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SUMMARY STEPS AND INFORMATION

Procedure Information:

Title: Creating a Course

Mnemonic: BILL

File Name: JA_BILL.ppt
Application: APPS-ST-AR-ARI-BILL
Primary Dept:
Effective Date: June 27, 2007
Revision Date: Rev # 1

Cashiers/Registration

Purpose:

Use the BILL screen to calculate, recalculate, manipulate, or as the final step in correcting a
change to existing student registration or a group of student registrations.

An example of a group of student registrations to re-bill would be a cancelled section where
the charges need to be recalculated for the entire group of students. This would be
accomplished by first creating a Saved List of student Id’s through the Mott Custom program
XCSL, and then using that Saved List in the appropriate field on the BILL screen.

Steps 9 — 14 are ways of filtering the records that will be processed.

Summary Steps

1.

Login to Datatel. Click APP, then Click ST.
Type “BILL" , click GO.

If the previous fiscal year has not been
closed, a warning message will appear:

06/15/07 falls beyond the current fiscal yr.

Accept Date? [ Y, N]
Enter Y es to accept date

Cutoff Date: Enter last day of semester

Invoice Date will self populate with system
date

Force Rebill [Y N]

Enter [Y] to have previously billed records
rebilled. If you enter [N], Datatel will only
select those records that meet the criteria
identified on the rest of the screen that have
not already been billed.
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5.

Include Detail [Y N]

Enter [N] to suppress detail on each
record. If you enter "Y," the report that
Datatel generates after you run the billing
process will include the AR codes and tax
codes for each individual billed.

Reg Billing/Batch Enter Yes

Room Billing/Batch Enter No

Meal Billing/Batch Enter No

Steps 9 — 14 are ways of filtering the
records that will be processed.

Req Billing Saved List Name: Enter the
name of a saved list for selecting
registration billing records. Datatel will bill
or rebill all records in the saved list with a
billing period start date on or before the
identified cutoff date that also meets any
other selection criteria listed on this screen.
(optional)
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10.

11.

12.

13.

14.

15.

16.

17.

AR Account Holder: Enter the names or
Id’s of specific individuals or organizations
(NECESSARY IF STEP 9 NOT UTILIZED)

Location Include: Enter locations from
lookup table to narrow criteria (optional)

Location Exclude: Enter locations to not
include in criteria (NECESSARY IF STEP
13 NOT USED)

Term Include: Enter one or more terms to
include in the selection process to narrow
criteria of records to process (optional)

Term Exclude: Enter one or more terms to
exclude from selection process to narrow
the number of records processed
(optional)

Additional Selection Criteria: Enter N

Output Device choose from pull down
menu

Execute in Background mode: Enter No
3of 14
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Using the Guide

Task Bar
. ) i
1. Actions are B(_)Id . Quick Access v| Bco H > T i l ﬁ BE @
2. Data to enter is “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. |W| S |Y| i
. ave XIt
4. Click means use the mouse. = S
5. Enter means use the keyboard.
6. Press means use the keyboard. — ‘ i —
Course Levels (1J100BeainningL. | | | CourseLevels (1100 BeginningL % | =
[: q:][ < ] [ = |[=>] DROP DOWN LIST - 1283 Egg?:g;%ll‘;tﬂl SCROLL - Indicates more than one selection is
Click Icon, Click item CE  Continuing Ed allowed. Click Arrovys 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

E] Shatus CALENDAR - Click | I CALCULATOR — Click
chive Sun Mon Tue Wed T Fi sst 7 7 -
.+ ..., .| scrolitomonthand year. % calculator keys . Click
DETAILS — Click Icon to open a new window W o oa o dCIICkI\I/DIl\e/lltS.D\?\: tgggfg; [z]=]] Enter- Orjusttype
to display or record more details for the field. R B ) ' 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 ‘ H ‘ F11 F12
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Datatel

Datatel Loz

Enter a User ID and Passward:

User ID: | mgoldsts

Password: ||

AL L]

Databass: ‘ collive

# Datatel - coltest - 5T
File Edit RS

Quick e T
CORE

= CF

B v ST

i HR.

Favatites  Options  Help

vBe | @ X% § @ @

C - Academic Records

emic Recards . AM - Recriitment/ddmissior

- Student Records

~d STM - Student Temms
-4 GRD - Grading

_J AR - Accounts Receivable
. CC - Communications b ana

. CR - Cash Receipts

STEP BY STEP INSTRUCTION

Step 1: Login to Datatel

1.
2.

o0k w

Fig -

f Datatel - coldev - ST
File Edit Apps Favorites Oplions Help

Quick Access | BILL v| Beo | B d@Q X g @ @

Lat
=
£2

=]

#| 3 STR - Student Records

AC - Academic Records _J STM - Student Terms

Al - Recruitment/Admissians Mgmt _J GRD - Grading

AR - Accounts Receivable _J &S0 - Academic Standing
CC - Communications Management _J 5GR - Graduation Process
CR - Cash Receipts _J ATR - Transcripts
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Double Click on the Datatel Icon.
Enter your “User ID” and “Password”
Database should be [collive]

Click OK.

At the Datatel Menu Bar, Click on Apps
Click ST

In the Quick Access area, enter BILL
Click Go
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XXIXXIXX falls beyond the current fiscal year. Accept Date ? [Y,N]

The Alert box will appear only until

the Accounting Office has closed the
books on the previous fiscal vyear
accounts. Enter “Y”

BILL | e

B Hdiad X& 7 @ @

Cutoff D ate
Ihvoice Date
Force Rebil
Include Detail

BILL-B atch Reg/Room/teal Biling |

Cutaff D ate
|Feice D ate
Faorce B ebil
Include Detail

BILL-Batch Reg/Room/Meal Biling |

_ Step 2. Enter last day of semester as Cutoff Date if class

has already met

12/19/07
0B/28407

Reqg Biling Saved List Mame
Room Biling Saved List Mame
teal Biling 5aved List Mame

P

Reg Biling/Batch | Mo

Foom Billing/Batch | Mo

Meal Biling/Batch | Mo

Step 6.
Step 7.
yv
! 706407 Feg Biling/Batch | ves Step 8.
07/05/07 || Roaom Biling/Batch | Mo <47 T
ez keal Biling/E atch | Na—T]
Mo

Req Billing S aved List Mame

Room Billing Sawed List Name
Meal Biling 5aved Lizt Mame
AR Accountholde

e | P
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Step 3.

Yes
MHa M

Step 4.
\ Step 5.

Invoice Date will self populate with the System Date
Enter Yes to Force Rebill
Enter No to suppress detail on out put report

Enter Yes Reg Billing/Batch

Enter No Room Billing/Batch

Enter No Meal Billing/Batch
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EILL-E atch Regs/Foorm

eal Billing |

Steps 9-14 are options to define the filter
criteria for the records that need to be
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Cutoff te | 12/139/07 Reqg Billing/Batch | Mo
Irwoice Date | OB/28/07 Room Biling#B atch | Mo
Force Rebill |Y'es teal Billing/Batch | Ma
Include Detail | Mo
Fieg Biling Saved List Mame | REBILLCAN]| <. .
Fioom Biling 5 aved List Mame T
teal Billing Saved List Mame
AR Accountholder
Location lnchude
Location Exclude
Term Include 20082 =] (2]
Termn Exclude

Feg Sawved Lizst LookUp

Additional 5election Criteria

' rebilled. The more filters that are chosen
'+ will create a smaller results.

..............................................................

Step 9 Reg Billing Saved List Name _(optional):

~--. Enter the name of a saved list for selecting

registration billing records.

e.g.
Rebill using the saved list “REBILLCAN” that is
created using the custom program XCSL.

This custom program is used when a section is
cancelled and the charges need to be rebilled
to the students accounts.
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BILL-Batch Reg/Room/Meal Biling |

Cutaff Date | 12/13/07

Invoice Date | D6/28/07

Force Rebill |ves
Include Detail | Mo

Reqg Biling 5aved Lizt Mame
Faam Biling Saved List Mame
Meal Biling Saved List Hame

AR Accountholder

by

Feg Billing/Batch | Mo

Room Billing/Batch | Mo

Meal Biling/Batch | Mo

0350340 B.J. Fife

0350945 Sandy Beach

Location Include
Location Exclude
Term Inchude
Term Exclude

200842

P ) I— T

Additional Selection Criteria

Controller Perzon/Organization
AR Accountholder LockUp
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Adding Value 3

Step 10 AR Accountholder : Enter the names

or Id’s of specific individuals or organizations.
(Optional if saved list is used in Step# 9
otherwise Step 10 must be filled in)

*** If you enter specific individuals or
organizations here and you have also entered
other selection criteria, including saved lists
names, then Datatel will only bill these
individuals if they meet the other criteria you
choose.
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BILL v B B Hd@Q X& 9 @ @

BILL-Batch Reg/RoomdMeal Biling |

Step 11 - 12 (optional)

Req Biling 5aved List Mame

Foom Biling 5 aved List Mame

Med Biling 5 aved List Mame _
AR Accountholder - 2\
4 o=
= o
@ .-
Location Include MC  Main | m" | | |
Location Exclude | | | | |4’
Teminclude (1200872 | (2] =B L
Term Exclude | | | | |‘f
Additional Selection Criteria
Contraller Location Include Adding Yalue 2

Lacation Incl LookUp

EILL-Batch Reg/Room/Meal Biling | BILL-Batch Reg/Room/Meal Biling

e e HS:;E::::ziE::z: Step 11 Location Include _ (optional):
oo Rosl e MealBlina/Batch [No_| 1. Enter one or more locations to include in the selection

process.

Use Lookup function for codes
Click on box of code locations that you need

Save

BILL Batch RegiRioom/Meal Biling |, BILL Batch Rea/Moom/Meal Biling
Lans 7

s

LOCATIONS Rescolution Screen

| LOCATIONS Pesolution Ecreen e

using LOCATIONS, View:

LOCATIONS

You can identify specific records for billing by selecting

one or more locations. Datatel will only bill or Rebill
records that are associated with the locations that you

enter here and that also meet the other selection criteria

you enter.

| using LOCATIONS, View: LOCATI( 7’
[:] | Seq: Code’ Description
D | Seqg: Code Description L
.
0 FTT: e —— D| 19: LIBR Main Campus Library
|:| - ADT ALI Appremtice-Related In DL’ 12: LMTEC Livingston County M-Tech
O 3: BREC Birch Run Expo Cer O 13: HC Main Campuas
O 4: CE gontinuing Education O 20: MOD Course Module
D E: CELPR Contimming Education-Lape D 21: NTC Northern Tier Center
D &: CEOL Continuing Education Onli D ZZ: OEOE Open-Entry/Open-Exit
O 7: CTC Community Tech Centers D Z3: ROMEO Ford Pomeso Engine Plant
O EERELL Eoliogs 2@ @he NEdglees i Z4: SHIAW Shiawassee County Emp Ser
u 28 Ui Dictenccgienrning O 25: SLBC Southern Lakes Branch Cam
D 10: DTF Dovmtown Flint D z6: TEA To Be Announced
D 11: EXT Extension Locations ) )
D 27: VLC Virtual Learning Campus
D 1z: GMMF GM S5kill Center-Metal Fab D
D 13: GMETO GM Skill Center-SP0
D l4: GMTP GM 2kill Center-Truck Pla D
O 15: HIG Holiday Inn Cateway Ctr d
D 16: LAPR Lapeer E

Controller LookUp Resolution Page 172

(L] [y
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BILL-Batch Reg/Room/Meal Billing |

[TH
an
i

i CessaeBeal Fae
N WGl Camtaa-EE
T Wbl Cesaa-Brerh Bla

Cutatf Date | 07A05/07 |[LE Reg Biling/Batch | Yes
Invoice Date | 07./05/07 (|LH Room Biling/Batch | Mo
Force Rehill | Yes teal Billing/Batch | Mo
Include Detail | Mo %
Req Biling Saved List Hame
Fioom Biling S aved List Hame
Meal Biling Saved List Mame T
AR dccounthalder e
N T
3 .-
¥
Location |nclude i
Location Exclude LAPR Lape | Xt
Tem Include 200842 2] =R ki
Term Exclude il ‘,'/
Additional Selection Critenia ,."
Controller Location Exclude Adding ‘-p‘alyé.2
Location Excl LookUp _/
— . ‘;1_-' 2 :*‘ LESATIND Rassluien Savsss
e % 3 .l wanrg VOCATERNE. Wisw: LICATICEE
e imE e s bt
¥ waae e —— [ LN ] Buin Camgeas
T [y —— B Cossti Aedals
& cazem [P p—— EL; wEE Bidthiin PLad Caillid
i cme ot iy Bl Lo Sl EE: aNE [T ST —
T et [ —— T ——— £3, mommn [Trr T e—— p——
[ dxiisws an nhe Forigpises | e EEAR [ ——————
L] WLRaidd Lairallid EE: LB e ]
pr e e
. e J.'.!: :Il-ll Waisnual Iviell.l.l-. Cangeas
i
il
s

an:
a:
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Step 12 Location Exclude (NECESSARY IF STEP #13

NOT USED OTHERWISE optional):

1. Enter one or more locations to exclude in the
selection process.

2. Use Lookup function for codes
3. Click on box of code locations that you need

Save

You can identify specific records from certain college
sites to eliminate from this billing or rebilling by
selecting one or more locations to exclude. Datatel will
only bill or Rebill records that are associated with the
locations that you have not entered here and that also
meet the other selection criteria you enter.
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.

.

7 Step 13 Term Include : Enter one or more terms to
include in the selection process.

You can identify specific records for billing by selecting
e one or more terms. Datatel will only bill or rebill records
that are associated with the terms that you enter here
and that also meet the other selection criteria you enter.

Step 14 Term Exclude: (optional)

Enter one or more terms to exclude from the selection
process. Enter a valid term.

You can identify specific records that you do not want
Datatel to bill by selecting one or more terms. Datatel
will not bill or rebill records that are associated with the
terms that you enter here, even if those records also
meet the other selection criteria you enter.

Step 15 Additional Selection Criteria  : Enter No

You can use either Include _ or Exclud e options but not both at the same time
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June 27, 2007

\ Step 16 Output Device : Choose from pull

Job Aid: Recalculating Registration Charges - BILL

down menu how to view/save file
Example

e Choose printer output from pull down menu
*Enter printer name: Use LOOKUP Function

[...]tofind correct printer.

«Check correct printer
*Save

*Update
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Step 17 Execute in Background mode:
¢ Enter No
e Save

* Update [Screen will go blank (white) while
processing the data requirements

* Processing Screen will appear with information
on the number of records processed

» Wait until report is finished running

¢ Click on Finish
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Step 15: Save Your Work

June 27, 2007

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

This example of BILL:

» Force rebill
« Reg charges are from cancelled sections
* AR accountholder 0350945 must be included in rebill

This is a very limited search for records and rebilling

Only from the term 2008/1

« Reg charges must have been applied before 12/15/07

Only records from Main Campus location can be included

Job Aid: Recalculating Registration Charges - BILL
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