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 CASCE 

Login 

Log into CASCE and view an alert on the home page, notifying 

the number of new online registrations. 

 Open OLR 

page 

Click Online Registration on the left sidebar menu to open the 

OLR page. 

 Select an 

OLR 

Click the Event drop menu and select an event. Click the Person 

drop menu to display persons who registered for the chosen 

event. Select a person from the list. Click the Search button in 

upper right corner of page. 

 Display the 

OLR 

Registration information for selected person and event displays 

in a two-column list. Existing CASCE information (if any) for 

the selected person appears in the right column. Information 

entered by the customer during OLR appears on the left. 

 Process the 

OLR 

Compare the information in the two columns and use the 

customer-entered information to update and expand existing 

CASCE information. Research in CASCE when necessary to 

verify existing (or not) Person records, avoid duplicates, or 

resolve other questions about the information. See GAHEC 

guidance manual, particularly for avoiding duplicate Persons.] 

  Transfer customer-entered information (left) to CASCE (right) 

by clicking on “>” between the two elements of information. 

Transfer a group of elements by clicking “>>”between the two 

groups of information. Transfer any special needs stated by 

customer in registration Comments box to Special Needs field or 

notify staff, as appropriate. 

 CAUTION If you encounter a problem, print the OLR screen and then 

notify your supervisor. It is not advisable to deny a registration 

in CASCE. The registration information can then only be 

retrieved by the NCAHEC Program Office. 

 Approve 

OLR 

When processing is complete, click the Approve button. After 

approval, a registration disappears from the list in CASCE OLR 

and immediately appears in Quick Registration. 

 Check 

Person 

Page 

Check the person’s Person page to assure correct transfer of all 

information from OLR registration. Note that occasionally 

“Markets” and “Occupation” do not transfer; e-mail preference 

(home vs. Office) is not shown, even though the e-mail address 

does appear. Check for other incongruities or deficits. 

 Quick 
Registration 

Click Quick Registration in the left sidebar menu to access the 

person’s registration that you just approved. Click the drop 

arrow beside the list of registrants and select the Person ID from 

the list. (OLR is indicated in parentheses beside the Person ID.) 

  [SDS Dec 2, 2009--Although Greensboro uses this procedure, 

we are now uncertain why it is necessary. The PPM receipt_ID, 

Person_ID, and Event Number all automatically appear on the 

Receipt Page. 
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On the Quick Registration page, copy the Event number, last 

name and last four digits of SS# from the bottom of the page in 

the Registration Comment box. Under “Payments for this 

Registration,” click the receipt number to display the Receipt 

page. On the Receipt page that displays, click the Edit button at 

page top. Delete the credit card transaction number in the 

Comment box and paste the Event number, last name and pid 

that you copied from Quick Registration. . [Note that “receipt 

type” is shown as “Credit Card (OLP).”] Click “Save Edit.” 

  Click Quick Registration in the left sidebar to display the 

person’s registration. Click a session number (appears as a link) 

to open the session. Apply appropriate credits for the person. 

Reference the person’s credentials, discipline, or registration 

information to determine appropriate credits. Exit the Session 

page. 

 Process 

OLR 
Cancellation 

in CASCE 

 

Process cancellations to OLR registrations in CASCE by doing 

the following: In Quick Registration beside “Cancel,” click 

either “On Time,” “Late,” or “No Show.” At the prompt, click 

OK to confirm cancellation. Click on the Registration number 

(appears as a link) to open the Registration page, and click the 

Edit button. In the Comment box, explain the cancellation and 

note your identity. Click Save Edit button. 

 

Click the Payment number (link) to open the Payment page. 

Click the Receipt number to open the Receipt page. Click the 

Refund button. At the prompt, click OK. Enter the Person ID 

(lastName####) or Organization name to identify the payor. 

Click the Search button. In the list that displays, click the 

number beside the appropriate Person or Organization to select 

it. Enter the amount of refund at the prompt. In the Refund ID 

field, enter the credit card transaction number (or check request 

number, as appropriate). In the Comments box, identify yourself 

and add any other appropriate information. Click Save Add. 

 

To retain an “administration fee,” click the Event number (link) 

to open the Event page. Create and apply an administrative fee 

for 30% of the value of the registration being cancelled. Return 

to Quick Registration page and click the Select button beside the 

event fees field. In the popup window that opens, click Drop 

beside the current fee. (The popup window closes.) On the 

Quick Registration page, beside click Add and select the 

administrative fee. Near page bottom, under “Payment toward 

this Receipt,” click the Edit button to edit payment amount to 

the administrative fee. Click the Save button. 
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 Process 

OLR 
Cancellation 

in PPM 

 

Process the refund in PayPal Manager by crediting 70% of the 

registration amount. To associate with the original charge, enter 

to Comment field the Event number, last name and pid from the 

bottom of the Quick Registration page in the Registration 

Comment box. 

 Process 

Credit Card 
Transaction 

in Virtual 

Terminal 

NOTE: Virtual Terminal processes credit card transactions and 

writes them to PayPal Manager, BUT it does not write 

registrations to CASCE. You must manually enter the associated 

CASCE registrations. 

 

Open Virtual Terminal in a browser. 

(http://www.aheconnect.com/registration/srahec/vt.asp) Enter 

the following information: Your PayPal Username, Your PayPal 

Password, Amount, Credit Card Number (no spaces or dashes), 

Expiration Date, and Comment. 

 

Enter Comment as follows: 

 For receipts that will be entered to CASCE, record 

comment as “CASCE Event # - Person ID.” 

(example, 18024-smith1234) 

 For receipts that will not be entered to CASCE, enter 

comment as “contract name-payor name.” 

(example, EBP Contract-Durham Center) 

 

Define the transaction category by clicking to select “CE,” 

(Continuing Ed.) “TC” (Training Center), or “IAC” (Information 

Access Center). 

 

Optional, Not Required: Complete the Additional Options 

Section to send e-mail confirmation of payment and/or 

registration. Under Receipt Information, enter the payor’s name 

(Received From), customer’s e-mail address. Under Course 

Confirmation, enter the CASCE Event ID and the attendee’s e-

mail address(es). To enter multiple e-mail addresses, separate 

them by a semi-colon and space. 

 

Click the “Process Transaction” button. If you do not provide e-

mail addresses, confirmations will not be sent. If you do not 

enter the CASCE Event ID, the event detail link (URL) will not 

be included in the confirmation. 

 

Transaction Details will display if the transaction was accepted. 

(An error message will display if data was input incorrectly or 

the credit card transaction was declined.) IMPORTANT: 

1. Print the Transaction Details. 

http://www.aheconnect.com/registration/srahec/vt.asp
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2. To clear the Transactions Details page and do another 

credit card transaction, click the link “Click Here to 

Process Another Transaction”. 

3. When the Transactions Details page is displayed, DO 

NOT REFRESH or press Enter key! Doing so will 

process a second transaction on this credit card! 

4. For VT receipts to be entered to CASCE, reference the 

Transaction Details to enter registration and 

payment/receipt information. See Quick Registration 

topic in this document for guidance.  

5. For receipts not entered to CASCE, write on VT 

Transaction Detail “Not CASCE Receipt” and either 

“CE,” (Continuing Ed.) “TC” (Training Center), or 

“IAC” (Information Access Center). Include Transaction 

Details with deposit reports to Admin/Finance. (For 

security, only partial credit card number is shown on 

Transaction Detail.) 

6. Include Transaction Details with receipt reports to 

Finance/Admin. 

7. Keep a daily log of VT transactions. 

 Resolve 

and 

Report 

Credit Card 

Receipts to 

Finance 

After processing OLRs, pull CASCE web query report of Credit 

Card OLP and Credit Card Non-OLP for the period processed.  

 

[In CASCE, Event> QuickRegis>click on Receipt# under 

Payments Toward Registr; Receipts page displays; select 

Related Views; select Receipts with Participant Info >specify 

OLR, specify period, copy cells to Excel.] 

  Browse to PayPal Manager at https://manager.paypal.com/ . 

Generate PPM report for same period. (PPM reports a day from 

midnight to11:59 pm.) Copy activity list and summary of 

settlement report to Excel spreadsheet, formats, and prints. 

  Compare and resolve CASCE OLR report and Virtual Terminal 

Transaction Detail reports with PPM report, accounting also for 

PPM credits (refunds) which are said not to appear in CASCE 

OLR reports. (Note that there is a small clock time lag between 

associated CASCE OLR and PayPal Manager transactions.) 

  Add full documentation of credits (refunds) and approval to 

receipt reports.  

  Compile all documentation behind a summary page that lists the 

receipt and refund subtotals for each transaction category 

(CASCE OLR, Virtual Terminal, Refunds) and the grand total. 

  Submit all report items and summary page to Finance Admin, 

David Webb. 

 

  

https://manager.paypal.com/
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SALES EXAMPLE -- CASCE OLR page (partial) 

 
 

(lower portion of page not shown)  
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SALES EXAMPLE – Paypal Manager Login 

 

 
 

 

 

SALES EXAMPLE –  PayPal Manager Account Page 
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SALES EXAMPLE – PayPal Manager Transaction Detail 

 

 
  

  



Checklist for OLR Registrar Last printed 10/3/2014 11:04:00 AM first distributed March 7, 2008 

 

P:\04 Workgroups\Online Registration Implementation\OLR Financials\GAHEC Refund 

Process 

8 

SALES EXAMPLE – PayPal Manager Current Day’s Settled Transactions 

Here, AHEC account manager can generate a credit to refund a payment. PayPal generates confirmation of each 

transaction to the customer. 
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REFUND EXAMPLE -- CASCE 
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REFUND EXAMPLE -- PayPal Manager Transaction Detail 

 


