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

Step Action 
1. Navigating to the View Customer Accounts page:  Select Main Menu › Student 

Financials › View Customer Accounts 
 

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

 
Result:  The Customer Accounts page displays. 
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Step Action 
3. Department charges will be in Misc Charges. Click the Account Details link for 

Misc Charges to view additional detail, such as what the charge was for. 
 

 
 
Result: 

 
 
Click the Return link at the bottom to return to the Customer Accounts page. 
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Step Action 
4. Click the Item Details link on the Account Details page to view further details 

specific to an item, such as when it posted. 
 

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

 


