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

SCREEN OVERVIEW

Optional  Field Auto fills

4.

5.

6.
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Purpose:
The Registration Billing Summary (RGBS) screen is a summary of a student’s registration billing for a 
selected term, time period, or all their registration billings. RGBS can also be used to correct “after the 
fact off-sets”.  
The RGBS screen is divided into 2 sections.  The top portion displays each course section Colleague 
billed the student for during the selected time period. This section also displays summary billing 
information about each course section.  The bottom portion displays the students billing information during 
the selected time period.  Datatel groups all course sections during the reg. billing process by billing 
periods and calculates a total charge for those sections.

Procedure Information:

Title: Creating a Course
Mnemonic:  RGBS
File Name:  JA_RGBS.ppt
Application:  APPS-ST-RGBS
Primary Dept:

 

Cashiers
Effective Date:  August 23, 2007
Revision Date: xxxxxxxxx

 

Rev #

 

1

Summary StepsSummary Steps
1.

 

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

2.

 

Person Lookup:  Type

 

Student Name or

 

Datatel Id or

 

Social Security Number

3.

 

Start Date or Term: Type

 

start date for 
report or enter specific term.  If all terms are 
needed hit

 

Enter.

4.

 

Header Block:  Verify correct student

5.

 

Top Half of Screen Auto fills with this 
students registration information

► Course Section, Title, Status Term Total 
and New Charges

6.

 

Bottom half of RGBS screen Auto fills with 
Billing period amount totals
► Billing period represents the total 
registration charges billed for each period 
and new charges for any changes to the 
student record for the billing period

***After the Fact Offsets Procedure***

1.

 

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

2.

 

Person Lookup:  Type

 

Student Name or

 

Datatel Id or

 

Social Security Number

3.

 

Start Date or Term: Type

 

start date for 
report or enter specific term.  If all terms are 
needed hit

 

Enter.

4.

 

Course Section:  Verify section to correct 
and what billing credits should be for that 
section.  [e.g. Billing at ½

 

tuition refund, no 
tuition  refund , etc]

►

 

The dropped section of the class which the 
student is switching from cannot be 
adjusted and will not be re-billed

5.

 

Course section:  Click

 

on DETAIL

 

icon of 
the added section of the class

SCBO Screen
6.

 

Billing credits:  Enter the number of billing 
credits for this section

7.

 

Determine if this section has class fees
►

 

Class fees are attached to the dropped 
class section and are not refundable.

8.

 

**  IF section has class fees in the 
ADDITIONAL CHARGES/CREDITS: Enter 
COUR in the first field and the description 
will auto fill.

9.

 

Credit

 

:  Enter amount of class fee

10.

 

Save and Update
RGBS Screen

11.

 

Total Column:  Verify charges
►

 

New charges

 

will populate in New Charges

 

column.  The total column is what the student 
will be charged once finished.  If the total 
column is not accurate with the total number of 
credits and fees the student is registered, 
determine the difference .  This difference is 
usually the tech fees for the class.  These fees 
can be over-charging or under charging the 
student

SUMMARY STEPS AND INFORMATION
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After the Fact Offsets Procedure

 

(continued)

► Tech. fees adjust according to internal 
programming and not necessarily our 
practices

If charges are accurate
12.

 

Save

 

and  Update

 

:

►

 

Go to Recalculation Adjustments

 

to 
complete Offset Procedure

If charges are

 

NOT accurate on the 
added section continue next step

13.

 

Course Section:  Detail on section to SCBO 
screen

14.

 

Additional Charges /Credits:

 

Type

 

TFEE 
description will auto fill

15.

 

Credit Column:  Enter adjustment 
amount if overcharging

16.

 

Charge:  Enter adjustment amount if 
undercharging.

17.

 

Save

 

and   Update

18.

 

SAVE ALL :

Recalculating Adjustments

► Changes are not complete until BILL 
screen is run

1.

 

In  Quick Access window : Type BILL

2.

 

Date Falls Beyond

 

: Click Yes

3.

 

Cutoff Date:  Type the end of the current 
term you are filling for

4.

 

Invoice Date: Current date will populate 
that is what you want

5.

 

Force Rebill:  Yes

6.

 

Include Detail: No

7.

 

Reg Billing /Batch:  Yes

8.

 

Room Billing /Batch:  No

9.

 

Meal Billing /Batch:

 

No

10.

 

SKIP  3 Saved List Name fields

11.

 

AR Account Holder:  Type

 

Student’s Id

►

 

BILL

 

Continued:

12.

 

Term Include:  Type

 

semester to be re-

 

calculated

13.

 

Save

14.

 

Out Put Device:  Type  Hold

15.

 

Save and  Update

16.

 

Next screen will ask:
Execute in background mode?  Type No

17.

 

Save

 

and  Update

18.

 

Process screen complete:  Click FINISH

Check Your Work

1.

 

Quick Access Window:  RGBS

2.

 

Person Lookup:   Enter Student Id

3.

 

If data is correct:  Cancel All out of screen

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 RGBS
7.

 

Click Go

STEP BY STEP INSTRUCTION

Fig –

 

1

Offset Correction Procedures
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Offset Correction Procedures

Step 2.    Person Lookup:  Type Student Id 
or Student Name  or Student Social Security 
Number

• CLICK on Person from list presented

• CLICK on Save  

Step 3.   Start Date or Term:  Type start 
date for the report or enter specific term and 
click OK

►

 

If all terms are needed click OK without 
entering data.
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Step 4.    Course Section:  Verify section to 
correct and what billing credits should be 
for that section.

► The dropped section of the class which 
the student is switching from

 

cannot be 
adjusted and will not be re-billed

Step 5.   Course Section:  Click

 

on 
DETAIL icon of the added section of the 
class

Example:

 

This student is changing from 
Engl-102-23 to Engl-102-24 and it is past 
the refund date.

Offset Correction Procedures
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Offset Correction Procedures

Step 6.   Billing Credits:  Enter the 
number of billing credits for this section

Step 7.

 

Determine if this section has 
class fees

►

 

Class fees are attached to the dropped 
class section and are not refundable

Step 8.  ►IF section has class fees ◄
Additional Charges/Credits:  ENTER 

“COUR”

 

in the first field ant the description 
will auto fill.

Step 9.   Credit:  Enter

 

amount of class fee

Step 10.  Save          and Update

SCBO Screen
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Offset Correction Procedures

Back to the RGBS Screen

Step 11: Total Column:   Verify Charges

►

 

New charges will populate in New Charges

 

column.  The total column is what the student will 
be charged once finished.  If the total column is not 
accurate with the total number of credits and fees 
the student is registered for determine the 
difference and investigate.  This difference is 
usually the tech fees for the class.  These fees can 
be over-charging or under charging the  student

►Tech fees adjust according to internal 
programming and not necessarily our practices ◄

IF CHARGES ARE ACCURATE

Step 12.   Save

 

and   Update

► GO TO RECALCULATION ADJUSTMENTS ON PAGE 12◄

►IF CHARGES ARE NOT ACCURATE CONTINUE ON THE NEXT PAGE◄



Job Aid: Registration Billing Summary Form - RGBSJob Aid: Registration Billing Summary Form - RGBS

9/6/0708/20/08 Job Aid: Registration Billing Summary Form 11 of 14

Step 13.   Course Section:  Detail on the section to SCBO

Step 14.   Additional Charges/Credits:  Type

 

TFEE
(description will auto fill)

Step 15.   Credit Column:  Enter adjustment amount if 
overcharging

Step 16.   Charge Column:  Enter adjustment if amount 
undercharging

Step 17.   Save

 

Update

Step 18.   Save ALL  

Offset Correction Procedures

If the charges are NOT

 

accurate on the added section:

►Changes are not complete until the 
BILL

 

screen is processed◄
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Offset Correction Procedures

Recalculation Adjustments

Step 1.    In Quick Access window:  Type BILL

Step 2.   Date Fall beyond:  Yes

Step 3.   Cutoff Date:  Type

 

the end date of the  
current term that the corrections are needed

Step 4.    Invoice Date:   Current date will auto fill

Step 5.    Force Rebill: Yes

Step 6.    Include Detail: No

Step 7.    Reg Billing/ Batch:  Yes

Step 8.    Room Billing/ Batch: No

Step 9.    Meal Billing / Batch:  No

Step 10.  SKIP 3 Saved List Name Fields

Step 11.  AR Account Holder:  Type

 

Student Id 

Step 12.  Term Include:  Type

 

Term to recalculated

Step 13.  Save
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Offset Correction Procedures

Recalculation Adjustments

Step 14. Output Device:  Type H

 

for Hold or P

 

for Printer

Step 15.   Save and     Update

Step 16.  Execute in Background Mode:  Type No

Step 17. Save  and    Update

Step 18.  Process screen complete:  Click Finish
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Offset Correction Procedures

Recalculation Adjustments

CHECK YOUR WORK

Step 1.  Quick Access Window:

 

Type RGBS
Step 2.  Person Lookup:  Enter Student Id

Example:

Added Class =  Engl-102-24 no charges
Dropped Class  = Engl-102-23  Charges

Offset Correction Complete

Step 3.  Cancel All
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