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Job Aid: Receipt of Payment/Revenue — CREN SCREEN OVERVIEW

6. 7. 8
CREM-Cash Receipt Entry | RCSC-Resticted CR 5 ession Contral / / \
Cahiar 0004052
Batch Murnber |:I
5. \ 10.
T~ &R Account Holder AR Tupe Term Pay Plan Arnount
| [ [ 8 | S I | (El]Lsl]
9. — MHon &R Receipt Code Location Arnount

| [ | | 12.
11. — Deposit Account Halder Dep Type Term it 13.

| L. 1\ [\

Tatal Payments

Digtributian | " 15.
Pay Method Control Mumber Exp Dt Confirmaty Amount
14— ) <«—— 16.
3 @ @
Cazh [@ 17.
Payer 1D/Mame |!] | D |
Frint Receipt/Ma | | | Camments I:lt]
—
Required Field All Fields Marked in Red MUST be filled in. Field Not Used

Auto-Filled
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SUMMARY STEPS AND INFORMATION

Job Aid: Receipt of Payment/Revenue — CREN

Procedure Information:

Title: Receipt o Payment/Revenue
Mnemonic: CREN

File Name: JA_CREN_FINAL_DRAFT.ppt
Application: APPS-ST-CR-CGL

Primary Dept:
Effective Date: October 20, 2006
Revision Date: January 11, 2007

Cashiering

Rev#1

Purpose:

The CREN screen is used to enter the receipt of payment or revenue at the Cashier desk of the

college.

Summary Steps

1.

n

pw

o

o

© N

©

12.

Login to Datatel. Click APP, then Click ST.
Type “RCSC”, click GO. Before using CREN
you need to use “RCSC” — Open Drawer
Open a drawer using RCSC, select the
Status to O Open.

Type “CREN?”, click GO.

Begin Enter Cash Receipts go to the AR
Account Holder field.

AR Account Holder enter Datatel ID or Soc.
Sec. or the person’s name.

AR Type — Enter STDRC for Student
Receivables.

Term — Enter the Term (ie. 2007/3).
Amount — Enter the Amount of the
Transaction for the AR Account.

Non-AR Receipt Code — Use the “...” option
to go to the list of all Non-AR Receipt
Codes.

Amount — Enter the Amount of the
Transaction for the Non-AR Receipt.
Deposit Account Holder - Use the “...”
option to go to the list of all deposit
accounts.

Term — Enter the Term (ie. 2007/3).

10/24/06

13.

Amount — Enter the Amount of the
Transaction for the Deposit Account.

Pay Method — Press the down arrow to get
list of all Pay Method types.

When using a credit/debit card, enter the
Expiration Date and Confirmation
Number from the card.

Enter Additional Payment Methods (as
needed.

Payer ID/Name — This part will be pre-filled
if itis a AR Receipt code. Ifitisn't you will
need to type it.

Save your work.

Job Aid: Receipt of Payment/Revenue - CREN

3of 15




Job Aid: Receipt of Payment/Revenue — CREN SCREEN SHORTCUTS AND GUIDE OVERVIEW

Using the Guide

Task Bar
1. Actions are B_old. _ Quick Access v| Bco d > & i &« ﬁ D:l @
2. Data to enter is “Italic”.
Notes are bulleted Enter Mnemonic Execute Save Cancel Save Cancel Delete Menu Field
) ! or Select from Button All Record Tree Help
Field Codes Dropdown
3. Field Names are underlined. |W| S |Y| i
. ave XIt
4. Click means use the mouse. = S
5. Enter means use the keyboard.
6. Press means use the keyboard. —| A i —
Course Level: (1100 Begirningl % Course Levels (1100 Beginninal | =
_ 100 Beqinning Lewvel indi L
[: q:][ < ] [ = |[=>] DROP DOWN LIST 200 Edvanced Lovel SCROLL - Indicates more than one selection is
Click Icon, Click item |rg Contirwing Ed allowed. Click Arroyvs to scroll up or down. This
First  Previous Next Last on the list. DEY  Developmental example shows #1 is level 100.

Record Record Record Record

E] Shatus CALENPAR — Click | i CALCULATOR — Click
CUVE SEETEE R A seroll to month and year. % calculator keys. Click
DETAILS — Click Icon to open a new window W o oa o dCIICkl\I/DIl\e/lltIDeb\?\: tgggfg; [z]=]-] Enter- Orjusttype
to display or record more details for the field. R B ) ' o ][] number into field.
When done, click Save.
Original Function Keys
Process Function Window Window Window Field Element Cancel Exit Refresh Clear Screen
i Help Help Insert Page Back Back Back EOL Back
Shift > Jump | X |
Field Detail Window Field Window Field Element Direct Finish Update Screen Screen
Help Jump Jump FWD FWD FWD Access Jump FWD
F1 @ F2 |!] F3 F4 F5 F6 F7 F8 F9 F10 ‘ H ‘ F11 F12
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Job Aid: Receipt of Payment/Revenue — CREN STEP BY STEP INSTRUCTION

Datatel Login
Enter a User ID and Password:

1. Double Click on the Datatel Icon.
2. Enter your “User ID” and “Password”
_ - Database should be [collive]
g : 3. Click OK.
= CF .
o lwst - Reco| e | 9@ X 4. At the Datatel Menu Bar, Click on Apps
R -Student Bl o o ST 5 C“Ck ST
o 5TH - Student _d AL - Academic Records 1 -
D oD i A oot i Mot 6. Inthe Quick Access area, enter RCSC
AR -Accounts Receivable 7 C|ICk GO
_J  CC - Communications Management
=-_d CR -CashReceipts
_ CRC- CR Session/Batch Control
o WCC -'web Credit Card
_J CGL - CR GL Processing
, Step 2: Using RCSC
F|g -1 RCSC-Restricted CR Session Control

Step 1: Login to Datatel

1. Before you can begin to use the CREN — Cash Receipt
Entry screen you will first need to open the draw. So

AR Type

Deposit Type

Terrmn
Prt Rcpt

.

Status Start | 10/23/08] | 10:468M | End | | |
Recsipt Date Loo |MC_Main Campus No Repts you should close this screen and open RCSC.
Starting Cazh 1.000.00 Starting Cash 1.000.00
Actual End Balance Amount Becerved 0.00
Camections [@] Cazh Returned
Adjusted Balance Contral End B alance 1.000.00

Digtribution | GENCE. Payments Received More Parms
Mon-4F Rept Cade Comments E]
Paprnent Method Ma. Itemnz Amaunt
&N | |
Tatal |
Batch Mo Rcpts Items Amount Status
OIS [ B | | |
Fig-2
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Job Aid: Receipt of Payment/Revenue — CREN STEP BY STEP INSTRUCTION

RCSC-Resticted CR Seszion Control |

Cashier: Martha A Goldstein 5 7 34645 Step 3: RCSC - Open a Dl’awel’

Status:

)

0 Open

10/23/06 | | 10:468M | End | | | |
M Wan Camps T NoRepts] ' 1. Select O Open, to open your drawer. Make sure that

you don’t open the previous working day.

Receipt [ ate I

Starting == Starting Cash W
Actual End Balance Amaunt Received 0o
Carrections Cazh Returned
Adjusted Balance Control End Balance 1.000.00
AR Type Term
Deposit Type Frt Rcpt
Digtribution | GEMCE, Payments Received More Parms
Mon-4R Rcpt Code Comments !]
Payment Methad Mo, Iterms Armaunt
) | |
Tatal |
Batch Mo Reopts Items Amount Statuz

D = | |

Fo—s Step 3b: Saving an Open Drawer

Cashier: Martha &, Goldstein on; 34645

Status [0 Open v i)  Start [10/23/08] [ 04EaH ] End | | | 1. Select Update, to save the Open Drawer.
Feceipt Date @ Loz | MC Main Campus Mo Rcpts

Starting Cash 1,000.00 Starting Cash 'V .:I: :I
ActualEnd Balance L[5l nt Bacsi ::._iI'iT_n

[ Alert
Adjusted B alance

Update record, Carel record or Return to editing

AR Type [ Cancel [ Return ]
Deposit Tupe -
Distribution | GEMCE. Payments Received tore Parms
Mon-2F Fept Code Cammerts !]
Payment Method Mo, ltems Amaunt
o | |
Total |
Batch Mo Ropts Itemsz Aot Status
(GRS B | | |
Fig—-3b
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Job Aid: Receipt of Payment/Revenue — CREN

CREN-Cash Receipt Entry |

Drate:  10/23/06 Laocation: MC
Batch Number
AR Account Holder AR Type Term Pay Plan Armount
) s [ ] e ).
Non &R Receipt Code Location Amnount
5N i3 | | E
Deposit Account Holder Dep Type Term Amnount
8] 58 ) B
Convenience Fees 000
Total Payments 0.00

Il GER CE. Fapments Received

Pay Method Caontrol Murnber Exp Dt Caonfirnation Murnber Amnount
© ) L — —
o @

Change Returned Total Received m

Payer ID/Name E] |
Print Receipt/No _
Batch LookUp or [4)dd

Fig—-4

Comments l:lt]

CREM-Cash Receipt Entry

Date:  10/23/06 Session: 34645 Laocation: MC
Batch Humber l:l
AR Account Holder AR Type Tem Pay Plan Amount
o [ e — T (Ols
Non &R Receipt Code Location Amnount
@ [ | | [ ®
Depozit Account Holder Dep Type Term Amount
D) .3 [ [ [ [E]
Convenience Fees 000
Total Payments 0.00
It aTol| GE R CK. Fapments B we
Pay Method Caontrol Murnber Exp Dt Caonfirnation Murnber Amnount
&3] VI | 3 I = ____|0J
o @
Change Returned Total Received m

Payer ID/Name E] |
Print Receipt/No _
Batch LookUp or [4)dd
Fig — 4b
10/24/06

Comments l:lt]

Job Aid: Receipt of Payment/Revenue - CREN

Step 4: Understanding the parts of the CREN Screen

1. Itis important to understand that a transaction could
consist of using any combination of sections on this
screen.

AR Account Section —
Non-AR Account Section —

Deposit Account Section —

Step 4b: Begin Entering Cash Receipts

1. You will want to Skip the Batch Number.

Student Account Payment Information

Cash Drawer Payments

2. You will want to start in the AR Account Holder
Field. Begin by either typing Datatel ID, or Soc.
Sec. Number, or the person’s name.
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Job Aid: Receipt of Payment/Revenue — CREN

CREN-Cash Receipt Entry |

Batoh Mumber l:l

Location: MC

AR Account Holder AR Type Term Pay Plan Armount
@ " [ — i — ).
Non &R Receipt Code Location Amnount
B [ | | [ @
Deposit Account Holder Dep Type Term Amnount
o " — ®
Convenience Fees 000
Total Payments 0.00
[afti Wt GiE M CK. Fayments we
Pay Method Caontrol Murnber Exp Dt Caonfirnation Murnber Amnount
© ) L | — —
o @
Change Returned Total Received m
Payer ID/Name E] |

Print Receipt/No _

Batch LookUp or [4)dd
Fig-5
CREN-Cash Receipt Entry | CREN-Cash Receipt Entry

Comments l:lt]

I PERSON Lockup Screen

| using DERSON, Wiew: Combined

O] seq: Hame Address e
ID, Status (Rewnion Class) Entry Date
Zouree (Birth Wame) Where Used Birth Date

D 1: Goldstein, Martha A 1401 East Court Street FOOA-R- 1746
0004088 Flint., MI 48503
APP,FAC,PER,STA,STU,HRP, EME

Controller LookTp Resolution

— /
7 3

Seq Number, (Filag, (W)iew, ($)ort/8elect: ‘

W [X]

Fig — 5a

10/24/06

Job Aid: Receipt of Payment/Revenue - CREN

STEP BY STEP INSTRUCTION

Step 5: Begin Entering Cash Receipts

1. You will want to Skip the Batch Number.

2. You will want to start in the AR Account Holder
Field. Begin by either typing Datatel ID, or Soc.
Sec. Number, or the person’s name.

Step 5a: Enter AR Account Holder

1. Type either the Datatel Id Number, Soc

2. Enter either the Line Number or put a check
mark next to the person you are looking for, then
press Save.
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Job Aid: Receipt of Payment/Revenue — CREN STEP BY STEP INSTRUCTION

Step 6: AR Type

Date:  10/23/06 Ses 14645 Location: MC

CREN-Cash Receipt Enty | RCSC-Resticted CR Session Contiol | RCSC-Restricted CR Session Control

Batch Nurmber 1. Enter the AR Type, by pressing the “...” to get the

AR Account Holder AR Types

Wartha A Goldstein using AR.TYPEZ, View: AR.TYPES I A AR TypeS LOOkUp SCI’een
Mon &R Receipt Code Ol #ea: 1 AR Type Description B .
E 2. Once you get the AR Type list arrow down to the
Deposit Account Holder : ~ -
; OF 2 i s speasorsanai e = STDRC Student Receivables to enter payments for
D 3 AMKIL Auriliary A/BR (fund 03 On
O 4: EBLDST Bldg and ite Receivables StUdentS
D o BLDTZ Eldyg and Site Unreimburse
L TS O 6: ERUIN Bruin Club (fund 14 Only)
Distribution EEISSINSE 7: BRUPT Benkruptcy Aocounts
Pay Method Control Hum [ @: CAPOL Capital Outlay Account 80
b E] O 5: CESCH C.E. Dean's Sponsors hip @ =z
|l 10: CIU College in Uorkplace Spon H
Change Returned |l 11: COLL {do Not Uss)
D lz: CONS Consorcium (Gen Fund 01)
Paper ID/MName | 0004 |l 13: CPSVD Flint Corporate Services
. ) [J|  14: DESIG Desigmated i4/R (0Z Fund 0 —
P”nt HECEIDUIND Yes D 15: DUAL Dual Enrollment E]
O 18: FEGC Employee Educarional Gran v
Controller LookUp Resolution Page 1/6 T
F|g —- 6 Seq Num.bar,tFJlag,I?S)urt/Select: o |ﬂ| |i|

CREM-Cash Receipt Entry

Step 7: Enter the Term

Batch Mumber

AR Account Holder AR Type Tem Pay Plan 1 Enter the Term that yOU a.re applylng the
L) [ [ EF ; .
Non AR Receipt Code Location Amount transaCtlon to'
(1]
nDe|:nosit.6«cc:m,mtHoh:ler E] Dep Type Term Amount 2007/1 (Summer 2006)
i il

Convenience Fees 0.00 2007/2 (Fa" 2006)
2007/3 (Winter 2007)
2007/4 (Spring 2007)

Exp Dt Confirmation Murnber Amount

i @ E—
Cazh =]
Change Retumed 000 TotalReceived 000 This is important because a student can have more
Payer D Name s than one term open at a time.
Fiint Receipt/Mo | Yes Comments E]

2. Pay Plan will pre-fill if the student has one set up.

Batch LookUp or [A)dd
Fig-7
10/24/06 Job Aid: Receipt of Payment/Revenue - CREN 9 of 15



Job Aid: Receipt of Payment/Revenue — CREN

CREM-Cash Receipt Entry

Step 8: Amount

Date:  10/23/06 04083 Session: 34645 Locatian: MC
Botch Number 1. Enter the Amount for this transaction..
AR Account Holder AR Type Temm Pay Plan Amount
) 4] ) EF
Non AR Receipt Code Location Amount
)
Depasit Account Holder Dep Type Term Amount
i il )
Convenience Fees 0.0
Total Payments 0.00

DIE(IN el GEFCE. Papments Feceived

Pay Method Contral Murber Exp Dt Confirmation Murnber Amount
VI ] @
Cash
Change Returned 0.oa Total Received 0.00
Payer ID/Name E]
Fiint Receipt/Mo | Yes Comments E]

Batch LookUp or [A)dd
Fig—8

CREM-Cash Receipt Entry

Date:  10/23/06 Session: 34645 Location: MC Step 9: Non AR Recelpt COde

Batch Number CREN-Cash Receipt Enlry | RCSC-Reshicted CR Session Conlrol| RCSC-Restricted CR Session Control
AR Account Holder

r Tiia tescluvion (Scantard) 1. Enter “...” to get the Individual AR Accounts
Wem iR ez Gl N/ Lookup. Enter either the line number and press

Depasit Account Hoder enter or put a check next to the AR Type name. In

Vending and Applewood Café.

Payer ID /W ame

1 E ) 1: 0ozl Strategic Iniviatives (0Z) ~ . .
D e this case you could be entering a rental payment by
EH ooz3 Growth Alliance Econ.Dew.Pgm. .
[} 4: 009w Alcohol Awareness Contribution enterlng RENTL.
O 5 0100 Prepaid Awards
Distibution BB (1| s oo T — 2 Location will prefill based of which Non AR code
Pay Method Contral Murmber || 7: 0102 Telephone Refunds & C )
v E] ) 3 0103 Michigan Education Association you Select
(| 9: 0104 Social Science-! Supplies )
Changs Retunsd D = 3. Other samples of Receipt codes include: Coley
O

O 13: 0108 Cobra Deposits

Piint Receipt/Ma | Yes | . apnes Tes . .

O I 4 You will then want to Enter in the Amount next to

O : ar ildhood Grant .
Batch LookUp or [A)dd S e - the location.
I H %]

Fig—-9
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Job Aid: Receipt of Payment/Revenue — CREN

CREM-Cash Receipt Entry |

Batch Mumber l:l

AR Account Holder AR Type Temm Pay Plan Amount 1
W3] s e (O mpn @m
Non AR Receipt Code Location Amount A/
&3] s | | [ @
Depasit Account Holder Dep Type Term Amount
&3] [ s " @
Convenience Fees 0.0
Total Payments 0.00

li=iiTa Tl GEMCEK Payments Rece
Pay Method Contral Murber Exp Dt Confirmation Murnber Amount
@ I8 | B [ s ] &
o (@
Change Returned Total Received m

Payer ID/Name | |E] |

Fiint Receipt/No Comments l:l!]

Batch LookUp or [A)dd

Fig-10

CREM-Cash Receipt Entry

CREM-Cash Receipt Entiy | RCEC-Restricted CR Batch Control | RCBC-Restricted CR Batch Control

Cashier: 01

I File Resolution (Standard) |
Batch Number ‘ usimg STD, View: AR DEPOSIT.TYPES ‘
AR Account Holder 1 .
| |E O] seq: rttew m Descri; prion |
Non &R Receipt Code
T |E | 1: 1UEC First Union Bsp Church W38 ~
Deposit Account Holder O Z:  AAL Aid Assoc.Lutherans-Spons §28 2
| |E O 3:  ANTIO Antioch Miss Bap Ch Spon #18%
| 4: EBEECH Beecher High School-Spons#37
IFI 5:  CEGFT Contin.Ed. Gift Certificate
| &: CHIFR Chippewa Indisns-SponsflZ7 =
Distribution | EEEAmE S B e O Ay S e B -3
2: FERN Fern Stevens Spons#lel -
Pa}l Method !] Eentiol Number D 9: FLINT Flint School-Spons#ls
1 | v| | 1 10: FORDD Ford Mover Depend. Sponsglez
D 1l1: GENSC Genesee Schools No Spon Setup
Change Returned |: O 1z: cEon & Geology Hit Deposit
| 13:  GILL Josephine Gill %ch Spom £185
Pa}lEIIDJ‘lNamE D l4:- GISD Gisd Early Admit
Print Receipt/No ; O 15: CLAP Great Lakes iero Prod.Sponsf30
| 16: GIIND Grand Traverse Ind Spom § 201 v
Batch LookUp ar [A]dd Controller LockUp Resolution Page 1/3 —
" Hey Number, (F)lag, ($)ort/Select: | |ﬂ| ‘i|
Fig-11

STEP BY STEP INSTRUCTION

Step 10: Amount of Non-AR Receipt Code

You will then want to Enter in the Amount next to
the location.

Step 11: Deposit Account Holder

Enter the Deposit Account by typing in the “...” the
three periods to get the lookup screen.

You will then get the File Resolution Screen and
enter either the line number and press enter. Or
you can put a check next to the Item ID.

This field is used for the Deposits for course items
like: Geology Kits or Physic CDs.
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STEP BY STEP INSTRUCTION

Job Aid: Receipt of Payment/Revenue — CREN

CREM-Cash Receipt Entry |

Date:  10/23/06
Batch Mumber l:l

AR Account Holder

B s
Non AR Receipt Code

B s
Depasit Account Holder

o )

DIE(IN el GEFCE. Papments Feceived
Pay Method Contral Murber

5B ~I8 | L]
Change Returned

Locatior: MC

AR Type Temm Pay Plan Amount
| LI S | @
Lacation Amouy
| |
Dep Type Term Amount
L @
Convenience Fees 0.0
Total Payments 0.00
Exp Dt Confirmation Murnber Amount
| E— —
b (@

Tatal Feceived m

Payer ID/Name | |E] |

Piint Receipt/Na

Batch LookUp or [A)dd

Fig-12

CREM-Cash Receipt Entry

Comments l:l!]

Drate:  10/23/06
Batch Humber l:l

AR Account Holder

@ L]
Non &R Receipt Code

@ L]
Deposit Account Holder

@ L]

It aTol| GE R CK. Fapments B
Pay Method Caontrol Murnber

@ vIB | L]
Change Returned

Location: MC

AR Type Term Pay Plan Armount
N . . .2
Lacation Amount
| |
Dep Type Term Amount;

I @
Convenience Fees 000
Tatal Payments 000 *—_’/ 3 .

Exp Dt Caonfirnation Murnber MO _ 4

[

—
eh @
Tatal Received m

Payer ID/Name E] |
Print Receipt/No _
Batch LookUp or [4)dd

Fig — 13

10/24/06

Comments l:lt]

Job Aid: Receipt of Payment/Revenue - CREN

— 1.

Step 12: Enter the Term

Enter the Term that you are applying the
transaction to:

2007/1 (Summer 2006)

2007/2 (Fall 2006)

2007/3 (Winter 2007)

2007/4 (Spring 2007)

Step 13: Enter the Amount

1. Enter the Amount that is being paid.

The Convenience Fees is not being used, but it
could be used for “Service Charge” for paying
online.

The Total Payments field will automatically
calculate.

The Distribution field will be prefilled with GENCK
Payments Received based off how you set up your
cash drawer.
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Job Aid: Receipt of Payment/Revenue — CREN

CREN-Cash Fieceipt Enlry |

Batch Number | _|
AR Account Holder

4 )
Mon &R Receipt Code

8| ]
Deposit Account Holder

J )

Locatior: MC

AR Type
I m
Location

Dep Type

! m 1 | @=
Total Pagments | DD_D_

Distribution | GENCK Payments B eefed

Pay Method ConfuobHomber
(S]] T |
[ZJ[CHE Check
W54 WISA Charge
MAS  MasterCard e
D15 Dizcover Card
WA WIRE TRAMSFER

Exp Dt Confirmation Mumber

Cashl | J i

Tatal Received -D_DD_J

Akdx American Express Card
TRF  Transfer Balance

OTH MoneyOrder or Cashiers Ck L _|
TTC TouchTone Credi Cards
CEG CE Gift

FD  Papoll Deduction

WPC webCorrection

0
o

Fig-10

CREM-Cash Receipt Entry

Comments |:|E] =

Mo Walues

Batch Humber l:l
AR Account Holder
@ L]
Non &R Receipt Code
@ L]
Deposit Account Holder
@ L]

[afti Wt GiE M CK. Fayments
Pay Method Caontrol Murnber

@ vIB | L]
Change Returned

Location: MC

AR Type Pay Plan Armount

_ ®EAL @

Lacation Amount

Dep Type

Amount
o | (@
Tatal Received m

Payer ID/Name E] |
Print Receipt/No _

Batch LookUp or [4)dd

10/24/06

Comments l:lt]

Job Aid: Receipt of Payment/Revenue - CREN

STEP BY STEP INSTRUCTION

Step 14: Enter the Pay Method

Press the Down Arrow to get the list of all of the
payment types.

Move to the Control Number field, and enter the
Check # or Money Order #.

Step 15: Enter Exp Dt

1. Enter the Expiration Date for Charge Cards.

2.  Move to the Confirmation Number, either the
Charge Card Approval Number or the last 4 digits of
the card.
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Job Aid: Receipt of Payment/Revenue — CREN

CREN-Cash Receipt Entry |

Date:  10/23/06
Batch Mumber l:l

AR Account Holder

@ IF)
Mon &R Receipt Code

@ IF)
Deposit Account Holder

@ [

Diistribution |38 S SEMN=e
Pay kethod Contral Mumnber

@ vIE | [
Change Returned

Location: MC

AR Type Tem Pay Flan Amaunt
HEmE [ 800 0 2 @8
Location Amnount
| | [ @

Dep Type Termn Aot

[ 18 @
Convenience Fees 0.00
Total Papments 0.00

Exp Dt Corfirmation Murmnber Aot

[ =
Cash
Total Received

Payer ID/MName !] |
Frint Feceipt/Mo _

Batch LookUp or [&)dd

Fig-10

CREM-Cash Receipt Entry

Comments l:lt]

Drate:  10/23/06
Batch Humber l:l

AR Account Holder

@ L]
Non &R Receipt Code

@ L]
Deposit Account Holder

@ L]

Location: MC

AR Type Term Pay Plan Armount
N . . .2
Lacation Amount
| | [ @
Dep Type Term Amnount

Convenience Fees

Total Payments 0.00 |
It aTol| GE R CK. Fapments B
Pay Method Caontrol Murnber Exp Dt Caonfirnation Murnber Amnount
@ vIB | B [ @] | I E
o | (@
Change Returned Total Received m
x

Payer ID/Name E] |
Print Receipt/No _

Batch LookUp or [4)dd

10/24/06

Comments l:lt]

Job Aid: Receipt of Payment/Revenue - CREN

STEP BY STEP INSTRUCTION

Step 16: Enter Cash

1. Enter the Cash amount that you are receiving.

2. The Total Received Field will automatically
calculate.

Step 17: Enter the Payer ID/ Name

1. The Payer ID/Name populates based off the
Customer Account information from above.

The second part of that field, will need to be typed
in if it is a Non AR Receipt Code.

3. Print Receipt/No, defaults to Yes.
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Job Aid: Receipt of Payment/Revenue — CREN

Step 16: Save Your Work

1. Verify your entry
2. Correct as needed.
3. Click the Save button.
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