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Field Not Used

SCREEN OVERVIEW

Optional fields used for filtering:  Use 1 or more as needed.
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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.

Procedure Information:

Title: Creating a Course
Mnemonic:  BILL
File Name:  JA_BILL.ppt
Application:  APPS-ST-AR-ARI-BILL
Primary Dept: Cashiers/Registration
Effective Date:  June 27, 2007
Revision Date: Rev # 1

Summary StepsSummary Steps

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.

6. Reg Billing/Batch Enter Yes

7. Room Billing/Batch Enter No

8. Meal Billing/Batch Enter No

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

9. Reg 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)

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

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

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

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

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

15. Additional Selection Criteria: Enter N

16. Output Device choose from pull down 
menu

17. Execute in Background mode: Enter No

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

2. Cutoff Date: Enter last day of semester 

3. Invoice Date will self populate with system 
date

4. 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.

SUMMARY STEPS AND INFORMATION
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Original Function Keys

Shift >

F1

Field
Help

Process
Help

F12F11F10F9F8F7F6F5F4F3F2

Screen
FWD

Screen
Jump

UpdateFinishDirect
Access

Element
FWD

Field
FWD

Window
FWD

Field
Jump

Window
Jump

Detail

Screen
Back

Clear
EOL

RefreshExitCancelElement
Back

Field
Back

Window
Back

Window
Page
Jump

Window
Insert

Function
Help

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 BILL
7. Click Go

STEP BY STEP INSTRUCTION

Fig – 1
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Alert

XX/XX/XX falls beyond the current fiscal year.  Accept Date ? [Y,N]

Y N

� The Alert box will appear only until  
the Accounting Office has closed the 
books on the previous fiscal year 
accounts. Enter “Y”

Step 2.  Enter last day of semester as Cutoff Date if class 
has already met

Step 3.   Invoice Date will self populate with the System Date

Step 4.   Enter Yes to Force Rebill

Step 5.   Enter No  to suppress detail on out put report

Step 6.   Enter Yes  Reg Billing/Batch

Step 7.   Enter No  Room Billing/Batch

Step 8.   Enter No  Meal Billing/Batch
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Steps 9-14 are options to define the filter 
criteria for the records that need to be 
rebilled.  The more filters that are chosen 
will create a smaller results.

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.

Step 9 Reg Billing Saved List Name (optional):
Enter the name of a saved list for selecting 
registration billing records.
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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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Step 11 Location Include (optional):
1. Enter one or more locations to include in the selection 

process.

2. Use Lookup function for codes  …

3. Click on box of code locations that you need

4. Save 

Step 11 – 12   (optional)

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. 
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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

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

You can identify specific records for billing by selecting 
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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Step 16 Output Device :  Choose from pull 
down menu how to  view/save file

Example
• Choose printer output from pull down menu
•Enter printer name:  Use LOOKUP Function

[…] to find correct printer.

•Check correct printer

•Save

•Update
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Step 17 Execute in Background mode:

• Enter No

• 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

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

This example of BILL:

• Reg charges must have been applied before 12/15/07
• Force rebill
• Reg charges are from cancelled sections
• AR accountholder 0350945 must be included in rebill
• Only records from Main Campus location can be included
• Only from the term 2008/1

This is a very limited search  for records and rebilling


