f you don’t see the code you need, add one as shown in “Affiliation Code” on page 8.
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Flat Fee Conflicts

If you define two flat fee table entries with identical parameters, some of your students will
be improperly billed and you will be spending lots of time correcting their bills!

Look at the examples in Figure 45 and Figure 40.

Flatfees
Flatfee Second Year Dept. OFF Level Sophomare b
Campus JFF Division OFF
Fee Codes TC-Tuition b Credit From 151 Credit To 15
MonResident Cost | 4200

Affiliations

Resident, State (§2.850.0
ADD Affiliation

e Figure 45 Flat Fee #1 in a Conflicting Pair

Note that only the names and dollar costs are different. SONISWEB® checks the depart-
ment, class (level), campus, division, and credits parameters to select the entry to apply to
each registration. The name is for your convenience. The costs are simply applied when a
match is made.

Flatfees
Flatfee Sophomares Dept. OFF Level Sophomare v
Campus OFF Division OFF
Fee Codes TC-Tuition et Credit From B Credit To 15
NonResident Cost 4550
Affiliations

e Figure 46 Flat Fee #2 in a Conflicting Pair

Which one (Figure 45 or Figure 46) will SONISWEB® pick? Probably the first one in the
table list, but it is not entirely predictable. You have given SONISWEB® a conflict with an
unpredictable outcome.

Fundraising Search

This function under Systems is used in fund raising and described in the manual “Devel-
opment and Fund Raising”.

Funds

This function under Systems is used in fund raising and described in the manual “Devel-
opment and Fund Raising”.
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Holds Report

You set holds in “Financial Holds”, page 29. There’s a report to show these as well as other
holds.

Click Reports (Figure 1) then Holds(RB)¢ or Holds (Figure 2) and you see a report prompt
like Figure 22.

Make your selections of what holds you want to see, departments, etc, and then click Search,
and the Preview Report. That yields Figure 47.

HOLDS REPORT
Holds Name ID # Level Start Date Authorized By
Financial Aid
Leftwich, Byron, I LEI154872 2 02/02/2006 Mowse Maurice

e Figure 47 Holds Report

Figure 47 is the beginning of a Holds Report. It’s in order by hold name with the students
listed in alphabetical order by last name.

Housing Charges

Housing charges, including “Housing - Additional Fees”, are covered in the “Housing”
manual.
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Importer Tcodes

These code assignments must be set as described in “Codes for ELM, Sallie Mae, and TMS
Imports” on page 69 before using this function.

Click Systems (Figure 1) then Importer Tcodes (Figure 2) to get Figure 48 or Figure 49.

Importer Tcodes
Recordl -7 of 7
Iimporter Code Desc Fee Codes Award ID Loan Code Disahled
ELM EL Smith Memotial Bcholarship 3F it
ELM P2 Four 3 Award 43 i)
ELM P3 THEL Desctiption su N
ELLI PL Iy Pell FL i)
ELM R ALTE Description AL H
Sallie Mae FP N
TS T ALTE Desctiption i)

e Figure 48 Importer Tcodes List Complete

Importer Tcodes
Recordl -5 of 5
Importer Code Desc Fee Codes Award ID Loan Code Disahled
ELMI P2 Four 3 Awrard 43 N
ELM P3 UMSL Desctiption au i)
ELLI IFIL, Iy Pell FIL, H
ELM R ALTE Desctiption AL i)
TS T ALTE Desctiption il
Add

e Figure 49 Importer Tcodes List with Add Button

Each provider of import files has a different code requirement. You see them in Figure 48.
Since all the anticipated loan codes are in Figure 48, there is no add button. Figure 49 is an
example where not all the codes are present so there’s an Add button.

EILM uses more than one transaction codel# since transaction codes are associated with each
loan codes as you see in Figure 48. Sallie Mae and TMS use only one transaction code!* value
each.

When you click the Add button, the first screen you encounter is a drop of available import-
ers. If you’re filling this out for the first time you see a pulldown that lists ELM, Sallie Mae,
and TMS. Depending on which importer they choose, the next screen will be either Figure
50, Figure 52, or Figure 53.

If you set up Sallie Mae, for example, the next time you click Importer Tcodes and the Add
button in Figure 49, Sallie Mae will not appear in the pulldown list. TMS will disappear as
soon as it is set up. ELM will disappear when all loan codes have been set up. At this point,
the Add button ceases to appear.

14 See Figure 102 on page 66 for the transaction codes and “Codes for ELM, Sallie Mae, and TMS Imports” on page 69 for setting them for
this importer function.
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ELM Importer Tcodes

Fee Codes P2-45 Payment
Loan Code 15w

Importer Tcodes

Inporter: ELM
Disabled ]
Award ID Four 5 Award By

e Figure 50 EML Importer Tcodes

Figure 50 is displayed when you click one of the underlined EML!"! codes in Figure 48 or
Figure 49. When you click the Add button in Figure 49 you see the Figure 50 without the

Delete button.

Fee Codes must be a “Post Awards” transaction. See “Post Award:” on page 68 and
“Codes for ELM, Sallie Mae, and TMS Imports” on page 69 for more about this set-

ting.

Disabled: check it and the Tcode can’t be selected in “ELM Import” on page 21. Re-
move the checkmark and it is available.

Loan Code is one of the set defined by ELM. You can have one Lean Code
Tcode for each loan code. Figure 51 shows them all'> for ELM. sU
FL
Award ID must be an award you set up. See the SONISWEB® i

manual “Financial Aid” for guidance.

e igure 51 ELM Loan

Reset button, clicked before the Submit button, lets you erase your Codes

changes so you can start over.

Delete button (not available when you’re adding) lets you delete the entry if it’s not been
used in “ELM Import” on page 21.

Submit button saves your entries and takes you to Figure 48 or Figure 49.

Sallie Mae Importer Tcodes

Fee Codes PP-Frovider Payment

Importer Tcodes

Inporier: SL

Disahled ]

e Figure 52 Sallie Mae (SLM) Importer Tcodes

Figure 52 shows the only entry needed for Sallie Mae!?.

15 As ELM changes their requirements and codes, check with SONIS® support for additions or deletions needed to these codes.
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Fee Codes must be a “Post Awards” transaction. See “Post Award:” on page 68 and
“Codes for ELM, Sallie Mae, and TMS Imports” on page 69 for more about this set-
ting.

Disabled: check it and the Tcode can’t be selected in “Sallie Mae Importer Tcodes” on
page 37. Remove the checkmark and it is available.

Reset button, clicked before the Submit button, lets you erase your changes so you can
start ovet.

Delete button (not available when you’re adding) lets you delete the entry if it’s not been
used in “Sallie Mae Importer Tcodes” on page 37.

Submit button saves your entries and takes you to Figure 48 or Figure 49.

TMS Importer Tcodes
Importer Tcodes
Importier: TRIS
Fee Codes Th-ThS Payment - Disahled []

e Figure 53 TMS Importer Tcodes

Figure 53 shows the only entry needed for TMS?.

Fee Codes must be a “Post Awards” transaction. See “Post Award:” on page 68 and
“Codes for ELM, Sallie Mae, and TMS Imports” on page 69 for more about this set-
ting.

Disabled: check it and the Tcode can’t be selected in “TMS Importer Tcodes” on page
38. Remove the checkmark and it is available.

Reset button, clicked before the Submit button, lets you erase your changes so you can
start over.

Delete button (not available when you’re adding) lets you delete the entry if it’s not been
used in “TMS Importer Tcodes” on page 38.

Submit button saves your entries and takes you to Figure 48 or Figure 49.

IRS 1098-T Forms
These are covered in the SONISWEB® manual “IRS 1098-T”
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Payables

Click Financials (Figure 1) then Payables (Figure 2). You get the prompting display like
Figure 54. You can pick an individual by name or ID. You can pick a category. Select the
school years(s) and semester(s) you want. As of Date lets you pick the date and Exclude
Prior Semesters does just that. Click the Search button.

Record Status Division

200708 ~ »
Schoel Year 200807 Semester Fall - 13
200506 » Fall-1b '+
As of Daie 02/09/2008 Exclude Prior Semesters [ |
-M -Search

Figure 54 Bottom of the Prompt Display

Payables

Status: Alumnd, Applicant, Constituent, Faculty, Online App, Prospect, Staff, Student. Withdrawn
DIVISION : Daytime, Evening, Fall TBD, Weekends, Winter

Campuses: Asian Campus, Centerville East Campus, Centerville M ain Campus, Centerville IMedical Campus.
Zampus, Dan, Ewropean Campus, Pacfic Islands Campus, reeces, reecesZ, To Be Determined

Departments: Liberal Arts, Mursing & Allied Health, Beience & Technology, To Be Determined

atie Charges Payments Balance
Allen , Alan $87.50 $1,000.00 $912.50
Brown, Richard $0.00 $992.00 ($992.00)
Jender, Test $0.00 $993.00 ($993.00)
Tudith  Stan $0.00 $995.00 ($9935.00)

Total: ii5,885 5ii

e Figure 55 Payables
Figure 55 can be a very on long report if you picked many people. Click an underlined name
in Figure 55 to see the individual charges for that person.

To see details for many people use one of the reports such as “Transaction Register”, page
71.
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Payment Plans

Payment plans are not tied directly to a person’s charges in the financial system since you
may be providing a payment plan for some lesser portion of the total charges. Your institu-
tion negotiates the payment plan with the student and then applies it in Figure 116. But first
you have to set up the plans.

Go to “Payment Plans Example” on page 76 to see how they’re used. What the student sees
is shown at the bottom of Figure 24, the Payment Plan Status link.

Payment Plan Codes Table Payment Plans
To set up payment plans, you first establish the codes. Pe%fg:—m%
Click Systems (Figure 1) then Table Maintenance (Figure 2) 4 Payment Plan
and “Payment Plan Codes” in the list of tables. Percentage used 100%

Alternate Payment Plan

There you add a new plan code. For an existing plan, you Percentage used 91%

change its name, disable it, or if it’s never been used, delete it.
Another Payient plan
Percentage used 18%

Payment Plan Setup

Five-Payment Plan
With the code established above, Click Systems (Figure 1) Fercentage used %

then Payment Plans (Figure 2) and get Figure 56.

; : « »» . . e Figure 56 Payment
Click an underlined code “name” and you see a display like

Plans
Figure 57.
4-Payiment Plan
PP Delia Days Payment Percent
2 . 4.00%
Days from plan 19 ‘The cumulative 12.00%
assignment to the i percent of the total for 5500%
payment 20 each payment 100.00%
Add to Pay Period
Fields for adding another Delta Day Disahle Payment
and Payment Percentage a
Fee Codes
The financial transaction code(s) for this payment plan }—|> N
Delete Fee Codes:
SP - Student Payment | The financial transaction codes currently assigned

e Figure 57 Payment Plan Record

In Figure 57:

PP Delta Days is the number of days from the date you put in a person’s payment plan
record. An illustration of a payment date calculation is seen in Figure 117.

Payment Percent is the percentage of the agreed payment to be paid by the calculated
date.

Fee Codes pulldown lets you pick the transaction code these payments apply to. You
can pick a code, click the Submit button, pick another code, click the Submit button,

Financial Record-keeping & Billing 40 June 2006



SANISWEB"

and so on until you've picked all that apply. To delete a code, click its underlined
code (SE, for example) and it’s deleted.

Delete Fee Codes: shows the list of existing transaction codes. Clicking one immedi-

ately deletes it.

You can take these actions from Figure 57:

For a new payment plan, you enter the Delta Days and Payment Percentages and
SONISWEB® checks to make sure both the days and the percentages ate consecu-
tive.

You can add more “Delta Days” and “Payment Percentages” to the list using the
tields shown.

Click an underlined “PP Delta Days” in Figure 57 and change both the days and per-
centage.

SONISWEB® doesn’t check that you’ve kept everything consecutive when you
change a plan, so be sure what you change makes sense.

Disable an obsolete payment plan using the “Disable Payment” checkbox.

Payment Plan Report

Click Reports (Figure 1) then Payment Plans (Figure 2) to get Figure 58.

Clicking the 02/14/2006 3:00 FM
underlined Payment Plan Report
name of a
i Payment Plan Schedule Year Total Students AFE BT Amount
plan in Accepted Received  Remaining
. 3-Payment Plan 2004105 5 $36,50000 $6,40225  $3000173
Figure 58 £Payment Plan 2004105 4 2700000 (RIE11636)  $27,000.00
Albermste Payment Plan 2004405 3 $30,50000 473603 $2571397
takes you to
the details of TOTAL 12 $9400000  $11,2%428  $8271572

who is signed

o Ii e

up for the Figure 58 Payment Plan Report

plan and

each person’s balance. You see that in Figure 59.
Payment Plan Report Eeturn
3-Payment Plan

Projected o Balance

Student Start Date Due Date Amount Accepied wnt Due Amount Received Re
Abbott, Edgar (333333334 01407 /2006 04072006 $0.00 $0.00 $27.00 $27.00
Buddah, The (BU2062525) 01/11,/2006 034122006 $12,000.00 $6,609.00 $1,311.00 $10,689.00
Emmors, Maureen (EMS425034) 124312005 03/0172006 $500.00 $165.00 $2,5609.55 ($2,069.55)
Greely, Bubba (GR4346453) 01,/01,2005 Past Due $i12,000.00 $11,083.55 $916.45 $11,083.55
Monster, Coolde (MOB523601) 01,/01,/2005 Past Due $12,000.00 $10,32575 $1,674.25 $10,325.75
TOTAL $36,500.00 $28,18330 $i6, 498 25 $30,001.75

e Figure 59 Payment Plan Report Details

Click Return in Figure 59 to see Figure 58 again.
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Pledges: Post to Accounting

See the manual “Development & Fund Raising” that uses this exclusively.

Post (Export) to Accounting System

If you have connected “The Financial Edge®”, MIPS, or Great Plains accounting system to
SONISWEB®), export is turned off since it is not needed. See Figure 64.

SONISWEB® converts its transaction codes to accounting entries that meet your chart of
accounts criteria for exporting to your accounting system.

SONISWEB

transactions

Consolidate Accounting

to Print journal
accounting ~ entries
- codes Accounting
Transaction Batch
Code TN
A Download
Mapping
Table
|

Batch
download file

e Figure 60 Export Consolidation

Figure 60 shows the process.

During customization and when the accounting system changes, the SONISWEB® admin-
istrator changes the Transaction Code Mapping table.  That table contains each
SONISWEB® transaction code in the Transaction Codes table and specifies a chart-of-
accounts code that applies to it. Department and fund can also be specified in the mapping
table. These two tables are described in “Transaction Codes” on page 66 and “Transaction
Code Mapping” on page 70.

Before running Post To Accounting, run “Post to Billing” (page 45) to ensure all of the po-
tential transactions are available for making up batches in Figure 61.

Click Financials (Figure 1) then Post To Accounting (Figure 2). You get Figure 61.
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Financial Search
Preparing: Post To Accounting

School Year 200405 v Semester Fall B

Date Range
Begin Date: End Date:

Awailable Batches
01242006_03:34:36 (UP) +

Select tcodes and campus

Select Administrators

Adams | Ay (superl )
Algonican |

e Figure 61 Bottom of Post to Accounting

Transactions must be batched to be posted. As shown in Figure 61 you:
1. Pick the School Year and Semester.
2. The beginning and ending dates to be included in the batch.
3. The “tcodes campus” combination to be included.
4. Click Search to create a new batch.

(If you see Figure 64 instead of Figure 61, you have the integrated accounting system option

turned on.)
To post an existing batch, you ignore the other selections and pick Available Hatches
a batch, clicking the arrow under Available Batches. The list, illus-
trated in Figure 62, shows both posted (P) and unposted (UP) i e (2
batches. You can only post those not yet posted (UP). e
03042002 01:46:30 (UP)
1. Click the batch you want to post. T D (I

2. Click the Search key. e Figure 62 Available Batch List

You get Figure 63, a summary of the contents of the batch. Note
the “Accnt.” number, the number from the chart of accounts entered in the mapping table

(page 70).
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Post To Accounting
Transactions From Batch No. 10142002_03:13:42 (Unposted)
Fee Codes Canpus Accnt. Accounting Code BB Code Amount
AF - Activity Fee CAMP1 110300 Credit Credit $1,92000
AF - Activity Fee CAMP2 110300 Dehit. Dehit $1,92000
IF - Internet Fee EURO0L 110100 Debit Dehit $a120.00
Baich Total: $9,152.00
Post From Batch [ Free Transactions From Batch ]

e Figure 63 Batch List

You can use the “Free Transactions From Batch” button to remove all the transactions from
the batch. That lets you accumulate those transactions into a new batch for posting.

Once the batch appears as you want it, click the “Post From Batch” button in Figure 63.

As Figure 60 shows, you can print the batch entries or you can use “Accounting Batch
Download” on page 7 build a file to send to accounting.

With The Financial Edge®, MIPS, Pmp“;ﬂ“::‘;?s’:lﬁf::f:“‘l‘mg
or Great Plains accounting sys-

tems connected and that option
checked in Web Options!, click-
ing Post To Accounting yields e Figure 64 The Financial Edge® Effect
Figure 64 with the words appro-

priate to the accounting system

you have selected.

BlackBaund Accounting is configured in Systems/Web Options. Therefore, this function is inactive.

See your Systems Administrator if you have questions.

(You select one of the supported accounting systems, inform RJM Systems, it sets the inter-
face via a script, and then you activate it in Web Options!6.)

16 See the SONISWEB® text “Web Options” for guidance.
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Post to Billing

To print an anticipated bill and not actually post the charges, use “Post to Billing Pre-Bill:
Anticipated Bills” on page 47.

Only items posted to billing (see “Billing”, page 7) and posted transactions (see “Post Trans-
actions”, page 48) appear on the bill. You must post to billing before billing.

Click Financials (Figure 1) then Post to Billing (Figure 2). You get the prompting display
like Figure 65 or Figure 66.

Financial Search
Preparmg: Post To Billing

Last Mame: Ahbott First Name: Edgar
OR

ID: 333333334

Record Status Division Campus Depariment Level
Staff -~ Business » Centerville East Campus A~ Lawy »~ Sophomaore A
College Centerville Main Campus
Withdrawn o Centerville Medical Campus ¥ Mgt v Senior d
School Year 200506 Semester
Clear the name to post
for several students

e Figure 65 Post to Billing for an Individual

Financial Search

Preparmg: Post To Billing

LastName:| | FrstName: |
|Enter aname or I to post charges for an individual bill I-.._ 9R

|I’ick the criteria for those whose charges are to be billed ‘ In: I;I

Record Status Division

Depariment Level

Withdrawn

& Technology

Sichool Year 200606 v, Semester
Pick the school year and semester charges

e Figure 66 Post to Billing for a Group

By choosing the options in Figure 65 or Figure 66 you control which individual or what lim-
ited group of persons gets a bill. For example, you can post to billing and produce bills on
different schedules for your day division and evening division.
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Post To Billing
Year/Semester: 200405/1
Status: Student,.

Division : Business, College, Daytime, Evening, Law, Nursing, Seminary

Campuses: Asian Campus, Business, Centerville East Campus, Centerville Main Campus, Centerville Medical Campus, Centerville NMorth Campus, Centerville South Campus, Chatham CC
Cirelesville, College, European Campus, Law, Nursing, Pacfic Islands Campus, Seminary

Departments: COM, . Eng, Eve, Law, Liberal Arts, Mursing & Allied Health, Science & Technology

Levels: 0,1,2,3,4,5,6,11

Matches: 52

Preview

Mo O Yes &

Posting Date (12082005

e Figure 67 Post to Billing Summary

In Figure 67 you see what SONISWEB® found from your selections in Figure 65 or Figure
066. If this is not the list you want, click the Quit button and start over again. If this is what
you expected, click the Post button to see Figure 68.

Post To Billing

Year/Semester: 20040571

Status: Student

Division : Eusiness, College, Law, Hursing, Seminary

Campuses: Asian Campus, Business, Centerville East Campus, Centerville Main Campus, Centerville hMedical Campus, Centerville North Campus, Centerville South Campus, Chatham CC Circleswille,

Depariments: COM, Law, Liberal Arts, Nursing & Allied Health, Science & Technology

Levels: 0,1,2,5,4,5,6, 10

Matches: 51
Posting Date: 02/08/2006
® (5] O fdams, Amy A (000000000} LRTI0L 1 EH 4 $400.00
Cowrse Fee: Lah Fee $111.00
Flatfee Applies Credit Range: 1-8 20
@ @ () Broadhurst, Pamela N (333333333) MATHIOL 1 EN 3 $360.00
Course Fee: Lab maral $15.95
Course Fee: Wireless card for Japt $125.55
Course Fee Big pencils 555
Flatfee Applies Credit Range: 1.8 160
® (5] (O Lhhott, Edgar M (333333334) LCCTI00 2 EN 3 $90.00
® [ ] () Lbbott, Edgar M (333333334) LRTIOL 1 EH 4 $540.00
Course Fee: Lab Fee $111.00
® [ O Abbott, Edgar b (333333334 Badl01 5 EN 3 $180.00
Flatfee Applies Credit Range: 9-18 200
@ & () Allen, Alan (AL3215267) ACCTI00 1 EH 3 $90.00
Flatfee Applies Credit Range: 1.2 20
@® Q O fmmons, John M (ANT129759) ANATIOL 3 EN 4 $440.00
Cowrse Fee: 00 $4.00
Course Fee: Lab Fee $111.00
Section Fee: Feeru $45.00
Flatfee Applies Credit Range: 1-8 160

4+ An additional one-time fee may apply. ¥+

e Figure 68 Post to Billing Detail

You can preview the transactions by clicking Yes in Figure 65 or Figure 66. The results are
shown in Figure 68. There are three radio buttons:

Post Click the circle to post the charge to the person’s bill.
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Hold Click the circle to hold this charge, do not post it to the bill at this time.

Unreg Click it to indicate the person is not taking this course, remove the charge.

You again have a choice to Quit or Post. If you’re uncomfortable with what you see in
Figure 68, use the “Receivables” list, page 54. You can print that for more research on who
owes how much. Once you’re satisfied with the balances or have made corrections to indi-
vidual student records, you can start Post to Billing again.

You should print the bills using Billing (page 14) before posting another set of transactions.
One post-to-billing action supercedes the prior one.

Post to Billing Pre-Bill: Anticipated Bills

To post the charges and then print bills, use “Post to Billing” on page 45. “Pre-billing” is
where students register for classes and sign up for housing for the next semester and you
want to give them a bill so they can plan their finances but you’re not yet ready to post the
charges.

Click Financials (Figure 1) then Post to Billing - Pre-Bill (Figure 2).

The displays look just like those in Figure 65 through Figure Financial Search
68 except the heading shows “Pre-Billing” as illustrated in P"el’mB'ng
Figure 69.

Follow the same steps as in “Post to Billing” (page 45£f). * Figure 69 Pre-Billing in Title

This process creates a special “pre-bill” file with the unposted
(anticipated) charges. Two actions will remove all or part of this file:

m  Running Post to Billing deletes the “pre-bill” file and posts all the unposted charges
used to create the anticipated bill.

m  When students add or drop courses their records are deleted in the “pre-bill” file so
their anticipated charges will be missing from the bill illustrated in Figure 21. Of
course if you run Post to Billing - Pre-Bill again you’ll get those changes for the an-
ticipated bill.

You must use Billing(RB)¢ (not Billing) to print the anticipated bills. You should print the
anticipated (“pre-bill”) bills using Billing(RB)® (page 14) before running any other Post to
Billing. .. function. One post-to-billing action supercedes the prior one.
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Post Transactions

Tuition and fees transactions are usually computed by SONISWEB® and applied during
registration or housing assignment. They are posted as part of the billing process described
in “Post to Billing” on page 45. This is a description of posting other transactions — espe-
cially payments!” — and printing a transaction register.

Some payments may be restricted and so must be applied to specific charges. You use
“Apply Payments” (page 10).

Where your institution has set up the arrangements, students can pay directly online from
their Web page as described in “e-Cashier” on page 20.

Post Transactions without a Receipt

Click Financials (Figure 1) then Post Transactions (Figure 2). You get the prompting dis-

play like Figure 70.
Financial Search
Preparing: Post Transactions
Last Name: First Name:
OR
1D:
Record Siatus
Prospect 4
Staff
~
School Year: 200405 ~ Semester: Fall he
Enroll Status
THREE-QUARTER TIME

e Figure 70 Post Transactions Prompt

For an individual, enter his or her name or ID and click Submit. You can also print a receipt
as described on page 51.

To post for multiple people, you can pick a category by division, campus, etc. Select the
school years(s) and semester(s) you want listed and click the Search button. You get Figure
71.

If you cannot see a transaction code you expect, the most likely cause is that your security
profile does not permit access. What looks like an error is really a security limit.

17 For payments you typically post it here then use “Apply Payments” on page 10 to select which charges each payment applies to.
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Post Transactions
Transactions pesied hased on the following criteria:
Year/Semester: 2004051
Status: Applicant
[Division : Business, College, Diaytime, Evening, Law, Nursing, Seminaty, TED

[Campuses: Asian Campus, Business, Centetville East Campus, Centetville Main Campus, Centerville Medical Campus, Centerville Morth Campus, Centerville South Campus, Chatham CC Circle swille,
oilege, European Campus, Law, Hursing, Pacfic Islands Campus, Beminary, To Be Determined

[Departments: COM, Day, Eng, Eve, His, Law, Liberal Asts, Mgt, Mur, Nursing & Allied Health, Sci, Srience & Technology, 33, The, To Be Detetmined

IMaiches: 65
Transactions School Year Semester Posting Date
AP-Application Fee e 200405 |~ Fall e 0209/2008
Amount Notes/Check Number
160

e Figure 71 Post Transactions

AP-Application Fee b
pplication Fee
vvard
BE-Bail Bond
BK-Book
BR-Brown Hall Residence
CR-Credit Adjustment
DE-Debit Adjustment
FF-Field Fee
HS-Housing
IF-Intermet Fee
KY-Key Deposit
LF-Lab Fee
PL-Pell Grant
PP-Provider Payment
Q0-Tuition Refund
SP-Student Payment
TC-Tuition

e Figure 72 Transaction
Choices

Figure 71 shows an application fee of $150 for all applicants for 2004/05 Fall semester.
Each of the pulldown boxes lists the valid choices. Figure 72 shows such a list of transac-
tions. (These transaction choices are set up in “Transaction Codes” (page 66) by your
SONISWEB® administrator as part of the customization process.)

When you select the criteria in Figure 70, it overrides the entries at the bottom of Figure 71.
The criteria that count for this transaction are the Dates, Divisions, and Campuses shown on
the top of Figure 71.
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Matches: 65

Name Amount

01y &bbott, Edgar L 150.00
02) Adams, Amy & 150.00
03) 4 dams, Mary 150.00
04) Adams, Oscar 150,00
05) Addams, Jane 160.00
06) Alhertson, Edgar 160.00
07) Anderson, Anna 150.00

Transaction: Application Fee

Division

Daytime
Lz
College
Ewvening
Ewvening
Daytime

Ewvening

A

Campus

Centerville Main Campus
Centerville Main Campus
Business

Centerville Morth Campus
To Be Deterrnined

Asian Campus

To Be Deterrnined

Notes/Check Number

e Figure 73 Preview Posting

Clicking the Preview button yields Figure 73. You can change the amount of each transac-
tion and use the pulldown arrows to change other parameters. You can enter check num-

bers as documentation of receipt.

The Quit button leaves the transactions un-posted. The “Continue to Post” button yields

Figure 74.

Are you sure you want to post these 65 transactions valued at $9,750.00

e TFigure 74 Post Transactions Verification for Multiple People

You receive a verifying display like Figure 74. Click the Post button to post them so that
they appear on the next bill and in the financial reports. Use the Quit button to stop the

posting process.
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Post Transaction and Print Receipt for an Individual

The display shown in Figure 74 looks like Figure 75 when posting for an individual. This
option is not available when posting transactions for more than one person.

Post Transactions

Transactions posied hased on the following criteria:
Year/Semester: 200405/1
ID:/T3647 406 (VWilliams, Billy Dee )

Students: Williams, Billy Diee

Maiches: |

Are you sure you want to post these 1 transactions valued at $475.00
Generate a receipt

Clear name afier posting O

e Figure 75 Post Transaction and Print Receipt for an Individual

As Figure 75 illustrates, you can generate and immediately print a receipt. To generate the
receipt, before clicking the Post button click the “Generate a receipt” checkbox until a
checkmark appears. When you click the Post button you see Figure 76. (You can arrange to
build a custom receipt and have RJM Systems set some SONISWEB® “switches” to use
your receipt in place of that standard receipt.)

TRANSACTION RECEIPT
Date: Feb 09, 2006 (Th)
Name: Williams, Billy Dee
Transaction: Tuition
Amount: $475.00 Check: 3427

e Figure 76 Receipt

The receipt in Figure 76 appears as a Web page. To print it, click the Web browser’s print
button. The receipt is then sent to the printer connected to your computer.

Click the link as shown on the right to return to Post Transaction. RIM Univessity

If you want to hold printing so that you can print the receipts as a group, place your printer
in hold status before clicking the print button. When you are ready to print the receipts, re-
lease the printer hold.
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Program Type Fees

Programs are set up by your

academic officers in the Pro- % i
. QFAD2

grams table. Where a fee is CrAD:

involved, financial staff may BT

need to participate.

The Programs table must be
set before these fees can be

Program
Matural Sciences

Office Administration - C
Office Assistant - CA

Classical Fiano
Pre-Medicine

Public Administration

Room Divislon Management

Eiology
Cheistry

Fecretarial Studies - CH

Previous

Programs

CIF Code

coooooocooo

Program Type Disabled
NoFee M
HoFee i
NoFee M
Classical Fiano i
Premed M
1o Fee i
NoFee M
1o Fee i
NoFee M
1o Fee H

established. Setting up pro-

grams is covered in the
SONISWEB® manual

e Figure 77 List of Programs

“Course and Section Processing”. An example of the Programs table is shown in Figure 77.
That list shows whether or not a program has a fee associated with it.

Click Systems (Figure 1) then Program Type (Figure 2). You get Figure 78.

Record 11 - 20 of 28

Code Program Type
311 Clagsical Piano
311 Classical Plana
311 Classical Piano
311 Classical Plano
HE MoFee
HFE MoFee
HE MoFee
HF MoFee
HE HoFee
HF HoFee

Program Type

Ami. Per Credit

Previous

Max. Amt. Sem. Fee Codes
1,000.00 AF
1,000.00 AF
1,000.00 AF
1,000.00 AF
0.00

0.00

0.00

0.00

0.00

0.00

Level Disahled
3 N
4 N
5 H
6 N
] H
1 H
2 N
3 N
4 N
5 N

e Figure 78 Program Fee Description

Click the Add button to get Figure 79. Click an underlined Code abbreviation to get Figure

80.

Code

Max. Amt. Sem. o

Preferred Text

Fee Codes &)

Program Type

Fee Codes

Preferred

Program Twpe

AF-Activity Fee
AP-Application Fes

AV Award

BB-Bail Bond

Ek-Book

BR-Brown Hall Residence
CR-Credit Adjustment

DE-Debit Adjustment

HS-Housing
IF-Internet Fee
KY-Kay Deposit
LF-Lab Fee

PL-Pell Grant
PP-Provider Payment
QQ-Tuition Refund
SP-Student Payment
TC-Tuition

Amt. Per Credit

Level

Preferved Text O

Enter the information:

e Figure 79 Add a Program Type Fee
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Code should be unique for the series (multiple levels) of program types as you see in
Figure 78. It cannot be changed after you add it.

Program Type is a short descriptive name also duplicated as you see in Figure 78. It
cannot be changed after you add it.

Am{[oun]t Per Credit is the fee per credit hour.

Max[imum] Am[oun]t Sem[ester] is the maximum that a student can be charged for
all fees for all program types. See “Program Type Fee Details” on page 80.

Level is the class-year this fee applies to. As Figure 78 shows, normally you use the
same Code and Program Type description for all of the levels taking this program. It
cannot be changed after you add it.

Fee Codes is the financial transaction code to use for this fee. Which code to use is de-
termined by your financial staff.

The bottom of Figure 78 is best seen in the editing of a Program Type shown in Figure 80.

Program Type
Code an Program Type Classical Piano Amt. Per Credit 400
Max. Amt. Sem. 1000 Fee Codes AF Disabled I
Level ]
Preferred Text Studio fee
Pmﬁm
Fee Codes () Program Type O Preferved Text (5)
The TCode description |The name of the program |Tex‘t you entered on this display
Subrmit
A program is using '311°. Therefore, this PROGRAM TYFPE cannot be deleted.

e Figure 80 Editing a Program Type Fee
The radio buttons specify what a student sees on his or her bill or ledger, the description of
the fee:

Disabled: a checkmark means the fee is no longer used and will not be shown in any of
the fee pulldown menus. To make a fee available again, click the checkbox until it’s
blank.

Fee Codes uses the standard financial transaction code (“TCode”) description.
Program Type uses the program type description you entered such as “Classical Piano”.
Preferred Text uses the text you entered in Figure 79 or Figure 80.

Click the Reset button to erase what you just entered so you can start over.

Click the Submit button to save your entries.

You can have only one combination of Program Type Code and Fee Code. For example, if
there are two activity fees (fee code = AF) of $2.00 and $3.00 for the Classical Piano pro-
gram (code = CP), you must make one $5.00 entry in Figure 79 or Figure 80. You can have
a separate lab fee (fee code = LF), field fee (FF), etc. but only one fee for each combination
of program (CP) and fee code (AF, LF, FF, etc.).
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Receivables

This receivables function is a quick way to look at the receivables — the unpaid charges — for
a few persons. If you want a larger receivables report, see “Charges / Credits Report” (page
18), “Financials Report” (page 20), or “Student Ledger” (page 60).

Click Financials (Figure 1) then Receivables (Figure 2). The displays look like those in
“Payables”. See page 39 and the figures for payables.

Refund Filter Setting Table

To compute the refund, you need to set up the parameters in a similar way to “Flat Fee Fil-
ter”” described on page 30.

When you click Financials (Figure 1) then Refund Filter Settings (Figure 2) that yields

Refund Filter Settings
Checl all the values on which you want to match refunds and then submit.

Campus Department Division Level

| d ]

o Figure 81 Refund Filter Settings

Figure 81.

You may offer the same refund percentages to everyone or you may want them to be the
same as those in the Flatfee Filter Settings shown in Figure 39. Make your choices in Figure
81 and then click the Submit button.

Once you've set the filter in Figure 81, you can’t “unset” it. Make sure these are the setting
you want to live with into the future.

Refund Setting Table

This is required to use “Reverse Tuition” (page 56). First, set up the “Refund Filter Setting
Table” above.

Click Financials (Figure 1) then Refund Settings (Figure 2). You get Figure 82.
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Refund Settings

Click on 2 REFUND to edit.
Fefund lst year Freshman OFF OFF OFF Q0 0 14 85.00%,
Eefund Zvd veur Sophomor OFF OFF OFF fal5] 0 7 90.00%,

e Figure 82 Refund Settings List

Use the Add button for a new refund definition like that in Figure 83. Click a Refund name
to edit an existing filter.

Refund Settings
Refund Refund 1st year Dept. OFF Level Freshman B
Campus OFF Division OFF
Fee Codes QC-Tuition Refund + Min. Days 0 Max. Days 14
Reverse Tuition
Percentage 85 Requsst

e Figure 83 Refund Setting

In Figure 83 you name the refund. If you have set it for criteria in Figure 81, you have only
those selections as you see in “Level”. Note that Department, Campus, and Division have
been turned off by Figure 81. You pick the financial transaction “Fee Codes” that apply.

Choose the minimum and maximum days and the percentage refund. In this example, a
withdrawal between 0 and 14 days after enrollment gets an 85% refund. With the data en-
tered, you click the Save button.

With the “Reverse Tuition Request” checkbox checked in Figure 83 you are offered reverse
tuition when the course is withdrawn. With the “Reverse Tuition Request” checkbox blank
you are offered only the refund display. See Figure 118 on page 78 for an example.

Once you’ve set Figure 83 and see the list in Figure 82, you click it and Affiliations
get the undertlined Refund name for the editable version with an

“ADD Affiliation” button. Click the button and you get Figure 85.

. . . . o Ii 84 Affiliati
In Figure 85 you give a different percentage refund to students with e Hations

different affiliations such as in-state resident.

The refund pet- Refund Settings
centage in Add Affiliation
Figure 83 is the Affitiation Percentage 0

Resident, County
Resident, State
Senior Citizen

Fee Codes Disahled =]

default for

those not meet-
ing the Affilia-

ton SCttll’lgS m

Figure 85. e Figure 85 Affiliation Percentage in Refund Settings
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Reverse Tuition

Reverse Tuition!® voids tuition charges posted to billing and builds reversing transactions for

those posted to accounting.

On course withdrawal, Reverse Tuition (versus Refund) is only offered if:

1. Flatfee is checked in the System Variables table; see the manual “System Variables &

Configuration”.

2. “Reverse Tuition Request” is checked as part of the
refund setting, page 54.

3. The student registered for the number of classes
needed to qualify for a flat fee tuition.

4. 'The student’s courses are withdrawn (WD), shown in
Figure 86.

See “Reverse Tuition Example” on page 78.

School Year

Section

Course

Enroll Code

200405

ENG300

Enrolled hd

Audit
Continuing Ed

e Figure 86 Example of a Course With-

drawal

Caution: where reverse tuition is against flat fees yet the student continues to be enrolled in
one or more courses, a member of your staff needs to compute how much the student still
owes and have that posted to the student’s account using “Post Transactions” on page48.

Click Financials (Figure 1) then Reverse Tuition (Figure 2) to get Figure 87 or Figure 88.

18 Reverse Tuition was called “Unposted Registrations” in ptior versions of SONISWEB®.
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Division

Reverse Tuition
Wemg: Williatns, Billy (WIZ647426)
Scheol Tear 200405 + Semesier Fall B
All & Unposied Only O Reverse Tuition Requesied Only O Unposted OR Reverse Tuition ()
Check all
o Figure 87 Reverse Tuition Prompt for an Individual

Reverse Tuition
School Year 200405 » Semester Fall b
[N O] Unposted Only O Reverse Tuition Requested Only O Unposted OR Reverse Tuition O
Check all
Campus Dept.

e Figure 88 Reverse Tuition Prompt for a Group of Students

Figure 87 is for an individual. To do reverse tuition for a group, click the Clear Name but-
ton in Figure 87 to get Figure 88. In Figure 88 you search by school year and semester to
find all registered courses posted to billing.

All means any individuals with a tuition transaction for the school year and semester
chosen in Figure 87.

Unposted Only covers any individuals who have at least one unposted course for the
school year and semester and at least one tuition transaction for the same school year

and semestet.

Reverse Tuition Requested Only is for any persons who have at least one tuition
transaction for the school year and semester marked for reverse tuition.

Unposted OR Reverse Tuition for any individuals who have at least one unposted
course for the school year and semester and at least one tuition transaction for the
same school year and semester or any individuals who have at least one tuition trans-
action for the school year and semester marked for reverse tuition.

Pick the radio button that suits your purpose in Figure 88.

Check all when checked makes the entries in Figure 89 appear with checkmarks. It’s
the choice if you expect to reverse nearly all the items. Click to remove the check-
mark if you plan to reverse only a few of the items.

With all the settings as you want them, click the Submit button. You see Figure 89.
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Reverse Tuition

School Year: 200405 Semester: 1

Batich: <number>: Some transactions ate in an unposted batch. The batch rust be posted ot removed before the reversal can take place.

[Reset Prior Course Charges Name Amount PID

Post to hilling only (void only) Adams, Mary $2,780.00 AD4523155
Fost to billing only (void only) Amold, Tane $601.00 AR1833324
Past to billing only (roid only) Elack, Tack $500 00 BLA712133

Some posted to accounting (minus) Brown, Betty $100.00 BRAOOT491

Past to billing only (roid only) Chambers, Lisa $940.00 CHI1405803
Post to hilling only (void only) Childress, Randaolph $579.00 CHI1323139
Post to billing only (roid only) Crosty, Bubba John $1,400.50 CRA0TE05S

B R e Danwin, Charles $300.00 DAIDT1124

Previous Refunds

Reference ID Date Refunded Code
QO-CIC1L0 01/09/2006 $275.00 Q0
QQ-ART200 01/16/2006 $312.00 Q0
QQ-ART200 01/16/2006 $312.00 Q0

e Figure 89 Reverse Tuition

A checkmark by an entry in Figure 89 reverses tuition; remove a checkmark to not reverse
tuition.

| Home posted to accounting (minus) Longfellow, Henry W $758.50 LOgsA3654 |

e Figure 90 Tuition Not Reversible

Figure 90 is an example of a tuition charge that had been post to accounting. Note that it’s
red. To follow proper accounting practices SONISWEB® posts a reversing transaction in-
stead of voiding the original charges. The result in the person’s record is:

m  If the tuition charge has not been posted to accounting, the transaction “accept’ col-

€C_2

umn is voided with a “v”’ in it.

m If it has been posted to accounting, a new transaction with a matching minus amount
(“-758.90” in this example) will be posted to “zero out” the charge.

m  In addition the person’s Course records associated with each tuition charge transac-
tion is set to “0” and can be found again should the “Post to Billing” function be run
for the specific school year and semester.

At the bottom of Figure 89 is a list of previous refunds to help you keep track of what
you’ve already refunded.
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Sallie Mae Import
Make sure “Importer Tcodes” are propetly set up before using this function. See page 36.

Click Financials (Figure 1) then Sallie Mae Import (Figure 2) and you see Figure 20.

Sallie Mae Import

School Year 200506 Semester Spring hd

Transaction Date: | 03/03/2004

Import file from Sallie Mae

Browse..

o Figure 91 Sallie Mae Import

In Figure 26 pick the school year and semester the imported file is for.
Change the Transaction Date if needed.

Use the Browse button to find the file you received from Sallie Mae! and click the Submit
button.

You receive confirmation or error messages if the file is not proper.

19 See www.salliemae.com
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Student Ledger
Click Reports (Figure 1) then Student Ledger (Figure 2) and you see Figure 92.

(21072006 SonisWeb200 Page 1of 1
Student Transaction - Ledger by ID Number

Adams, Mary - ID#: AD4523155 Campus: BUSINES S

Date of School Year Trans Award  Check or Receipt

Transaction & Semester Code Ref: D Charges Credits Received  Number Balance
0472172005 200405 1 AW NCAA $0.00 $0.00 $0.00 f0.00
0472152005 2004005 1 AP Application Fee $30.00 $0.00 $0.00 $30.00
042172005 2004005 1 AP A pplication Fee $30.00 $0.00 $0.00 $60.00
042172005 2004005 1 4F Activity Fee $9.00 $0.00 $62.00
11110:2005 200405 1 IF Intemet Fee $1.00 $0.00 $70.00
111052005 2004005 1 TC Tuition for ART101 $420.00 $0.00 $0.00 $550.00
1111052005 2004005 1 LF Lah Fee for ART101 $100.00 $0.00 $0.00 $650.00
1171052005 200405 1 TC Thition for MIE401 $2,200.00 $0.00 $0.00 $2,850.00
1202102005 2004005 1 QQ Q0 $0.00 $375.00 $0.00 $2,475.00
Adams, Mary - ID#: AD4523155 %  Transactions Balance $2,475.00

e Figure 92 Student Ledger Report

If you allow students online access you may never need to print this ledger. They can see
both their bills and their ledgers as shown in Figure 93.

Figure 93 is an example SonisWeb200

of a student’s online ac- £ P

cess to his or her ledger. DRy Er
Student Ledger

for Mary Adams

04/21/2005 200405 1 Application Fee $30.00 $60.00
MLAOSNONS L AdigFee W 00
1171042005 200405 1 Internet Fee $1.00 $70.00
10520005 1 TutienforARTIOL S0 00
1171042005 200405 1 Lah Fee for ART101 $100.00 $650.00
12/21/2005 200405 1 Q0 437500

e Figure 93 Student's Online Ledger Display
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Third Party Billing

Third party billing is a variant of the awards process. To the student it’s an award, but bills
are needed to send to the third-party payees. Third-party billing is handled in this way:

1. If not already set up, establish an “Institution” that is the third-party payee.
2. Award the student the sum that the third-party has agreed to.

3. When all those being paid through the third-party have accepted their “awards”,
send the bill to the third party.

Third Party “Institution”
Under Systems click Institution: Add/Edit. You get Figure 94.

Institution: Add / Edit

Hote: Adding Institution To System Institution Table.

. . Y
Bisritiitni Type |Certificate SEARCH
Callege bt

e Figure 94 Institution Add- Edit

Click the Search button in Figure 94 to see if the third-party “institution” exists. Use the
Add button if you need to add the third-party.

Institution: Add / Edit
Haote: &dding Institution To System Institution T able.
Institution | Canadian Government Affiliated [
Home
Institution ] Type Other v Code
Address Ministry of Education Addr2 Box 2137 Addr3
City Tararto State Ontario (Canada) v Zip MES S1K
County v Couniry Canada %
Email sfdifsd. com Phone 231-2321222 Fax
3rd Party

Contact Billi

e Figure 95 Third-Party "Institution"

A third-party “institution” has the “3td Party Billing” checkbox marked as seen in Figure 95.

Fill in the complete mailing address; it’s needed for “Printing the Bills to the Third Party” on
page 63.

Click the Submit button to save your changes.
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Awarding Students for Third-Party Payment

Use the students’ Financial Aid records to give them the award agreed to by the third-party.

Financial Aid
Allocation: 3000.00 | Previous: 5000.00 InProcess: |5000.00 |Remaining: |5000.00
School Year 200405 Semester 1
e Conae bheck No.
Amount 3000.00

e Figure 96 Financial Aid Award Display

Figure 96 shows a Financial Aid record with a third-party award. See the SONISWEB®
manual “Financial Aid” for guidance in giving awards.

Checking the Bills to the Third Party

Before sending the bills shown in Figure 99, examine the third-party institutions’ lists of stu-
dents with awards.

Click Reports then Third Party Billing Summary (RB) to get Figure 97.

0442142006 10:47 A
Third Party Billing
Institution Semester Award Schedule Year Amount Offered  Amount Received
Eoston College 1 Presidential 200405 $3,500.00 $0.00
Acholarship

Canadian Government 1 Canadian Grant 200405 $5,000.00 $0.00
Carnegie-Mellon 1 Pell Avrard 200405 $3,000.00 $0.00
Riples's Junior College 1 HCAA 200405 $11,000.00 $0.00
TOTAL $22,500.00 $0.00

e Figure 97 Third Parting Billing Detail Summary Page

This is a two level report. The summary shown in Figure 97 lists the third party “awards”
with the third-party institutions underlined. Click an underlined Institution name for the de-
tail shown in Figure 98.

Third Party Billing Betumn
Canadian Governmert
Ministry of Education
Box 2137
Toronto O, 63 S1K
Canadian Grant
Semester: 1

Student Schedule Year Amount vt Received LT

Promised Remaining
Artson, Manual (ARZITA122) 200405 $5,000.00 $0.00 $5,000.00
TOTAL $5,000.00 $0.00 $5,000.00

e Figure 98 Third Parting Billing Detail Institution Page

In Figure 98 there is one line for each student who accepted and/or received an award. Ex-
amine the students to make sure all the awards have been given.
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Click Return in Figure 98 to go to Figure 97. These reports were built with ColdFusion™ so

print them with your Web browser print icon .
Printing the Bills to the Third Party
Click Reports then Third Party Billing Summary (RB) to get Figure 99.

04/21/2006 10:31:40 AM Page 2 of 4
SonisWeb200
Third Party Billing

Canadian Government

Ministry of Education

Box 2137

Ottawa ON M6S S1K

Student Semester  Award Schedule Year  Amount Offered  Amount Received

Artson Manual (AR2274122) 1 Canadian 2004/05 $5,000.00 $0.00
Total Amount Accepted: $5.,000.00
Total Amount Received: $0.00
Amount Due: $5,000.00

e Figure 99 Third Party Billing Summary Report (Bills)

Figure 99 is in alphabetical order by Institution, one page per Institution ready for printing
and mailing. All the students are listed with the awards offered and accepted and the total

owed by the third-party.
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TMS* Import

Make sure “Importer Tcodes” are propetly set up before using this function. See page 36.

Click Financials (Figure 1) then TMS Import (Figure 2) and you see Figure 26.

TMS Import

School
Year:

200405 v | Semester: Spring hd

Transaction Date: | 13/03/2004

Import file from TRMS

Browse..

e Figure 100 TMS Import

In Figure 26 pick the school year and semester the imported file is for.
Change the Transaction Date if needed.
Use the Browse button to find the file you received from TMS and click the Submit button.

You receive confirmation or error messages if the file is not proper.

Tuition Tcodes

A person authorized to maintain Student records but not authorized to enter financial trans-
actions can use a limited set of “tuition” transactions to correct or add appropriate charges.
To see how it’s used, check the SONISWEB® manual “Student, Faculty, Applicant, and
Alumni/ae Record-keeping”.

You set the limited transaction codes here.

Click Systems (Figure 1) then Tuition Tcodes (Figure 2) to get Figure 101.

Tuition Tcodes
Fee Codes Description Cannot Yoid Refundahble
AF Activity Fee 1 Remaove
FF Field Fee Remave
LF Lah Fee O Eemave
[ala] Tuition Fefund ] Bemove
T Tuition 1 Remave

e Figure 101 Tuition Tcodes Table

As you see in Figure 101 you can Remove or Add a code and you can change what can be
done with them.

20 See Tuition Management Systems, www.afford.com
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Cannot Void means that the administrator can use the “T'code” to enter an amount ei-
ther as debit or as credit but cannot void a charge with the code.

Refundable checkbox means the transaction can be part of the refund process.
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Transaction Codes

Click Systems (Figure 1) then Table Maintenance (Figure 2) and pick Transaction Codes
from the list of tables.

Filling in this table, shown in Figure 102, requires:

m A person from your accounting or finance department to guide you in the account-
ing requirements for your institution.

m A review of those processes that use transaction codes such as financial aid, course
fees, affiliation fees, etc.

m  The code of accounts used by your institution.

Filling in this table is best done by filling in the Transaction Code Mapping table (page 70) at
the same time.

Table Maintenance - fcodes
ADD New Record OR Edit Recond (click on Bution in the row):
Activity  Activity  Check N . Bxit  Federal Federal . ., Duclule Incle  IRS 1096T Reference . Transaction
s Edl e Description Dishled  ExitPath pf fA DRSS Headingl Heading2 gt e Post Award [ Report Skip oo Xira Cha
(act_sads ) [Cast_type) (ohk_refund ) (dssoript) (disabled) (ssit_pth ) [(sxit_rin ) [(ec_spt1 ) (Ferd_tpt2 ) [(headingl ) [(heading2 ) fins_bill) [Gin_sum ) (refundL098T Y [(post_swl) [(refor_id) (report_skip) fleodss)  [fhoodes_o
- AF
+ b Activity Fee 0 o 0 0 Actiry  [Fee 1 1 0 o ?::“‘y o [AF]
icatis feati AF
" b 0 Application |, 0 0 0 0 lapp [Fee 1 1 0 0 Application |, [2P) o
Fee Fee
At-Sea F
+ b FieliFee 0 o 0 ] Fiell e 1 1 0 o Training 0
Fees
0
- a 0 sward 0 o 0 1 Award 1 1 0 o Avard D
+ b Book o o 0 ] Buoks 1 1 0 o Books 0
Credit . . Credit
" 0 stpustment ? o 0 ] Credit  Adjust 0 o 0 o e
PL
. o Pell Grant 0 ] o 0 Pell Gramt 1 1 o 1 Pell Grant 0
c 0 11:"' ider |, x 0 0 1 Provider |Payment 1 1 0 1 Provider |,
ayment Payment

e Figure 102 Transaction Codes Table

This is where you define the specific codes used to identify financial transactions in financial
aid and billing and to specify how these financial transactions should be classified.

SONISWEB® will not allow you to remove a transaction once it is used. This is to maintain
accounting integrity.

Click the Transaction Code or the Add button in Figure 102 for the detailed record shown in
Figure 103.
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Table Maintenance - fcodes/tcodes

[Activity  Activity Check Exit Federal Federal Include Include

Code | Type | Refna  Description Disabled ExitPath Retum Report] Reporez Hediingl  Healing2  pote
(act_codeact,_type ek refund )descript) (disabled J(eit_pth) Cexit_sin)Fed_tptl Fed_rpt2theadingl ) cheading2)  cinc_bill ine_sum
b o [ [rution [o | o Tl o e [ 1 i ]

Delete This Record

IRS 1098T . Transactio

e Post Award Reference ID Report Skip (. 4" M<tra Char

(refundl098T Wpost_awd(refer id) (report_skip Wtcodes)  (tcodes_cel)
|Tuitmn |D | TC

e Figure 103 Transaction Code Detailed Record

The record is a wide one, so the right side is tucked beneath the left side in Figure 103.

If you clicked the Add button in Figure 102, Figure 103 will be mostly blank. If you clicked

a transaction code button like , you get a filled-in version you can change. However, you
cannot change the transaction code after you have added it.

Activity Code:
Here you enter one of three symbols to indicate Activity  Activity  [Check Descrigtien
. . . . . Code Type Refund

the transaction code. A minus sign (-) indicates a ,

. . . . . (act_code) [(act_type) (chk refund) (descript)
credit, a plus sign (+) indicates a debit, and an
equal sign (=) indicates an award?! offer. o P Field Fee
Activity T_)f,pe: i N L A . P
Use an “a” for awards, a “b” for billing amounts
(debits), a “c” for credits, and an “h” for housing. i . Credit
See the text “Housing” for examples of its use. gustment
Check Refund

. ) e Figure 104 Activity Code through Description
If (1) you use a direct interface to one of the sup-

ported accounting systems and (2) you have set up

the interface to SONISWEB®), a 1 (the digit one) causes that accounting system to print a
check. See page 42 and check the details of your accounting system for support of this fea-
ture. Support will differ with different accounting systems.

Descreption:
This is the explanation or the name of the transaction for which you specified a code. This
is displayed when you post a transaction.

Disabled:
A 1 (the digit one) means this transaction code will not be visible and cannot be selected in
any display where a transaction code is selected. In effect it’s deleted since it can’t be used.

A 0 (the digit zero, not the letter O) means it is available.

2! An award expectation or offer or intention is not a financial transaction. The “offer” is stored in the user’s transaction records so that it
can be used to match payments as they arrive. See the text “Financial Aid” for information on how this process works.
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Exit Path and Exit Return:
These are set individually for each school by RJM Systems, Inc. when the school requires
special transaction processing.

Federal Reportl1:
Used for IRS 1098T processing, a 1 (the digit one) means this transaction is for valid
amounts billed or valid payments received. You see it in Figure 102.

Federal Report2:
Used for IRS 1098T processing, a 1 (the digit one) means this transaction is for valid schol-
arships and grants, excluding loans.

Heading 1 and Heading 2:
This is for column headings on reports. Heading 1 is the first line of the column heading is
and Heading 2 is the second line, if you need it.

Include in Bill:
If you want this transaction to be included in the student bill, enter a 1 (the digit one). Oth-
erwise enter a 0 (the digit zero). Some schools prefer not to show award offers?! on the bill.

Include in Summary:
If you want this transaction to be included in the system’s summary reports, enter a 1 (the
digit one). Otherwise enter a 0 (the digit zero).

IRS 1098T Refund:
This column is used to fill in certain boxes in the electronic IRS 1098T form; see the manual
“Form 1098T Processing”.

Post Award:
If this transaction is used for posting a payment Post Award ROPTONCC pepury i Transaction

. P 0
against an award offer, you enter a 1 (the digit one). (post_awd) (xefer id) eport,_skip) (tcodes)
The transaction will require a valid award offer to

: 1 Pell Grant 0

have been entered on the appropriate student re-
cord and then will post against that award offer. . Provider
Only one or two transactions are used for posting SR

payments to awards offers. For all other transac-
tions, enter a 0 (the digit zero). See the “Financial
Aid” text for insight into Post Award.

e Figure 105 Post Award through Transaction Code

Report Skip:

Some reports let users choose which financial transactions to include in their report. With a
1 (the digit one) in this column, the transaction code will not be offered in the report
prompt.

Reference ID:

What you type here is what is printed on the bill, in the student’s Web-viewed ledger, in the
receivables listing, and in many other displays and reports as an explanation of the transac-
tion.

Transaction Codes:

Enter a two-letter code here to identify each financial transaction. It appears as a button in
Figure 102 that you click to edit the transaction as seen in Figure 103. Once you’ve given a
transaction a code, you can’t change it.
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Xtra Char

This is a custom field used by some customers. If you don’t use it, enter any alphanumeric
character.

Click the Reset button to erase what you entered in Figure 103 and start over.
Click the Submit button to save your entries.

Click the Delete button if yvou have never used the transaction.

Once you have used a transaction code you cannot delete it, you can only disable it so it will
not be offered in a pulldown nor selected for a posting.

Codes for ELM, Sallie Mae, and TMS Imports

As noted on pages 21, 59, and 64, you must set up “Post Award” payment transactions that
can be used for these imports. Once established in Figure 106, you use them in setting
“Importer Tcodes” on page 30.

Table Maintenance - fcodes

40D New Record OR Eiit Record (click on Bution in the row):
Activity Activity Check Description Disabled  Exit Path Exit Federal Federal Heading | Heading 2 Include Include IRS 1098T Posi & Reference Report Skip Transaction Kira Chay
Code Type Refund i Retun Reportl Reporrz coingl Heading2 oy ™ o mary Refimd =i m Code
(act_code) [(ast_type) (chik_refund) (descript) (disabled) [Gextt_pth) (esit,_rtr) [(Facl_rptl ) (Facd_rpt2 ) [(heading] ) [(heading2 ) [(inc_bill) [tinc_sum ) [refand1008T | (post_swa N [refer_id) [report_skip) [(toodes)  [(boodes_c
45 45
¢ 0 Poment x 0 0 1 45 Payment |1 1 0 1 Papment "
Elm Ebn
c (1] Payment (1] x (1] o 1 Elm Payment |1 1 o 1 Payment (1] x
5U Su
¢ 1 Payment x 0 0 1 sU payment |1 1 0 1 N x
™
c o ;':IIS nt o x o (1] 1 TMS Payment |1 1 (1] 1 ;]:[S ni o - x
yme: \ J Payme

e Figure 106 Examples of Transaction Codes (TCodes) for use by ELM, Sallie Mae, and TMS Imports

Figure 106 shows examples of transaction codes set up for use in this importing. All have
the “Post Awards” field set to 1 (the digit one) so that these can be set in “Importer Tcodes”

on page 36. For additional information on setting up transaction codes, refer to
“Transaction Codes” on page 66.
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Transaction Code Mapping

If you use “The Financial Edge®” for your accounting, you use a special interface named
“EdgULink” instead of this table.

For pledge payments, you see the manual “Development and Fundraising” where a similar
table maps pledge payment and gifts.

For everything else this table maps the Transactions Codes (page 60) to your chart of ac-
counts so you can “Post (Export) to Accounting System” (page 42). Normally this table and
the “Transaction Codes” (page 60) are filled out together.

Click Systems (Figure 1) then Transaction Code Mappings (Figure 2).

Transaction Code Mappings
Add MNew Mapping f'
Campus CiedZs Acgéfzde Acent. Acct. Dept. C}I:‘au:gi d Disabled
Centerville 1an Campus AF Credit 110300 o)
Centerville 1an Campus LF Credit 110300 o)
Centerville 1an Campus =R Diebit 120000 o)
Centerville 1an Campus Tz Diebit 110300 o)
Centerville Morth Campus AF Diebit 110300 o)
Centerville Morth Campus LF Diebit 110300 o)
Centerville Morth Campus =R Credit 120000 o)
Centerville Morth Campus Tz Credit 110300 o)
Centerville South Campus LF credit 3456759 o)
[Eurcpean Catmpus IF Diebit 110100 o)
[T Be Determined AF Credit 110100 o)
To Be Determined AF Diebit 110400 i)
[T Be Determined AF Credit 110500 1o

e Figure 107 Transaction Code Mapping List

To edit a mapped code, click its underlined “Fee Code” in Figure 107.
To add an new mapping, click the Add button.

Transaction Code Mappings
Editing: 14
Campus Centerville Marth Campus v Fee Codes TC-Tuition B Accounting Code 60
Acct. Code Dese. Credit Accnt. 110300 Acct. Dept.
Fund Charged Yersion Source
Disahled A Project

e Figure 108 Transaction Code Mapping Detailed Record

Figure 108 is the result of clicking a Fee Code in Figure 107.

This table should be filled out by your accountants. It refers to the chart of accounts in your
accounting system.

Top to bottom, left to right, the fields are:

Financial Record-keeping & Billing 70 June 2006



SANISWEB"

Campus-Fee Code Combination
You need at least one entry for every fee code within every campus. For example, if you

have four campuses, the basic tuition code TC must be defined at least four times in this ta-
ble.

Acct. Code Desc.
The description your accountants expect for this code.

Fund Charged:
You have the option?? of naming the fund to be charged.

Disabled:
A 1 (the digit one) means this mapping will not be visible and cannot be selected in any dis-
play with a selection. In effect it’s deleted since it can’t be used.

A 0 (the digit zero, not the letter O) means it is available.

Fee Codes
The SONISWEB® transaction code set in “Transaction Codes”, page 66.

Accfoulnt:
This is the code used by your accounting system for the transaction; it’s the number in your
chart of accounts.

Version:
Used internally by SONISWEB® (therefore it may not appear when you display the table).

Project
Used where the Fee Code above is connected to a project with an name or ID that you enter
here.

Accounting Code:
Enter a 10 for a debit or a 60 for a credit.

Acct. Dept.
Optionally??> you can name the department to which this account is assigned and, therefore,
to which this transaction will be assigned.

Source:
You have the option?? of naming the source of the funding.

For a new entry, you click the Add button to enter it. After editing an existing item, you
click the Submit button to save your change.

You return to Figure 107.

Transaction Register
The transaction register is a list of transactions that you can view and print.

Click Reports (Figure 1) then Transaction Register(RB)® or Transaction Register (Figure 2)
and you see Figure 109.

22 If you are exporting electronically to an accounting system, some of the “optional” fields may not be optional. Your accounting staff can
tell you which are required and which are truly optional.
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If you want to do analysis on the transactions, Transaction Register(RB) lets you choose the
output as a spreadsheet. See the “Excel” choice in Figure 22 on page 18.

Depending on your role-based authorization you get a “Report Generator” display (e.g.,
Figure 22) with some options from which to choose. You can pick the date range of trans-
actions you want to see. You may also be able to make other choices, such as campus, or
your authorization may automatically limit you to a specific set of records.

02/10/2006 03:00:12 PM SonisWeb200 Page 20 of 20

Transaction Register

Amt Awd Year/ GL Date
ID# Name TCode AwdID Description Offered  Amount  Trans Date Posted Void Sem Posted Check # Tnvoice #  Maint
AR1833324 Arnold, Jane FF Tuition for AUTI00 $0.00 $30000  0201/2006 NO 2004051 NO 02001/20
AR1833324 Arnold, Jane BK Tuitien for Dan001 $0.00 $266.64 020172006 NO 20040571 NO 020120
ARI833324 Arnold, Jane IF Internet Fee for Dan001 $0.00 $5.00 02/01/2006 NO 2004051 NO 02/01/20
EM7983242 Emmuons, Danicl I Internet Fee $0.00 $1.00 02/07/2006 NO 2004051  NO 02/07/20
EM7983242 Emmons, Danicl TC Flatfee Tuition $0.00 $160.00 02/07/2006 NO 20040571 NO 02/07/20
WI3647496 Williams, Billy TC Tuition $0.00 $475.00 02/09/2006 NO 2004051 NO 3427 02/09/20
EM2941574 Emmons, Alice TC Tuition $0.00 $11.00 02/23/2006 NO 2004051 NO 01/16/20
EM2901574 Emmons, Alice SP Student Payment $0.00 $198.00 02/28/2006 NO 200405/1  NO 01/16/20

e Figure 109 Example of a Transaction Register

Figure 109 is an example of the report. You can page through it on your display.

You navigate from page to page and print it using the arrows and the printer icon shown in
Figure 17 or Figure 18 (page 13).
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Void Awards: Disposition

Applicants can be awarded a grant, loan,
or scholarship, usually contingent on ad-
mission. Where they are rejected or dif-
fered, you usually want to void the award
offer. With this function, you can void

Select Disposition :

As of Date:

Void Awards: Disposition

Accepted v

those awards based on disposition.

Click Financials (Figure 1) then Void
Awards: Disposition (Figure 2) to get
Figure 110.

o Figure 110 Void Awards: Disposition Prompt

Pick the Disposition and enter an “As of Date” if you don’t want to use today’s date. Click

the Submit button to get Figure 111.

Void Awards: Disposition

Cantinue Tao Waid ]

Void Mame Offered Received Date RefID Year
01 Void: Ilartin, Ella 1,000.00 1,000.00 01/25/2005 Smith Memorial Scholarship 200405
02 Void: Lidars, Mary 500.00 000 042102005 NCAA 200405

Sem.
1

e Figure 111 Void Awards: Disposition

Those who have not received a payment have checkmarks beside their names in Figure 111.
If you don’t want a person’s award voided, click the checkbox until the checkmark is gone.

Those with an empty space where the checkbox appears have already received payment.
They appear in Figure 111 so you know you’ll need to get repayment from the person.

With the checkmarks where you want them, click the “Continue to Void” button.

You get a confirming display with Void and Quit button as the final step.
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Void Transactions

The easiest way to void tuition charges is “Reverse Tuition” on page 56. For charges other
than tuition, use this function.

Once a transaction has been “batched” — see “Post (Export) to Accounting System”, page 42
— it cannot be voided. To “change” a batched transaction you must use “Post Transactions”
(page 48) to enter a new debit or credit transaction reversing the funds flow. Both the origi-
nal and the reversing transactions will appear on bills and reports.

Click Financials (Figure 1) then Void Transactions (Figure 2) to get a display like Figure 19.
You can pick an individual by name or ID. You can pick a category by division or campus.
Select the school years(s) and semester(s) you want and click the Search button.

Void Transactions
Transactions voided hased on the following criteria:

ID:WI3847496 (Williams, Billy Dee )
Students: Williams, Billy Dee

1

Transactions
Check

Void Fee Codes Amount Offered Date Trans. Ref School Year  Semesier Division Campus No.
01 ¥oid: [ TC 475.00 000 02M972006 Tuition 200405 1 College Business 3417
02 Yoid: [ AW 0.00 450000 D1/2372006 Swith Mermonal Scholarship 200405 1 College Business

Continue To Void

o Figure 112 Void Transactions List

You get a list of one or more persons who meet your selection criteria and a list of charges
that have not been posted to accounting as illustrated in Figure 112. If the list does not con-
tain what you need, click the Quit button and start over. Click the check box beside every
transaction you want to void. Click the Continue to Void button. You get Figure 113.

This confirmation display is il- Void Transactions

lustrated in Figure 113. Again Aire you sure you want to veid these 1 transactions valued at $475.00

you can use the Quit button to
stop the process. Click the

Void button to void the trans- e Figure 113 Void Transactions Totals

actions.
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DETAILS
Bill Posting Options
The setting of the registration buttons (Figure 114) Web Options
in the function Systems - Web Options determines LoginID[30NSID 7]
when posting occurs.
Basic Registration @ Post to Billing
m If the “Basic Registration” button is “on”, asie Tegieranon o g
no'fees are posted until you post as de-  Figure 114 Post to Billing Web Opts
scribed on page 45. If you prefer to bill af-
ter the add-drop period you should choose
Basic Registration so you can time when fees are applied to the bill.
m If “Post to Billing” is “on”, the fees are posted immediately. Schools that provide

evening community courses with immediate billing can set a different time period for
those students to register and set Post to Billing on for that registration period.
However, if you add or drop courses after posting to the bill or any fees change, you

must manually change each billing transaction.

The “Web Ops” settings are usually coordinated by the Bursar and the Registrar.

Flat Fees Applied

The flat fee table is used in this way:

During registration the student, a faculty advisor, or administrator selects the courses
and specifies which are for credit, which are for continuing education, and which are
audited.

SONISWEB® compares the student’s critetia (Class-level, department, division, etc.)
against those in the flat fee table. You see those criteria in Figure 43.

If the student meets those criteria, SONISWEB® compares the for-credit hours
against the minimum (“From”) and maximum (“T'o”) hours.

SONISWEB® checks the student’s Biographic record to see if she or he has an Af-
filiation or not. That determines whether an Affiliation fee or the cost in Figure 43 is
applied.

If all criteria are met, SONISWEB® replaces the costs of all for-credit courses with
the flat fee. Figure 115 illustrates this.
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Registration

 Field Fee 200107 1 AT [0 §22100 [
| Flatfee 200102 1 CAl78 13.00 $3,777.00 |
Lmln i i T ST T it /

Lab Fee for EECalc90 200102 1 CA178 0.00 £100.00

Lab Fee for MATHZ200 200102 1 CA178 0.00 £175.00

Lab Fee for PH101 200102 1 CA178 0.00 £50.00

Total credits: 13.00 Total Charges: $4,373.00
Femove Pending Courses and Start Owver Fegister But Do Not Post

e Figure 115 Example of Flat Fee Estimate During Registration

Note that the flat fee does not replace other added course, section, or semester fees.

Payment Plans Example

To assign a payment plan, use Names to find the person and click Payment Plans from the
function list. That yields Figure 116.

Payment Plans
3-Payment Plan 121972005 01/07/2006 200405 $0.00
A Payment Plan 01/18/2006 01,/07/2006 200304 $1,550.00
Select Payment Flan:
\ v]
ADD

e Figure 116 Payment Plan Assignment

To add a new one, use the “Select Payment Plans” pulldown to select a plan then click the
Add button.

You can’t totally delete a plan but you change the “Agreed Amount” to zero where you want
to substitute a new plan. You see that has happened in Figure 116.

For an existing plan, click its underlined name and you get Figure 117.
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Payvment Plans

4-Payment Plan
Agreed Daie Start Date Agreed Amount School Year
014172008 01,07 /2006 1550 200304

Due Date Amount Due

017162006 $62.00

0172652006 $279.00

02062006 $852.50

02262006 $1,550.00

e Figure 117 Payment Plan Details

Here you can change the dates and the agreed amount. Click the Submit button and
SONISWEB® uses the Start Date and Agreed Amount to compute the due dates and
amounts as you see at the bottom of Figure 117. The “Amount Due” is cumulative based on
the percentages in Figure 57.
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Reverse Tuition Example

If the criteria in “Reverse Tuition” on page 56 are correctly set and you withdraw a course
(Figure 86 on page 50) you are asked if you want to do a reverse tuition or a refund. If “Re-
verse Tuition Request” is not checked (Figure 83) you only get a refund display; you will not
be offered reverse tuition.

[Williams, Billy  (Student - WI3647496)

Courses: Withdrawing from 'ENG300' (200405/1)
[ Mark For Reverse Tuition ]

e Figure 118 Example of the Reverse Tuition - Refund Choices

Following the withdrawal in Figure 83, you see Figure 118 with your choices. Clicking the
Mark... button gives the message in Figure 119.

A Reverse Tuition Request has been set for this course.

e Figure 119 Reverse Tuition Confirmation Message

When you click Reverse Tuition (Figure 2) you see the marked items appear as described on
page 506ff.

Caution: where reverse tuition is against flat fees yet the student continues to be enrolled in
one or more courses, a member of your staff needs to compute how much the student still
owes and have that posted to the student’s account using “Post Transactions” on page 48.

Record-keeping Processes and Standards

SONISWEB® keeps data for billing, accounts receivable, awards, financial aid and payables.
It has an interface for exporting transactions to accounting systems either as printed journal
entries, a file of the journal entries (page 7), or — as an optional feature — electronically to
The Financial Edge®.

SONISWEB® enforces some standard accounting practices:

m  Charges do not appear on bills or in accounts receivable until you apply them to bill-
ing as described in “Billing”, page 14. This is useful. You can register students and
hold the posting of their charges until you are ready to bill them, then apply all the
charges as a group and print the bills.

m  An item can be voided (see “Void Transactions”, page 74) until it is posted to a
batch of transactions. The process of creating batches is described in “Post (Export)
to Accounting System” on page 42.

= Once a transaction is part of a batch it cannot be voided. Since you cannot change
the transaction you must enter a new debit or credit transaction reversing the funds
flow. Both the original and the reversing transactions will appear on bills and re-
ports.
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m  Awards are treated as intentions or estimates and do not become financial transac-
tions until the actual award payment is entered as a transaction (see “Post Transac-
tions”, page 48).

m  Most of the charges are computed as part of the enrollment or housing assignment
processes.

m  Financial Aid and Awards are usually handled by a specialized staff, so they are de-
scribed in the separate “Financial Aid” text.

Sources of Financial Transactions
Financial transactions come from these sources:
Tuition calculations

The calculation is made when a student is registered. The calculation is based on either a

charge per credit-hour, charge per CE (continuing education) “credit”, an audit fee, or a flat
fee.

CE Credits 0 Fee Codes TC-Tuition b
Audit Cost 75 Non-Res Per Credit |235 CE Per Credit a0

Affiliations
Resident, County -EN ($187.00)
Resident, State -EN ($196.00)
Senior Citizen -EN ($105.00)
Senior Citizen - AT ($0.00)

ADD Affiliation

e Figure 120 Course Record Charge Data (Other Data Not Shown)

The basis for tuition charges is in each course record as shown in Figure 120. These fees are
set up with the Courses - Course: Add/Edit function.

Flatfees
Flaifee Second Year Dept. OFF Level Sophomore b
Campus CFF Division OFF
Fee Codes TC-Tuition v Credit From 151 Credit To 19
NonResident Cost 4200

Affiliations

Resident, State (52,850,007
ADD Affiliation

e Figure 121 Flat Fee Parameters and Charges

The basis for tuition charges where fixed “flat fees” apply is shown in Figure 43 (page 32).
These are set up in “Flat Fees” (page 31).

Financial Record-keeping & Billing 79 June 2006



SANISWEB"

Course Related Fees

(Fr 210) 3 credits

Cowrse: Fees Add / Edit

Fee Other Description Amount
FF-Field Fee v Language immersion wk 195

e Figure 122 Additional Course Fees

Lab and publications fees are the most common course-related additional fees. Figure 122 is
an example of adding fees. They ate set up in using the Courses - Course Fees: Add/Edit
function.

Individual course sections may also have special fees assigned. For example, a section taught
overseas might incorporate the travel and housing to that location that would not apply to
course sections taught locally. The fees for that section only are set up using Courses - Sec-
tion Fees: Add/Edit function. The display is nearly identical to Figure 122.

To change a large number of fees for courses, use the “Fee-Affiliation Utility” on page 22.

Program Type Fee Details
Program Type

Record1 - 4 of 4

Code Program Type Amt. Per Credit Max. Amt. Sem. Fee Codes Disahled
CP Classical Piano 5 2,500.00 AF N
CP Classical Piano 75 2,500.00 LF N
LIE Matine Engineeting 10.5 3,100.00 LF N
NE Mo Fee 0 0.00 TC N

Add

e Figure 123 Program Fees

These are fees tied directly to a program. For each program you can have one category of fee
— Activity Fee (AF), Lab Fee (LF) — with a charge per credit hour. Typically this compen-
sates for special facilities required for a program. See “Program Type Fees”, page 52.

With Program Fees the calculation follows these rules:

m If the student is not assigned to a program with a program fee, there is no program
fee calculation.

m  If the student is assigned to a program with a fee code then:

e If the maximum amount is zero, no maximum test is made. All the additional
fees are applied.

e If there is a maximum amount assigned, SONISWEB® tests to see if that maxi-
mum for that Fee Code has been reached. If it has not, the program fee is
added. If the maximum has been reached, the fee is not added.
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For example, if the student already had Lab Fees (code = LF) totaling $230, the calculations
shown in this table would be made.

Fee per semester hour for this Fee Code $7.50
Semester hours for this course 3
2250
Maximum set for this Fee Code $250.00
Total already charged under this Fee Code  $236.00
$14.00

Only $14 of the potential $22.50 will be added in this example.

This maximum is checked no matter the source of the fees. In this example, Lab Fees can
come from courses, course sections, additional all-student fees, and program fees.
SONISWEB® will total the fees from all soutces before applying the program fee.

Semester and Yearly Fees

Activity fees and network connection fees are usually applied for a semester or per credit.
They are applied when the student registers for courses. Setting these fees is described in
“Additional Fees”, page 7.

Housing Chatges

The “Housing” text explains these charges.
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GETTING STARTED - LOG IN AND THE USE OF TABS, BUTTON AND
FIELDS

Administration Security Faculty Security

User 1D || —=SONIEWEE® ID FIN || Assigned PIN
Eeeen Password Faculty 1D ID Number
[ Administration Login +Cﬁck LOGIN Click this button

HOME

If you have forgotten your Password, please click here.

If you have forgotten your PIM andfor 1D, please click here.

Figure 124 Login Displays

To log in as an administrator, select that option from your Web page. The standard
SONISWEB® login pages look like Figure 124.

ADMINISTRATION ACCESS

) m 6 3 ah
2 [rosiar — 2 p " v
s"’ NISWEB - Logout Mames Courses Finamcials Reports
[Bellows. Wendy Mlaritime Engineering Introduction
Bulk Roster Move Status bars Section: List
Conrse: Add f Felit Record]1 -8 of 8
= Course Cancel ~ Canpus Year Sem.  Session.  Sect.  Time Instructor
(Clowsse: Fees Add / Edit
WME301 M Centervills Main Carpns 00405 1 1 MON 6:10a0-8:00em, WED 6:10am-8:00axs, FRI 61102ty o0 1
Grads Input 800ar
[ me——— MME301 N Centerville IMain Chanpus 200405 1 2 TUE 7:10am-2:50um, THU 7:1ann-:50an. McHutt, Alfred
[ r— MME®!I N Centervill: Min Carapus W4 1 1 o 1 0am & M, WEL 6 10am S llars, BRLO 1010300y, P,
Section A2 MME01 N Centervills Main Canupus 00304 1 2 TUE 7:10a0-8:50are, THU 7:10are-8: 50z McHatt, Alfisd
Section: Edit MME301 it Centervills Main Carpns 200201 1 1 Qﬁgj 10e0-8:00ara, WED 6:10am-8:00are, FRI 6:l0ar e o gl
Section: Fees Add | Edit MME301 N Centerville IMain Clapus 00201 1 2 TUE 7:10am-2:50um, THU 7:10arn-:50an. McHutt, Alfred
Section: List_y MMEXDL W Centerville Main Carpus w00l 1 1 gﬂucu)gnﬁ R G, WD o iy EI S e,
1 2 TUE 710a0-8:50are, THU 7:10are-8:50a0. McHatt, Alfisd

Wait List \ MME301 H Centervills Main Carapus 200001
E—— Selectable links
Funection list

e Figure 125 Typical SONISWEB® Page
Figure 125 is a typical SONISWEB® page. The actions authorized in your profile appear at
the top, called the Toolbar.

When you make a selection from the Toolbar, the applicable Function List appears on the
left. Only the functions authorized in your assigned profile and your individual limits and
privileges appeat. Some might have only Courses in the toolbar and only Course: Add/Edit
for functions.

Not apparent on the display is whether or not the profile permits editing or changing the in-
formation. Once the you select a function from the list on the left, you will see a Submit or
similar button at the bottom of the display if you have the permissions to add, edit, or delete
the data.

By clicking a Status Bar you quickly return to the “person” or the “course” you were proc-
essing even if you left it temporarily to look at a financial display or a report. Of course, if
you have not selected a person with Names or a course with Courses, there will be no
Status Bars at the top.

In Figure 125 click an underlined Selectable Link and you go to that record.
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——Arrow-Pulldown———— Entry Field
|Spring v IJoh\nl ‘ Need info on scholarships 4l
| for handicapped students.
Fnatlelrsess \ Also need to know about
. wheelchairaccess. Can |
Click the arrow Type the data park a van nearthe dorm? >
. . < »l
Click your choice \

Use arrows to bring text into view

—Multiple Choice Checkboxes— ~Single Choice Radio Buttons—

S h b N 1D
Please Send Application eare Y @ ame O

Please Send Brochure [] /

Please Send Catalog Click your choice;
the other choices turn off

Click your choices;
check mark means selected

Figure 126 Arrows, Fields, Checkboxes and Buttons

SONISWEB® prompts you for information with windows like those in Figure 126. Use

your mouse to click your selection.

Once you have made your selection(s), you must click an action button; usually it is
Submit, Delete, Reset, etc.

For Entry Fields, click the beginning of the field so you don't get any blanks inserted
in front of your entry.

With Multiple Choice Checkboxes, each time you click a box it goes from selected
(check mark) to unselected (no check mark). Click it again and it is selected, etc.

Radio Buttons allow only one to be selected; when you click one, all the others are
turned off.

Some SONISWEB® lists permit you to make multiple choices. It works just like most PC
spread sheet software.

To pick two or more in a series,
click the top selection, hold down
the Shift key on the keyboard
and click the bottom item in the e Figure 127 Selecting Multiple Choices
series. Release the shift key and

they are selected as shown on the
left and middle of Figure 127.

Student

To pick two or more that are not adjacent, click the first item, hold the Ctrl key on
the keyboard, select the next item and the next, etc. When you have picked the last
item you want, release the Ctrl key and you see the selections like those on the right
of Figure 127.
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