
Refunds
Cash, Check, & Credit Card

Basic steps
1. ARTI research payment information
2. Cash and Checks ~ RFND
3. Credit Cards ~ CRRE

ARTI
Step #1 Detail on the TERM to the

ARAI-AR screen

Step #2 Detail on the Receipt to the
PAYI screen



Detail into comments field if there 
Is an X in the box.  This means 
that someone other than the 
student paid for this class.  

Refunds
Cash, Check, & Credit Card

ARTI (cont)

Step #3 Detail on Cash Receipt
to the CRIN screen

From the  ARTI screen and the 
detailing down to the other screens the 
following  information is available:
•Person Id
•Transaction Number
•Receipt Number
•What type of Payment
•Who made payment
•Amount of payment



Refunds
Payment was made by Credit Card

CRRE

•Step # 1    Enter Cash Receipt Number (From ARTI )
•Step #2 Enter on Batch
•Step #3 Enter  (R)everse for full refund

Enter (C)orrect for partial refund
•Step #4 Enter Other for reason
•Step #5 Detail in on Comments and add

document reason for refund
•Step #6 Print Receipt (Yes)
•Step #7 Finish & Save



Refunds
Payment was made by Checks or Cash

RFND

• Step #1    Enter Person name or Id

• Step #2 Enter STDRN for AR type

• Step #3 Enter Term date

• Step #4 Type ( A )dd



Refunds
Payment was made by Checks or Cash

RFND (continued)

•Step#5 Top of screen will self populate
•Step #6 Datatel will issue Voucher Number
•Step #7 Enter Refund Date
•Step #8 Enter AR Type
•Step #9 Enter Refund Amount
•Step #10 Enter Refund Rsn (use lookup …)

•Step #11 Finish & Update


