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Job Aid: Cash Drawer - RCSC

SCREEN OVERVIEW

%HESE-Hestricted CR Session Control |
Cazhier: Mrz. Mancy K. Cook
2. > Status E] Start I End
/Heceipt [Date Lo I:l Mo Rcpts
/
3. Starting Cazh Starting Cazh
//'.-’-'-.n:tual End Balance El Amount Received
6. / Corrections E Cazh Retumed
/ Adjuzted Balance Control End Balance
Closing #6.
> ARTwe LSS S LS SIS S S S S S Tem
7. L » Deposzit Type 7 Prt Rcpt
8 // Diistribution tare Parmnz
// Mon-AR Reopt Code Comments
9. Pavment kMethod MHao. [tems ArmoLint
(1] casH | | 1 160,00 =
10. Tatal | 3 3,764.00
Batch Mo Recpts [tems Amount Status
D S [ | I
I
Required Field All Fields Marked in Red MUST be filled in. Field Not Used
] LSS LSS LSS SIS
Auto fills Optional Field
07/18/07
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Job Aid: Cash Drawer - RCSC

SUMMARY STEPS AND INFORMATION

Procedure Information:

Title: Creating a Course
Mnemonic: RCSC

File Name: JA_RCSC.ppt
Application: APPS-ST-CU-COU
Primary Dept:  Academic Affairs
Effective Date: July 19, 2006
Revision Date: Rev # 1

Purpose:

Use the Restricted Cash Receipt Session Control (RCSC) form to open a new cash receipt
session or close an existing cash receipt session.

A session is a group of transactions processed over a period of time. A session might
represent all the transactions you process in a day, during a shift, or during any portion of
either a day or shift. A session may contain similar transactions, such as admissions deposits
it may contain a variety of transactions such as those processed at a cashier's window.

Summary Steps

Opening a Cash Drawer

1. Login to Datatel. Click APP, then Click
ST, RCSC and Click GO

2. Status box: Enter O for Open or use the
drop-down menu and choose from the list

3. Receipt Date: Enter to accept System date
4. Start: Auto-fills

5. Loc: Auto-fills from parameter setup
(optional) LOOKUP function (...) for appropriate
list of locations if LOC is incorrect

6. Starting Cash: Auto-fills from parameter
setup. Dollar amount that session started with.

7. AR Type: Leave Blank to allow all AR Types.
(optional) Entering an AR Type will limit types that can
be receipted. Use LOOK-Up function to view list of
accepted AR Types

8. Deposit Type: Leave Blank to allow all types
of deposit. (optional) Entering a Deposit type limits
all receipted items for this session. Use LOOK-Up
function to view list of accepted Deposit Types

9. Distribution: Auto-fills from parameter setup
This is the general ledger account to which Datatel will
post the debit side of each transaction. Use LOOK-Up
function to view list of accepted Distributions

07/18/07

10. _Non-AR Rcpt Code: Leave Blank to allow
all Non AR types during session
11. Term: Leave Blank to allow payment for all
open terms
12.  Print Rept: Enter Y to print receipt
13. More Parms: Click on drop-down box to
access the CRSP screen (Cash Rcpt Addnl
Session Parms)
13a Print Receipt : Y default from previous
screen
13b Receipt Print Printer: Use LOOK-Up
Function for list of printers available
13c Save: Click onicon
13d Update: Click on Update back to the
RCSC screen

RCSC Screen

14. Save: Click on Icon
15. Update: Click on Update

Cash Drawer Session is now open.

Job Aid: Cash Drawer - RCSC

10.
1.

12.
13.
14.
15.

Closing a Cash Drawer

Login to Datatel, Click APP, then Click
ST, RCSC and Click GO
Status box: Enter C for Close

Receipt Date: Auto-fills date cash drawer
was opened.

Loc: Auto-fills from Opening session
Starting Cash: Auto-fills from Opening

session

Actual End Balance: Enter total
transactions amount in drawer at end of
session

AR Type: Blank, unless option was filled
during opening.

Deposit Type: Blank, unless option was
filled during opening

Distribution: Auto-fills from opening session
Term: Blank, unless option was filled
during opening

Print Screen using PRINT NOW

Save: Click on icon

Update: Click on Update

Take screen print and drawer to
Supervisor/Manager
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Job Aid: Cash Drawer - RCSC SCREEN SHORTCUTS AND GUIDE OVERVIEW

Using the Guide

Task Bar

1. Actions are Bold. Guick Access v B =H X O, 9 E @
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 | Ex
. ave

4. Click means use the mouse. Lal |i| xit
5. Enter means use the keyboard.
6. Press means use the keyboard. — i —

Courze Levels | 100 Eeaqinning L v Courze Levels | 100 Beqinning L | =

100 Beqinning Lewvel : L
=] = - DROP DOWN LIST — SCROLL - Indicates more than one selection is
Click Icon, Click item %DEU é'ﬂd:ﬁﬁ;ﬁg Iézva allowed. Click Arrows 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 @ | 0 — Cli
| j::t::je vIF '@ Icon. Click Arrows to %reg oK
S sc.roII to month and year. nonE 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. 2u=sxzaal 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 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 [ F11 F12
@ | "] ]
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Job Aid: Cash Drawer - RCSC STEP BY STEP INSTRUCTION

Datatel Login

Step 1: Login to Datatel
E% e —

1. Double Click on the Datatel Icon.
| 2. Enteryour“User ID” and “Password”
£ Datatel - coltest - ST »  Database should be [collive]

DatatE‘I CoE ] (Caneel ]

File Edit W:assM Favorites Options Help .
duihe LT — = T 3. Click OK.
uick Aco w ful = L= = )
CORE 1
2o | < o —r— 4. At.the Datatel Menu Bar, Click on Apps
z24v £l emic Records _J AM - Becrutment/Admissior 5 CI'Ck ST
AR - Student Records _J AR - Accounts Receivable 6 In the QUICk Access area’ enter RCSC
. 5TH - Student Terms _d CC - Communications Mana 7 CI k
i GRD - Grading _J CR -Cash Receipts ) IC GO

‘EFiIe Edit Apps Favorites Optig Help
Quick Acocess | RCSC [ Beo B d@g X& 7 @ @

e STR - Student Reconds
STH - Student Terms
GRD - Grading

SPRO - Student Profile ASD - Academic Standing
ASPR - Addnl Student Profile [nfo SGR - Gradusation Process
STAL - Student Academic Level ATR - Tranzcripts

=i STR - Student Records

o 5AM - Student Remarks/Mizcelaneous

=
=
=

(VR VR VR VR VY

Alert Box will appear until Accounting

07418/07 fallz beyond the cunent fizcal year. Accept Date? [v M) has closed the preViOUS ﬁscal year,
- [ —T— Select Y for yes
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Job Aid: Cash Drawer - RCSC

Opening a Cash Drawer

Df\CSC-F!estricted CR Session Control

Step 2. Status Box: Enter O for Open or use the

Status Start [ 07718407 | | 03:21FM| End | | | | drop-down menu and choose from the list provided

Receipt Date [ E'lli'Efr'l Lo Mo Repts
. C .
= Step 3. Receipt Date: Enter (accepts system date)

Startiry Starting Cazh

Actual End B alance Armount Received 0.00
Mackh Bahirmad

Step 4. Start: Auto-fills

Step 5. Loc: Auto-fills from parameter set-up
or use LOOKUP function(...) for appropriate list of

Start | 07/18/07 : locations
Loc |MC  Main Campus A/N‘O’Hc/pts 1
. Step 6. Starting Cash: Auto-fills from parameter
Starting Cash B00.00 < Staring Cash 500.00 t doll ti . hd
Actual End Balance [El Amount Received 100.00 setup. ( ollar amount in opening cas rawer)

Corrections Cazh Returned 0.00
Adjusted Balance Cortrol End Balance £00.00 Step 7. AR Type: Leave Blank to allow all AR
// Types of transactions.
DBD:; HEZ Pn;ir:t P Entering an AR Type will limit what type that can
Digtribution | GEMCEK, Papments Received Mare Parms be receipted. Use Look-Up function to view list of
MHon-&F Fecpt Code E] accepted AR TypeS-
Payment Method Ma. ltems mat Step 8. Deposit Tyge: Leave Blank to allow all
(J/eHK | [ Toea0_ - types of deposits to be receipted.
Tatal | 1 100.00 » Entering a Deposit type limits all receipted items
Batch ol Htems Amount stalus for this session. Use Look-Up function to view list of
OETTs [ B | |

accepted Deposit Types

Step 9. Distribution: Auto-fills from Parameter
set-up.

» This is the general ledger account to which Datatel
will post the debit side of each transaction. Use
Look-up function to view list of accepted Distributions.
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Job Aid: Cash Drawer - RCSC

RCSC-Resticted CR Session Contral

Cazhier. Mre. Nancy K. Coo

Step 10. Non-AR Rcpt Code: Leave Blank to allow
all Non AR types during session

Statug VE] Start | 07./18/07 03:21PM | End
Feceipt Date JI Loc |MC  Main Campus Mo Fopts |1

Stating Lash Starting Cash e Step 11. Term: Leave Blank to allow payment for all
Actual End Balance Amount Received 100.00
Corrections Cash Retumed open terms
Adjusted Balance Control End Balance
Step 12. Print Rept: Enter Y to print receipt
AR Tupe Term
Deposit Type Prt Rcpt § .
Digtribution | GEMCK. Payments Received Mare Parms E] < Step 13 M3 C“Ck on droD‘down menu
Man-4F Fept Code Comments | |fF) to access the CRSP screen

RC5C-Resticted CR Session Contral| CRSP-Cash Rept Addnl Session Pams

Amoun
mu.tnn : 13a. Print Receipt: Y for Yes
100.00

3b. Receipt Print Printer: Use Look-up
function (...)for a list of printers

PFrint Receipt m

Receipt Print Subrouting
Receipt Print Printer

RCSC-Restricted CR Session Contral | CASP-Cash Rcpt Addnl Session Pamys | ERSP-Cash Ricpt Addnl Session Pams

13c. Save: Click on icon =

E-Commerce
Peripheral Device Definition

using PRINTERS, View: ST.PRINTERS

Checl Pap

13d. Update: Click on Update back to RCSC

Seq: Printer ID Description

22: ACTO04.DPCCLEDL gtudent gchedule

24: ACIO04.PCCLEOZ gtudent Schedule RCSC Screen

35: ACIOD4.PCC1SD3 Student Scheduls
F6: ACTO04.PCC1E04 Ftudent Fchedule Step 14‘ Save d

37: ACIOD4.PCCISDS Student Scheduls —_—

3@: ACIOD4.PCC1SD6 Srudent Scheduls

33: ACTO04.PCCLEOT Soudent Schedule .

- OO e SeEeE Step 15. Click on Update
41: ACTO04.PCC1E0S Srudent Schedule -

42: ACTO04.POCZLTOL Soudent Schedule

43: ACT004.FCC2LT02 Student Schedule

44: ACTO04.PCCZ1S Srudent Schedule

48: ACTO04.RTCLO3L tudent gchedule

46: ACT004.RTC1E02 Student Schedule

47: ACIOD4.RICLOBBY Student Scheduls

O
O
O
O
O
O
O
O
O] «o
O
O
O
O
O
O
O
O

48: ACTO04.FLECOL gtudent gchedule

Update record, Zaficel record o Retun to editing > CaS h D rawer |S now O pe n
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Job Aid: Cash Drawer - RCSC STEP BY STEP INSTRUCTION

Closing the Cash Drawer

g Step 1: Login to Datatel
Doakatel
1. Double Click on the Datatel Icon.
2. Enter your “User ID” and “Password”
»  Database should be [collive]
e 3. Click OK.
CORE 1
2o | @ T —— 4. At.the Datatel Menu Bar, Click on Apps
=4"Y 5T emic Recards . AM - Becruitment/Admissior 5 CI'Ck ST
HR . .
- Student Records _ AR - Accounts Receivable 6 |n the QUICk ACCGSS area’ enter RCSC
. 5THM - Student Terms . CC - Communications Mana .
- GRD - Grading _d CR -Cash Receipts 7 CIICk GO
‘EFiIe Edit Apps Favorites Opti elp
Ilwc:k.t’-\cc:essm Elco H d@ X& 7 @ @

e STR - Student RBecords
5TM - Student Terms
GRD - Grading

ASD - Academic Standing
ASPR - Addnl Student Profile Info SGR - Graduation Process
STAL - Student Academic Level ATR - Transcripts haS Closed the preViOUS ﬁscal year,

memm e S Select Y for yes

Fig T =}~ STR - Student Records
o 5RM - Student Remarks/Miscellaneous
SPRO - Student Profile

Alert Box will appear until Accounting

VRV VR VR VRV

1gag

0718407 fall: beyond the current fizcal pear. Accept Date? [Y.M]
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Job Aid: Cash Drawer - RCSC

C-Resticled CR Session Conlred

Closing A Cash Drawer

Step 2. Status Box: Enter C for close or choose from
the drop down list

Actutl End Balsnce Step 3. Receipt Date: Auto-fills (the date the drawer was
opened)

RCSC v Beo R @ X 9 @ @

RCSC-Restricted CH Seon Contral |

Step 4. Loc: Auto-fills from opening session

Session: 37EET

Step 5. Starting Cash: Auto-fills from opening session

Start | 0F/18/07 | | 03:21PM | End | | | |

Loc [MC _Main Campus | “DHCPWL—I// Step 6. Actual End Balance: Enter total transactions
. — amount in drawer at end of session
Starting Caszh 150,00 . ing Cash 150.0 d
Actual End Balance ZAR0. DD Amount Received 100
Carections Cazh Returned 0.00 Step 7. AR Tyge: Blank (unless option was filled during
Adjusted Balance 250, uu Control End Balance 250.00 opening)
i e Tem Step 8 Deposit Type: Blank (unless option was filled
Deposit Tyupe Frt Rept during opening)
Distribution | GEMCK, Payments Received More Parms
MNon-4R Recpt Code Comments . . . . . .
Step 9. Distribution: Auto-fills from opening session
Payment kMethod Mo. ltems Amotnt
() cHE | [ 10000 = Step 10. Term: Blank (unless option was filled during
Total | 1 100.00 opening)
Ealol bl et e Frse it alalit Step 11. Print Screen using PRINT NOW

o [ B | | :

Step 12. Save: Click on icon Save work

Step 13. Update: Click on Update button

IJpdate record. Cancel record or Return to editing

Step 14. Take screen print and drawer to
Supervisor/Manager
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Job Aid: Cash Drawer - RCSC

QHCSC-Hestricted CR 5ession Contral

Status

Starting Cash
Actual End Balance
Cormections
Adjusted Balance

Start | 06/20407 | | 11:27AM | End |

Loc |MC  Main Campus

MoFcpts | 8

AR Type

Deposzit Type

Counting your drawer

This part of the RCSC screen keeps a detail
of the transactions types, amount per type,
total transactions, and total dollar amount for

Starting Cash
Amount Received 3,764.00
Cash Returned 0.00
Control End Balance 3.764.00
Tem
Prt Fopt SRl

Digtribution | GEMCK, Payments Received

Mon-4F Fecpt Code

More Parms - .ﬂ

Comments

this session,

Click on Payment Method

Using the down arrow keys on your key board
scroll through the next payment types.

Each Payment Method line gives the number
of transactions for the type listed

No. Iltems and Amount per type: add up to
total transactions for this session

Payment Methad . Mo. ltems Amaunt
(1) casH - | i i 1000 =
Total | 8 3764.00
Batch Mo Rcpts ltems Amount Statuz
OETTm [ | | |=
Controller Payment b ethod Walue 143
% Fayment Methad Mo. Items Amount
51 | 2
Tos [ 8
Batch No Repts Iterns Amaunt Statuz
(D [ B | | |=
[ Payment Method No. ltems Amaunt
| [ 167700 =
Tadl | 8 376400
Batch Mo Repts Items Amount Status
Fayment Methad Ho. ltems Amount
as| | I 132700
Tod | 8 I <«
Batch WoRopts |t Arnount Statug

O8O

07/18/07
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