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Purpose:

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

college.

Procedure Information:

Title: Receipt o Payment/Revenue

Mnemonic:  CREN

File Name:  JA_CREN_FINAL_DRAFT.ppt

Application:  APPS-ST-CR-CGL

Primary Dept: Cashiering

Effective Date:  October 20, 2006

Revision Date: January 11, 2007   Rev # 1

Summary Steps
Summary Steps

13. Amount – Enter the Amount of the 

Transaction for the Deposit Account.

14. Pay Method – Press the down arrow to get 

list of all Pay Method types.

15. When using a credit/debit card, enter the 

Expiration Date and Confirmation 

Number from the card.

16. Enter Additional Payment Methods (as 

needed.  

17. Payer ID/Name – This part will be pre-filled 

if it is a AR Receipt code.  If it isn’t you will 

need to type it.

18. Save your work.

1. Login to Datatel.  Click APP, then Click ST.  

Type “RCSC”, click GO. Before using CREN 

you need to use “RCSC” – Open Drawer

2. Open a drawer using RCSC, select the 

Status to O  Open. 

3. Type “CREN”, click GO. 

4. Begin Enter Cash Receipts go to the AR 

Account Holder field.

5. AR Account Holder enter Datatel ID or Soc. 

Sec. or the person’s name.

6. AR Type – Enter STDRC for Student 

Receivables.

7. Term – Enter the Term (ie. 2007/3).

8. Amount – Enter the Amount of the 

Transaction for the AR Account.

9. Non-AR Receipt Code – Use the “…” option 

to go to the list of all Non-AR Receipt 

Codes.

10. Amount – Enter the Amount of the 

Transaction for the Non-AR Receipt.

11. Deposit  Account Holder - Use the “…”

option to go to the list of all deposit 

accounts.

12. Term – Enter the Term (ie. 2007/3).

SUMMARY STEPS AND INFORMATION
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Original Function Keys

Shift >

F1

Field
Help

Process

Help

F12F11F10F9F8F7F6F5F4F3F2

Screen
FWD

Screen
Jump

UpdateFinishDirect
Access

Element
FWD

Field
FWD

Window
FWD

Field
Jump

Window
Jump

Detail

Screen

Back

Clear

EOL

RefreshExitCancelElement

Back

Field

Back

Window

Back

Window

Page
Jump

Window

Insert

Function

Help

Using the Guide

1. Actions are Bold.

2. Data to enter is “Italic”.

� Notes are bulleted.

� Field Codes

3. Field Names are underlined.

4. Click means use the mouse.

5. Enter means use the keyboard.

6. Press means use the keyboard.

ExitSave

Save Cancel CancelSave
All

Delete

Record
Menu

Tree

Field 
Help

Execute 
Button

Enter Mnemonic
or Select from 

Dropdown

Task Bar

SCROLL – Indicates more than one selection is 

allowed. Click Arrows to scroll up or down.  This 
example shows #1 is level 100.

DETAILS – Click Icon to open a new window 

to display or record more details for the field.  

When done, click Save.

CALCULATOR – Click 

Icon.  Click or press 

calculator keys.  Click 

Enter.  Or just type 

number into field.

CALENDAR – Click 

Icon. Click Arrows to 

scroll to month and year.  

Click Date.  Or type the 

date MMDDYY-072106.

First

Record

Previous
Record

Next

Record

Last
Record

DROP DOWN LIST –

Click Icon,  Click item

on the list.

SCREEN SHORTCUTS AND GUIDE OVERVIEW



Job Aid: Receipt of Payment/Revenue – CREN
Job Aid: Receipt of Payment/Revenue – CREN

10/24/06 Job Aid: Receipt of Payment/Revenue - CREN 5 of  15

Step 1: Login to Datatel

1. Double Click on the Datatel Icon.

2. Enter your “User ID” and “Password”

� Database should be [collive]

3. Click OK.

4. At the Datatel Menu Bar, Click on Apps

5. Click ST

6. In the Quick Access area, enter RCSC

7. Click Go

STEP BY STEP INSTRUCTION

Fig – 1
Step 2: Using RCSC

1. Before you can begin to use the CREN – Cash Receipt 

Entry screen you will first need to open the draw.  So 
you should close this screen and open RCSC.   

Fig – 2
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Step 3: RCSC – Open a Drawer

1. Select O Open, to open your drawer.  Make sure that 

you don’t open the previous working day. 

STEP BY STEP INSTRUCTION

Fig – 3

Fig – 3b

Step 3b: Saving an Open Drawer

1. Select Update, to save the Open Drawer. 
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Step 4: Understanding the parts of the CREN Screen

1. It is 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.

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.

Fig – 4b

Student Account Payment Information

Cash Drawer Payments

Fig – 4



Job Aid: Receipt of Payment/Revenue – CREN
Job Aid: Receipt of Payment/Revenue – CREN

10/24/06 Job Aid: Receipt of Payment/Revenue - CREN 8 of  15

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 BY STEP INSTRUCTION

Fig – 5

Fig – 5a

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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Step 7: Enter the Term

1. 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)

This is important because a student can have more 

than one term open at a time.

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

STEP BY STEP INSTRUCTION

Fig – 6

Fig – 7

Step 6: AR Type

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

AR Types Lookup Screen.

2. Once you get the AR Type list arrow down to the  

STDRC Student Receivables to enter payments for 

students.
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Step 8: Amount

1. Enter the Amount for this transaction..

Fig – 8

Step 9: Non AR Receipt Code

1. Enter “…” to get the Individual AR Accounts
Lookup.   Enter either the line number and press 
enter or put a check next to the AR Type name.  In 

this case you could be entering a rental payment by 

entering RENTL.

2. Location will prefill based of which Non AR code 

you select.

3. Other samples of Receipt codes include:  Coley 

Vending and Applewood Café.

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

Fig – 9
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Step 10: Amount of Non-AR Receipt Code

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

the location.

STEP BY STEP INSTRUCTION

Fig – 10

Fig – 11

Step 11: Deposit Account Holder

1. Enter the Deposit Account by typing in the “…” the 

three periods to get the lookup screen.

2. 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. 

3. This field is used for the Deposits for course items 

like:  Geology Kits or Physic CDs.
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STEP BY STEP INSTRUCTION

Fig – 12

Step 12: Enter the Term

1. 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.

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

online.

3. The Total Payments field will automatically 
calculate.

4. The Distribution field will be prefilled with GENCK 
Payments Received based off how you set up your 

cash drawer.

Fig – 13
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STEP BY STEP INSTRUCTION

Fig – 10

Step 14: Enter the Pay Method

1. Press the Down Arrow to get the list of all of the 

payment types.

2. 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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STEP BY STEP INSTRUCTION

Fig – 10

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.  

2. 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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Step 16: Save Your Work

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


