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All Fields Marked in Red MUST be filled in. Field Not UsedRequired Field

SCREEN OVERVIEW

Optional  Field Auto fills
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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

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

Summary StepsSummary Steps
1.

 

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

2

 

.

 

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

3

 

.

 

Header block

 

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

4.

 

Batch field: Leave Blank;   Datatel will Autofill

5.

 

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

6.

 

Reversal Reason:  Enter from pull down 
menu options

7.

 

Pay Method: Auto fills

8.

 

Control Number:  Auto fills

9.

 

Payment:  Auto fills

10.

 

Amount:  Auto fills

11.

 

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.

12. Finish to return to main CRRE menu

13.

 

Print Receipt: Default (Y)es

14.

 

Original Receipt: Default (Y)es

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 

SUMMARY STEPS AND INFORMATION
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Original Function Keys

Shift >

Process

 

Help
Function

 

Help
Window

 

Insert
Window

 

Page

 

Jump

Window

 

Back
Field

 

Back
Element

 

Back
Cancel Exit Refresh Clear

 

EOL
Screen

 

Back

Field

 

Help
Detail Window

 

Jump
Field

 

Jump
Window

 

FWD
Field

 

FWD
Element

 

FWD
Direct

 

Access
Finish Update Screen

 

Jump
Screen

 

FWD

F1 F2 F3 F4 F5 F6 F7 F8 F9 F10 F11 F12

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
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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 CRRE
7.

 

Click Go

STEP BY STEP INSTRUCTION

Step 2:  Enter Cash Receipt number 
using the LOOKUP

 

function (…) or by 
going to ARAI 
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►LOOKUP Function (…) produces a list of receipts
But it may take awhile.   Look at the number of pages 
LOOKUP retrieves

►ARAI asks for the:
• AR Person Id
•Term receipt was entered

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

OR
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Step 3:  Header Block

 

check information

Step 4: Batch Field:

 

Leave Blank

Step 5: Correct/Reverse/NSF:

 

Enter type of  
reversal from pull down menu

Step 6:  Reversal Reason:  Enter selection 



Job Aid: Cash Receipt Reversal - CRREJob Aid: Cash Receipt Reversal - CRRE

8/14/07 Job Aid: Cash Receipt Reversal - CRRE 8 of  10

Step 7: Pay Method

 

:  Auto fills

Step 8  Control Number:  Auto fills

Step 9:  Payment:

 

Auto fills

Step 10  Amount:

 

Auto fills

►

 

Steps 7-10  information comes from the 
entries on the CREN screen from receipt 
number entered in Step 2.

Step 11.  Comments:  Detail from the pull 
down menu.

Move cursor to the Edit toolbar and choose 
[Date/Time/Login Stamp]

Step 12.  Finish   
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Step 13  Print Receipt:  Default is 
Yes

Step 14   Original Receipt:  Default 
Yes

Step 15  Finish   

Step 16  Update
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►Step 17

If Step 5 on CRRE

 

is a Correction, 
Datatel will take you to the CREN screen to 
make your adjustments.

• Make corrections in amount field

• Screen will show amount  correction

• Finish

• Update

• Datatel will assign a new receipt number

• Retrieve Receipt


	Slide Number 1
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10

