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The Business Office often requests
Student Records to reprocess a drop or
withdrawal to get the refund calculation
to be ‘correct’ or to provide a petitioned
refund. How can these be reprocessed
to provide a refund without using
backdating?



¥

= This can be accomplished for drops by
using an “Enrollment Action Reason”
for the drop.

= For withdrawals an Adjustment Code
found under “Override Withdrawal
Schedule” can be used on the Term
Withdrawal tab under Term History



Reprocess drops using an Enrollment
Action Reason

= Enrollment Action Reasons require set up on both
the Student Records side and the Student

Financials side
= The first step is on the Student Records side

= Add an Enrollment Action Reason to the Enrollment
Action Reason Table



Home > Manage Student Records > Manage Academic Records > Setup > Enrollment Action Reason

Choose Add a New Value

Home = Manage Student Hecords = Manage Academic Eecords = Setup = Enrollment Action Reason

Enrollment Action Reason

Add a New Value

SetlD: UNDOT| Q)
Academic Career; Lndergraduate w

Enrolliment &ction: D Q)

Enroliment Action Reason: [SCOR]
Add

Find an Existing Value

Note: The code Enroliment Action Reason needs to be added for each Academic Career separately.
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Home = Manage Student Records = Manage Academic Eecords = Setup = Enrollment Action Reason

Enroliment Action Reason Table

Setily LIt C0

Enrollment Action: Drop
Reason Code: SCOR

Enroliment Action Reason

Academic Career: Undergraduate

First (4] 1081 [ Last

View Al

‘Effective Date ‘Description Short Description
Fetain Drop Until Time Period ‘Status
01r01M 900 @ S Carrection g Carrect
999 | Q| Forever Artive v
=] Savejl 23 Return to Searchjl E-I-A-:I-:I:I (@

:I ;.g Include History
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= The next step is on the Student
Financials side.

= An Adjustment Reason needs to
be added to the Adjustment
Calendar



Home > Manage Student Financials > Calculate Tuition and Fees > Setup > Adjustment Calendars
Choose REFUND1 - Refund Calendar-%Class Length

Home = Manade Student Financials = Calculate Tuition and Fees = Setup = Adjustmemnt Calendars

Adjustment Calendars

Find an Existing Value

SetlD: UMD Q)

Adjustment Code:

Description:

[l Case Sensitive
cearch Clear | Basic Search

Add g Mew Value

Search Results

1-4 af 4

S5etlD Adjustment Code Description

LMD 100%TERM 100% TEREM WITHDRAWL
UMD COLLABER Collaherive-Withdrawl
LIMDO1T CORESPMD Correspondence

LMD BEFUMDT FEefund Calendar-%Class Lendth
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Adjustment Calendars

SetlD:

‘Description:

*Adjustment Option:

LIMDOT

Adjustment Code:

Refund Calendar-%Class Length

By Class Length %

W

REFLIMND

*Adjust Reason:

‘Term:

Dray
From

DROP|S Drap

[ ] Term Withdrawal

0630 2006 Sprig

Percemnt
From

0.000 5.9599

9.000 100.000

Session:

Meeting
From

= Save] [Cl Return to Searchjl [+§ Hextin Li5t:| [TE Frewvious in Li5t:| I:"",..'.'.- Refresh :I

Cnpyﬁdjustmenmalendarl EI

Set Default

Refund
Percent

100.00

0.00

Wiewy Al First (4] 1202 [M] Last

Administrative Fee Setup EI
Administrative Fee Setup EI

Eradd) 2

Add a row for a new Adjustment Reason. Click on the magnifying glass by the Adjust Reason
box. Click on Lookup



A list of Adjust Reasons will be displayed.

Lookup Adjust Reason

SetlD: LINDOT
Adjust Heason:

Description:

Lookup Clear Cancel | Basic Loakup

Search Results

1-11 of 14
2% Correspondence 0%
100 Carrespondence 100%
Ca0% Caorrespondence 0%
CANT class Cancelled
CANT canceled

DROP Drop

INST Instructar Drop

LGPA Loy GPA,

FETI Fetitioned Drap

FEEG Pre-reguisite Missing
SCOR Swap Correction

This list comes from the Enrollment Action Reasons that are set up on the Student Records side.



Home = Manage Student Financials = Calculate Tuition and Fees = Setup = Adjustment Calendars

Adjustment Calendars

SetlD: LIND01 Adjustment Code: REFUND1
‘Description: Fefund Calendar-%Class Length
*Adjustment Option: By Class Length % v

First E0 == I3 Last

‘Adjust Reason: SCOR ﬂ Swvap Correction Copy Adjustment Calendar | E
[ ] Term Withdrawal [] Set Default
view 8l First [ 1081 [P] Last
‘Term: 0630 |Q 2006 Sprng Session: v [+][=]
view sl First [0 1081 [ Last
Day Percent Meeting Fefund
From o From [ From L Percemt
I I 0.000 100.000 I I 100.0 Administrative Fee Setup EI
ﬁ Save] [Cl Return to Search}l |:Jr§ Mextin List}l |:1‘§ Frewvious in List}l I:"",'.'.'- Refresh :I (El-ﬂddzl [ﬁ@

To make the Adjustment Code effective at anytime the Enroliment Action Reason is used make it
effective From 0.000 percent To 100.000 percent. Enter the refund percentage preferred for this

adjustment code.



Roberta Rabbit Swapped one course for another on 01/23/2006. This was before the last day to add,
but after the 100% refund period. Therefore she did not receive a refund for the dropped class and

was charged additional for the class that was added.

Home = Manage Student Financials = Calculate Tuition and Fees = Inguire = Fees After Calculation

Fees After Calculation
Class Prices

Wien Al First (4] 10re I Last

Date Time: Q4/062006 4:27PM

Total: 218500 LUsD

WiEn A First [ 12 of 2 [F] Last

Class L . Class Enrollment  Enrollmemt  Adjustment Adjust Fefund

M Description Session Price Add Date Drop Date Coile Reason Percem

5441  Physical Education Regular .00 UsD 11410620045 0.00

ARE22  Field Experience In PEXS Fegular 000 UsD 12272005 0.0o

TETT  Adv Developmental Psychology Regular 0.00 UsD 111052005 0.00

8093  Collaguium In The Humanities  Regular J6E5.84 LUSD 110142005 0.00

gy 2 CTlDguI i Ve Regular 54876 USD 114102005 0.00
Sciences

8114 Seniaor Honars Thesis Regular 81460 USD 110142005 0.00

gy 0 SlUDELIL Ty T Regular 18292 USD 014232006 0.00
Humaniti

18131  Special Topics In Psychology  Regular 182.88 USD 01/012006 010723720068 REFURDT DROP 0.00

The last day to receive a refund for a dropped class was 01/18/2006. To reprocess this drop and
generate a 100% refund with out changing the date the course was dropped we need to reprocess

the drop using an Enrollment Action Reason.



Re-enroll the student in the course using the original enrollment add date.

Home = Manage Student Fecords = Manage Academic Records = Lse = Enrollment Request

Enroliment Request

0051866 Rahhit Roberta Lniversity of Morth Dakota

Lindergraduate Psychology 2008 Spring

0000000000 Status: Pending Submit |

Cperatar Enrollment Access
view Al First [0 1014 [ Last

Enrollment Request ID:
User I0: avierguiz

Enroliment Request Details

Sequence Nbr: 1 Fending
‘Action: Enrall b Action Reason: Q|
Override Action Date Action Date: | 01/0172006 |[5]]

[ ] wait List Okay

18131 Q) Psychology 299 02  Lecture Special Topics In Peychology

Class Nhr:

Regular Academic Session Lndergraduate

Related Class 1: 2

Related Class 2: @




Drop the course using the Action Reason set up to create a 100% refund and using the original
enrollment drop date.

Home = Manage Student Records = Manade Academic Records = Use = Enrollment Request

Enroliment Request

0051866 Rabhit Roherta Liniversity of Marth Dakota
Lndergraduate FPaychology 2006 Spring

Enrollment Request ID: 00005576497 Status: Pending Submit |
User ID: aviergute Dperator Enrolliment Access

Enroliment Request Details View All First K1 2 ot 4 I3 Last

Sequence Nbr: 4

‘Action: Drop b Action Reason: | SCOR/ Q) Swap Correction
Owverride Action Date Action Date: 0102372006 @
Class Nbr: | 18131 g_j FPaychology 2949 0z Lecture Special Topics In Psychology

Fegular Academic Session LIndergraduate

Related Class 1:

Related Class 2:




The Business Office needs to Calculate Tuition and Fees.

Home = Manage Student Financials = Calculate Tuition and Fees = Use = Tuition Calculation

Tuition Calculation

Roberta Rabhit Ip: 0051866 h o
Academic Information Display Student's Accounts

Academic Career: LIndergraduate

Academic Institution: Liniversity of Maorth Dakota Business Unit: Liniversity of Marth Dakota
Term: 2006 Sprng - Semester Billing Career: Lindergraduate
Primary Program: Fsychology Campus: Liniversity of Morth Dakota
Cherride Billing Units: ] Projected Bill Units:
Owverride Init Enrl Fee: ] Owverride Init Add Fee: [
Tuition Residency: 0.000
Owverride Tuition Group: Q Tuition Group: Undergraduate Res
Tuition Calc Required: Tuition Calc Date Time:  0&0B2006 4:27Fh
Calculate Tuition and Fees | Display Tuition and Fees Display Errors FWarhings

ﬁ Savejl |::lﬂe’curn ta Searchjl ",'."'...- Refresh :I




View the Fees After Calculation.

Home = Manage Student Financials = Calculate Tuition and Fees = Inguire = Feas After Calculation

Fees After Calculation

Class Prices

First (4] 107 I Last

Date Time: 04/06S2006 4:5TFh

Total: 201212 UsD

e Al First (] 1.2 cr 2 [P Last

Class s . Class Enrcllment  Enrollmemt  Adjustmemt Adjust Refund

Nbr Description Session Price Add Date Drop Date Code Feason Percent

5441  Physical Education Regular 0.oo UshD 11020045 0.00

a622  Field Experience In PEXS Regular 0.00 UsD 1202720045 0.00

TETY  Adv Developmental Psychology Regular 0.oo UshD 11020045 0.00

2093  Colloguium In The Humanities  Regular J65.84 LISD 1111452004 0.00

gygy oo COlTEUNm [ Vi Regular 54876 USD 111002005 0.00
Sciences

8114 Senior Honors Thesis Regular 51460 LISD 11142005 0.00

Gy o COBEITTIID Uiz Regular 182.82 USD 01/23(2006 0.00
Hurmaniti

18131 Special Topics In Psychology  Redular 0.00 LsSD 0150102006 0102302006 REFUMDT  SCOR 100.00

A 100% refund was generated for the drop. The Adjust Reason code of SCOR is shown. The
Enrollment Add and Drop Dates are the same as the original Add and Drop, reflecting an accurate

record of when the student added and dropped the course.



Reprocess withdrawals using an Override
Withdrawal Schedule code

Override Withdrawal Schedule code requires set up
on Student Financials side

Add an Adjustment Calendar for the preferred
refund amount.



Home > Manage Student Financials > Calculate Tuition and Fees > Setup > Adjustment Calendars.
Click on Add a New Value

Home = Manage Student Financials = Calculate Tuition and Fees = Setup = Adjustment Calendars

Adjustment Calendars

Find an Existing Value

SetiD: Q|
Adjustment Code:
Diescription:
[ ] Case Sensitive
oearch Clear | Basic Search

Add 3 Mew Value
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Enter a 4 letter Adjustment Code

Home = Manadge Student Financials = Calculate Tuition and Fees = Setup = Adjustment Calendars

Adjustment Calendars

Add a New Value

SetlD: UMD S

Adjustment Code; |SPEC
Add

Find an Existing Yalue




We want an Adjustment Code that will provide a 100% refund for a Special Circumstance withdrawal.
Enter an appropriate description. Adjustment Option - By Class Length % . Enter a code for the
Adjust Reason. Place a check mark in the box before Term Withdrawal. Enter the Term. To make

the Adjustment Calendar effective for the full term enter From 0.000 percentTo 100.000 percent.
Enter the preferred Refund Percent.

Home = Manage Student Financials = Calculate Tuition and Fees = Setup = Adjustment Calendars

Adjustment Calendars

SetlD: LI D0 Adjustment Code: SFEC
‘Description: Epecial Circumstance 100%

*Adjustment Option: By Class Lenath % v

wiew Al First [0 1 or 1 [ Last
*Adjust Reason; SPEC ﬂ Cnpyﬁdjuatmenti:alendarl EI
Term Withdrawal

Set Default
View Al First (41 1084 [ Last

Term: 0630 Q) 2006 Sprmg Session: v| [ setpefaut [+][=]

view Al First (1 1084 [ Last

Day To Percent To Meeting To Refund
From From From Percent
1] 1] 0.000 100.000 1] 1] 100.00 Administrative Fee Setup ITI ITI

|E Savejl [Q Feturn to Searchjl |:",'."'...- Refresh :I

[Badd) 2




Donald Duck withdrew from the Spring 2006 Semester on 03/31/06. The refund % was 0%. He
petitioned the Dean of Students for a 100% refund due to Medical Circumstances. The Dean of
Students has approved the petition and requested that Donald Duck be given a 100% refund.

Home > Manage Student Records > Manage Academic Records > Use > Term History.

Click on the Term Withdrawal tab. Use the arrows to navigate to the appropriated term.

Home = Manadge Student Fecords = Manage Academic Fecords = Lse = Term History e WY

(4] { Term Withdrawal ‘" SessionWithdrawal ~ Academic Standing ~ Student Grade Review  Student Special GPA

Canald Duck In: 059673

View Al First [4] 1051 [ Last

Academic Career: Lndergraduate
e Al First K1 26 I Last
_ tar
Academic Institution: LIniversity of Morth Dakota [24] )
Term: 2006 Spring Success
Academic Level - Term Start: sophomaore
Pro-Rata Eligible: [
‘Withdrawal ' Cancel: wiithdrew e
Withdrawal ' Cancel Eeason: e
Withdrawal | Cancel Date: 03/30/2006 |Eil
Last Date of Attendance: 03/30/2006 |Eil
Chverride Withdrawal Schedule: ﬂ
ﬁ Save) l::lHra‘curn ta Search}l (ﬁ@ :I @ Include Hi5t-:-r1,r:| @Cnrrect Higtl:-n_.rzl

Term Statistics | Cumulative Statistics | Term Withdrawal | Session Withdrawal | Academic Standing | Student Grade Eewiew | Student Special GPA
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Click on the magnifying glass after Override Withdrawal Schedule: Click on Lookup. A list of the
Adjustment Codes that have been setup for withdrawals will be displayed.

Lookup Override Withdrawal Schedule

SetlD: LMD
Adjustment Code:

Description:

Lookup Clear Cancel | Basic Lookup

Search Results
1-3 of 4

100%TERN 100% TERM WITHDREAWL
COLLABER Collaberive-WWithdrawl

FEFLMNDT Fefund Calendar-%Class Length
SPEC Special Circumstance 100%




Choose the appropriate Adjustment Code.

| " Term Withdrawal Y Session‘ithdrawal = Academic Standing ~ Student Grade Review  Student Special GPA

Donald Duck ID: 0596731
First EI 1 of 1 |I| Last
Academic Career: Lndergraduate
Academic Institution: Liniversity of Morth Dakota =1
Term: 2006 Spring SUCCess
Academic Level - Term Start; Sophormore
Pro-Rata Eligible: [
‘Withdrawal | Cancel: Withdrew 3
Withdrawal ' Cancel Reason: b
Withdrawal | Cancel Date: 03/30/2006 |
Last Date of Attendance: 03/30/2006 |
Override Withdrawal Schedule: SPEC Q)
E Savejl I::lﬂeturn to Search:l I:;:E :l g;g Include Hi5t-:-r1_,r:| @Enrrect Hi5tn:-r1,r:|

Term Statistics | Cumulative Statistics | Term Withdrawal | Session Withdrawal | Academic Standing | Student Grade Rewview | Student Special GPA

Click on Save.



The Business Office needs to Calculate Tuition and Fees

Home = Manage Student Financials = Calculate Tuition and Fees = Lise = Tuition Calculation

Tuition Calculation

Donald Duck ID: 0596731

Academic Information Display Student's Accounts

view Al First [0 1081 [ Last

Academic Career: Lindergraduate

Academic Institution: Lniversity of Marth Dakota Business Unit: LIniversity of Morth Dakota
Term: 2006 Sprng Semester Billing Career: Lindergraduate
Primary Program: Financial Management Campus: LIniversity of Korth Dakota
Crverride Billing Units: ] Projected Bill Units:
Override Init Enrl Fee: ] Override Init Add Fee: ]
Tuition Residency: 0.000
Override Tuition Group: Q) Tuition Group: Undergraduate Res
Tuition Calc Required: Tuition Calc Date Time: 040772006 2:20FPM
Calculate Tuition and Fees | Display Tuition and Fees Display Errors MAWarnings

=] Savej i} Return to Searchj 4 Refrash :I

A check may not appear after Tuition Calc Required, but you can still choose Calculate Tuition and Fees.



View the Fees After Calculation.

Home = Manage Student Financials = Calculate Tuition and Fees = Inguire = Fees After Calculation

Fees After Calculation

Class Prices

First KB 2 cea DA Last

Date Time: 04072006 2:19P M

Total: 0.00 ush

Wiew Al First (4] 1.4 of 4 [ Last

Class o - Class Enrollment  Enrollment  Adjustment Adjust Refund

Nhr L 2l Price Add Date Drop Date Code Reason Percem

4278 Western Civilization |l Fegular 0.00 UsSD MA22006 035002006 0.00

4530  Principles Of Macroeconomics  Regular 000 wshD 0132006 033002006 0.00

4777 Technical And Business Writing Regular 000 UsSD 12222005 0373002006 0.00

7342 Introduction To Space Studies  Regular 0.00 LSD 12222005 033002006 0.00
Return

A 100% refund was generated for the withdrawal as the amount shown for the class price is 0.00 The
Enroliment Add and Drop Dates are the same as the original Add and Drop, reflecting an accurate
record of when the student enrolled and withdrew from courses.



Questions?
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