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Refunds

Cash, Check, & Credit Card

C
ONTINGING EDUCATO™

Basic ste PS # Datatel - coldey - ST

. . File Edit Faworites Tools Help
1. ARTI research payment information i c.mi v o | @ d@ x®% 9 © @

2. Cash and Checks ~ RFND ARTHAR Temm Summery Iy
3. Credit Cards ~ CRRE

Term Charges Credits Fayments Balance
Late Chargez  Payment  Plan  Adj Balance Past Due
@ 159.00 0.00 159.00 0.00
ARTI 0.00 0.00 0.00
- 072 IF) 2,480.00 £93.00 1,821.00 40.00-

Step #1 Detail on the TERM to the . ~ om| | ao] | s
ARAI-AR screen

Quick Access | ARTI v Bco [a d@a xX & ‘,-j E @

ARTI-&R Term Summarny Inquiy | ARAIAR Account Inquiry

Step #2 Detail on the Receipt to the | kiaai————

Pending F& | Mo @ Past Diue 0.oo Adj Bal .00
PAYI Scree n Restrs E] Late Charge 0.00 Pt Plan 000
Type Trans Ma Operator Laocation AmaLint Balahce

Description Due Date Iterm B alance:

REF W0285887 NCOOK 10.00 0.00 |~
Clazs
RCPT | | 000348609 NCOOK CE 43,00- 10.00-
FPayments Received
10417 /06 E] RCPT | | 000348608 NCOOK. CE 100.00- 33.00

FPayments Received
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Refunds

Cash, Check, & Credit Card

)
ONTINGING EoucAT‘o

ARTI (cont)

Step #3 Detail on Cash Receipt /

to the CRIN 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. —

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

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

REND

» Step #1 Enter Person name or Id /

* Step#2 Enter STDRN for ARtype —

» Step #3 Enter Term date

T

* Step #4 Type (A)dd

\



R F N D (continued)

*Step#5
*Step #6
*Step #7
*Step #8
*Step #9
*Step #10
*Step #11

Top of screen will self populate
Datatel will issue Voucher Number
Enter Refund Date

Enter AR Type

Enter Refund Amount

Enter Refund Rsn (use lookup ...)
Finish & Update

Refunds

Payment was made by Checks or Cash




