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SCREEN OVERVIEW
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Job Aid: Cash Receipt Reversal - CRRE

SUMMARY STEPS AND INFORMATION

Procedure Information:

Title: Creating a Course

Mnemonic: CRRE

File Name: JA_CRRE.ppt
Application: APPS-ST-AR-CR-CRRE
Primary Dept: SS-Cashiers
Effective Date: August 9, 2007
Revision Date: Rev # 1

Purpose:

Use the Cash Receipt Reversal (CRRE) form to perform the following functions:

» Correct information on a cash receipt that has been posted to AR

* Reverse a cash receipt that has been posted to AR

» Charge a fee for a payment returned due to non-sufficient funds, and reverse the cash

receipt at the same time

Summary Steps

1.

Login to Datatel. Click APP, then Click ST.
Type “CRRE”, click GO.

Cash Receipts Lookup box : Enter the cash
receipt number (This can be found by using
the ARAI screen ) OR use the LOOKUP

function (...) and choose the correct receipt

Header block will display: Cashier, Receipt
Number, Person Id, Name, Session,
Location, and Transaction Date. Check
information to determine correct record.

Batch field: Leave Blank; Datatel will Autofill

Correct/Reversal/NSF: Enter the type of
reversal from pull down menu

Reversal Reason: Enter from pull down
menu options

8/14/07

7.

8.

9.

10.

11.

12.

13.

14.

Pay Method: Auto fills
Control Number: Auto fills
Payment: Auto fills
Amount: Auto fills

Comments: Detail from the pull-down
menu. While on detail screen move

cursor to the EDIT on the toolbar and
choose “date, time, and User I” for the
menu list.

Finish to return to main CRRE menu
Print Receipt: Default (Y)es

Original Receipt: Default (Y)es

Job Aid: Cash Receipt Reversal - CRRE

15.  Finish

16. Update Datatel

17. > » If this is a Correction (Step 5) to an
amount already posted to the AR: Datatel
will display the CREN screen with the
original receipt entries, on which to make
the corrections.

18. Finish
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Job Aid: Cash Receipt Reversal - CRRE

SCREEN SHORTCUTS AND GUIDE OVERVIEW

Using the Guide Task Bar
1. Actions are Bold. Quick Access v | Edco g X ua =« ﬁ BE @
2. Datato enteris “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. |ﬁ| s |?| Exi
) ave Xi
4. Click means use the mouse. e .
5. Enter means use the keyboard.
6. Press means use the keyboard. — 1=
Courze Levels | 100 Beainning L L Courze Levels | 100 Beqinning L | =
100 Beqinning Lewvel : .
= 5 DROP DOWN LIST — SCROLL - Indicates more than one selection is
Click Icon, Click item %DEU é'ﬂd:ﬁﬁ;ﬁg Iézva 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

B CALENDAR - Click | i CALCULATOR — Click
Stak _— LALVULATUR
atuis Icon. Click Arrows to Icon. Click or press
|,|':‘|| Achive w |!] S b T wed T F s I t th d EI . -
. s + s o 1 .| Scrolitomonthand year. nEoR calculator keys. Click
DETAILS — Click Icon to open a new window s wiwe s x| Click Date. Ortype the Lzl Enter- Orjusttype
to display or record more details for the field. » w2 an| date MMDDYY-072106. [ o =] number into field.
When done, click Save.
Original Function Keys
Process Function Window Window Window Field Element Cancel Exit Refresh Clear Screen
. Help Help Insert Page Back Back Back o | EOL Back
Shift > Jump ‘£|
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 |ﬁ‘ F11 F12
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Job Aid: Cash Receipt Reversal - CRRE STEP BY STEP INSTRUCTION

Datatel Login

‘1 e
Datatel Step 1: Login to Datatel
ok ] [ Cancel ]
# Datatel - coltest - ST 1. Double Click on the Datatel Icon.
File Edit F\p Favorites  Options  Help 2 Entel’ your “ User ID" and 1] Passwordn
Cluick Aco i .
CORE L) ] »  Database should be [collive]
2 = CF AL - Academic Records .
_J &AM - Recruitment/ddmissior 3 C“Ck OK
i 4. At the Datatel Menu Bar, Click on Apps
File dit Apps Fawvorites Options Help 5 C“Ck ST
QuickAccess|CRRE v | Dla—— 63 H @ X & 7 @ 6. Inthe Quick Access area, enter CRRE
o= B 8| 2 ec-poo 7. Click Go
A AL - Academic Recards I_d AM-Re :
&:-] i Ak - Recruitment/Admissions Mgmt _d AR - Acg
:ﬁ- i_d AR - Accountz Receivable I_d CC - Com
i CC - Communications Management _a CR -Cas

1 ' ing the LOOKUP functi b
Cash Receipts LaokUp ;Z'I:z toeAF?;\)—IU unction (...) or by

: L 0K | [ Caneed | Dol | Fish | | Hep |
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Aid: Cash Receipt Reversal - CRRE

wFE vOw | B D@ X% § 0 @
# || CRRECash Receipt Fieversal | CRRE-Cash Rieceipt Reversal |
I | P> LOOKUP Function (...) produces a list of receipts

| wsing CASH.RCPTS, View: CASH.RCPTS |

Soq: eceipe  Payer I Payer teme e But it may take awhile. Look at the number of pages
LOOKUP retrieve

E]

1: 000351495 0350940 B.J. Fife 07/18/07 116.74 ~
(| 2: 000331459 0350945 Sandy Beach 07/18/07 100.00 1
(| 3: 000351490 0062353 James T. Ray 06/20/07 315.50
(| 4: 000351451 0350940 B.J. Fife 06/20,/07 1,183.00
[ 5: 000351452 0350943 B. A. Fife 06/20/07 3z8.50
O 6: 000351453 0350940 B.J. Fife 06/20/07 100.00
(| 7: 000351494 0350945 Sandy Eeach 06/20,/07 51z.00
iz 4: 000351455 0350945 Sandy Eeach 06/20,/07 160.00
[ S: 000351496 0350945 Sandy Eeach 06/20/07 574.75
O 10: 000351457 0350940 B.J. Fife 06/20/07 130.25
(| 1l: 000351485 0182335 Jeremy R. Mchbee 05/14/07 3.00
(| 12: 000351477 0299101 Veronica L. Dyer 05/13/07 53,50
[ 13: 000391478 0317908 Bryan i. Solomon 05/13/07 784.80
(| 14: 000391479 0054310 Tawmy A. Hall 05/13/07 3.00
(| 15: 000331480 0289877 Keith L. Torok 05/13/07 ENI > ARAI asks for the
[ 16: 000351481 0350767 Michelle G. Mason  05/13/07 _sagl10 ~ -

AR Person Id
*Term receipt was entered

Controller LookTp Resolution Page 1/22738 /

Seq Number, {F)lag, {$)ort/Select:

Results are only receipts for this person for term entered
9 0 @ Find correct transaction and write it down and continue by putting
transaction number in CRRE

| B |
Quick Access | ARAI

~| Bs B 4@

AR Accountholder LookUp
|FIFEBARNEY] | AR Aosount Inquiy

[ ok ] [|cancel | [ Dewl | [ Finish | [ Heln/]

Frien

Flint

ARALAR hosount Inuiy |

Tem: Fall

Pending F [No [ Past Due AdjBal
Restis % |IIF] LateCharge | 0.00 Prit Plan
Archived [No [T
Femina P& .4 Date Tye  TensNa  Opsrator  Location Hanount Balarce
— 1 Desciption DusDate  ltemBalance
Tem Lagkp 0718707 fF] |ooo3gnese | [wCOOK  [MC | 1674 | 1674 ~
Date e ‘ Payments Received |

Bl o7/02/07 ) [NV | [oomdadom | [NEOOK | ] 3000 | 000
B/ 3] [Payment Plen Setup Charge [ -

: (3] os/26/07 ) |O0014323%6 | [NCODK. | | 144325 | 000

| Registration - 2008/2 06726/07 | 17351
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Job Aid: Cash Receipt Reversal - CRRE

:|CRRE v | Bao

B Hd@a X 9 @ @

Step 3: Header Block check information

CRRE-Cash Receipt Reversal

Batch
Corect/Reverse/MSF
Feversal Reazon

MSF Charge IDVMame

Step 4: Batch Field: Leave Blank

W

w

AR Type SF Chrg NS

Pay Method Control Number Tranzit Humber Papment Amt
| || @ |
CHE | |33852 | | 16.74
| i 15 |
1 || . | IE@ | Step 5: Correct/Reverse/NSF: Enter type of
3
i | ] reversal from pull down menu
Cazh
Change Retumed | 0.00] Total | 0oa) | TIE7H
Comments l:lt] = Print Receipt Original Receipt l:l
Batch LookUp Batch
Comect/Reverse/MNSF
Reverzal Reazon K
Batol Step 6: Reversal Reason: Enter selection
Correct/Reverse/NSF
Feversal Reazon
tharge ID/Mame
|ethod Control Mu
| |
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Job Aid: Cash Receipt Reversal - CRRE

CRRE-Caszh Receipt Reversal

M - Recruitment/Admissions Mgmt

Step 7: Pay Method : Auto fills

Step 8 Control Number: Auto fills

Step 9: Payment: Auto fills

MSF Charge ID/Mame
Pay Method Contral Mu

Transit Number Papment Amt

El Step 10 Amount: Auto fills
CHE CK1234 974.75
— v » Steps 7-10 information comes from the
Change Retumed [ 000 Total 0.00 7475 entries on the CREN screen from receipt
Commentz E] = Frint Receipt | ves Ornginal Receipt E] number entered In Step 2
m Favorites Tools Help . .
cot |8 da x® 9 @ @ Step 11. Comments: Detail from the pull
Copy sl | CREN-Cash Receipt Entry | UTEC-Cash Receipt Comr dOWﬂ menu.
Paste
et Move cursor to the Edit toolbar and choose
. Date,f_'l'imefLugingtamp [Date/TIme/LOgln Stamp]
B Commets
- CREE Correc tion of #1 ..
| bug 10 zoo? 11:23am$ NCOOK Step 12 F|n|Sh d
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Job Aid: Cash Receipt Reversal - CRRE

CRRE-Cash Receipt Reverzal

M - Recruitment/&dmissions bgmt
[

Step 13 Print Receipt: Default is

Batch Yes

Carrect/Reverse/NSF |HE
Reversal Reason (MR

Step 14 Original Receipt: Default

M5F Charge ID/Mame AR Type MSF Chig MSF Term

Pay Method Control Mumber Tranzit Mumber Papment Amt YeS
| — A
CHK | |CK1234 | | |o7475
[ i @X o
1 | | Step 15 Finish o
| i (& | i
: |  E—— Step 16 Updat
sh e ate
Change Retumed [ 0.00] fal [ o0 | 574.75 P
Caomments l:lt] = Print Receipt Original Receipt l:lt]

|dpdate record, Cancel record or Beturn to editing
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Job Aid: Cash Receipt Reversal - CRRE

Cash

Total Received 160.00

Crenos e NI _« Datatel will assign a new receipt number

Frint Receipt/Mo

Caomrments l:l!]

» Step 17
Wicrme 9] EW If Step 5 on CRRE is a Correction,
(1Al|| CARE Cash Receipt Reversal | CRENCashReceitEnty | g——— Datatel will take you to the CREN screen to
: Date:  OFA18/07 Cashi 62 E7 Location: MC make your adJUStmentS
] Batch Mumber . . .
i AR Account Holder AR Type Tem Pay Plan Amount —e M a ke CorreCtlonS In a mOU nt fleld
i (1) sandy Beach ] STDRC St [} EE SR 110.00 |@ﬂ«_~/
i Mon AR Receipt Code Location Amaint ] hd ) ]
] |Deposit Account Holder |B | Dep Type Tem | Amount ¢ Screen WI” ShOW amou nt CorreCtlon
'yl @ B | LN (5]
| Convenience Fees ..
i Total Payments ° Fln ISh
] Distribution EE{=R (M ASETNTETE
1 Pay Method Control Humber Exp Dt Confirmation iamb ° U date
@ i il [ P

* Retrieve Receipt

Thiz receipt has been aszigned receipt number 00035971502
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