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Item Topic Task
CASCE | Log into CASCE and view an alert on the home page, notifying
Login the number of new online registrations.
Open OLR | Click Online Registration on the left sidebar menu to open the
page OLR page.
Selectan | Click the Event drop menu and select an event. Click the Person
OLR 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 | Registration information for selected person and event displays
OLR 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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Item Topic Task

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 Process cancellations to OLR registrations in CASCE by doing
OLR the following: In Quick Registration beside “Cancel,” click
Cancellation | either “On Time,” “Late,” or “No Show.” At the prompt, click
in CASCE | 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 1D
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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Item Topic Task
Process Process the refund in PayPal Manager by crediting 70% of the
OLR registration amount. To associate with the original charge, enter
Cancellation | to Comment field the Event number, last name and pid from the
in PPM | hottom of the Quick Registration page in the Registration
Comment box.
Process NOTE: Virtual Terminal processes credit card transactions and
Credit Card | writes them to PayPal Manager, BUT it does not write
Transaction | registrations to CASCE. You must manually enter the associated
in Virtual | CASCE registrations.
Terminal

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:

e For receipts that will be entered to CASCE, record
comment as “CASCE Event # - Person ID.”
(example, 18024-smith1234)

e 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.
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Item Topic Task

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
“lAC” (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 | After processing OLRs, pull CASCE web query report of Credit
and Card OLP and Credit Card Non-OLP for the period processed.
Report
Credit Card | [In CASCE, Event> QuickRegis>click on Receipt# under
Receipts to | Payments Toward Registr; Receipts page displays; select
Finance | 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 t011:59 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.
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SALES EXAMPLE -- CASCE OLR page (partial)

first distributed March 7, 2008

o Online Registration for minich5104
[Denﬂ rAppruve ]
Registraton for Event# 20606: Pulmonary Strategies for the Future (11/29/07 9.00 AM)
Event Fee: Early/Online fee ($85.00)
More than one Session fodad for Event# 20606
Online Payment with amount of $§85.00 (§85.00: Early/Online fee)
approved (approval code: MCHS: 895454121) at 11/07/07 9:21 AM
OLR Buffer Store/Update |____Refresh from Person record |

person id: A mmx:hﬁﬂjd
salutation | [3 | M
nckname: v Trnpp
firstname: f‘r‘/ilﬁam
ni &) |
lastname: | Mimch
ot Bl
degrees_certifications: | [Z] BS -
reporting_ dwcipline | Cther hed]
accupation [3 Other - Not Tracked / None v
sex: Male  Female - Unreported E] @Male OFemale O Unreported
wanls_promotions Yes No @ ®Yes ONo
mail_goes_to: Home  Office E] ®Home OOffice O Unreported
howe_address!: \[2]  [1216 Grayiana Street
home_address2: ) [
home_city_state_county
home_zip: B Q (27408

(lower portion of page not shown)

P:\04 Workgroups\Online Registration

Process
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SALES EXAMPLE - Paypal Manager Login

PayPal Manager

_

Manager Login

‘ @ Your session has expired. Please login again. ‘

Leave the Users figld blank if you are logging in for the first time, or if you do not have additional users sat up.

" Reguired Field

" Partner: witalprocessing
T Merchant Login: md‘uthECl

User: |

" Password:

Cmvmed womiie mosmmismedd s

SALES EXAMPLE - PayPal Manager Account Page

PayPal.com |Documentation |Downlosds | Support |Log Out

PayPal Manager

Search Transactions | Virtual Terminal | Reports |

Home | Account Administration | Service Settings

Welcome, minichtl
Message Center || Alert Archives

Mo Messagas

Alerts
Mo Alerts
Business Activity Center
Hame: The Gresnshoro AHEC

Tronsaction Activity Email: tripp.minich@mosescone.com

Status: Tour sccount is currently in ACTIVE
status. You can run both live and test

[#] Total Business Summary for Wednesday, 11.07/2007 *

[#] Settled & Unsettled Transactions for Tuesday, 11062007 = transactions.
* Avalable dala is only Tor ive Iransactions
Service Status ©/ Mode
PavFlow Pro Live =
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SALES EXAMPLE - PayPal Manager Transaction Detail

Transaction ID: VSIELDOG3IFED

Timestamp: Nov 06, 2007 18:54:03 PM

Transaction Type: Sale
Tender Type: Viza
Credit Card Number: 4828530 K2044
Credit Card Expiration: 08 /2011
Amount: B5.00 USD
Tax Amount: 0.00 USD
Shipping/Freight Amount: 0,00 USD
Duty Amount: 0.00 LUSD
Original Amaunt: 0.00 USD
Original Transactinn, [0 ... oo
Batmberz 0.00 USD
Credit Card Expiration: 0.00 USD
Amount: 000 JSD
Tax Amount:
Shipping/Freight Amount: 200
Comment 1: 20062-weeks3551
Comment 2:[&) nling Registration
Billing Information
Billing Address: Rita Weaeks

Transaction History
Transaction 1D Timestamp
WEIE1DOG3FED Moy 06, 2007 18:54:03 PM

P:\04 Workgroups\Online Registration
Process

Result Code: O
Response Message: Approved
Authorization Code: 540365
AVS Street Match: %
AVS Tip Match :
International &Y¥S Indicator: N
Card Security Code Match:
RBA #:
Cust Ref #:

Shipping Information
Shipping Address:

Transaction Type Amount Result Details
Sale BS.00 UsD o --

y
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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.

Date Time Zone Host Processor Transaction Type Settlement Status Transaction Mode
Tue Nov 06, 2007 to Tue Nov 06, 2007 LS, Pacific VITA 2l Settleable Settled Transachons Live

Download: | ASCI Text - 1-15 of 15 First | Prev | Mext | Last

TRANSACTION TRANSACTION TRAMSACTION EXPIRATION RESPOMNSE BATCH

(1] TIME TYPE CARD TYPE ACCOUNT NUMBER DATE CURRENCY AMOUNT RESULT MSG COMMENT1 COMMENT2 ID

YECEIDDOESTS Moy 6, 2007 |Sale MasterCard 5403300000037 25 1207 UsD 9000 0 Aoproved  19982- Onlire 200
41533 An taylord1 23 Registration

NTJE1DS1760 Moy 6, 2007  |Sale Yisa 411 BRH031 33 08109 USD B0 o0 Approved | 15375 AHE Connect 200
B-15:48 AN caber3d70 Registration

W 440114 Mov G, 2007 |Sale Wisa 411 BO00H043133 08/09 =] ‘o0 0 Approved | 15382- AHE Connect 300
G-59:38 AN caber3370 Registration

VOEE1E4AG] Moy 6, 2007 | Sale Yisa AO0FHC0000 565 0111 UsD 9800 0 Approved | 20061- Cnline 300
B-50:54 AM knoxi524  Registration

WEFETDATIFET Moy &, 2007 Sale Yiza 400000000 58S 01711 Ush 27500 0 Approved 20215 Online 200
T0E0T AM knoxi524 Registration

WOCETE4B101E Mav 6, 2007 Sale Visa AT GCR00024T 4 D5M1 usnD 35.00 1] Approved  15118-1ake- AHEConnect 200
840042 AM caerd283  Registration

WREE1E4B10DEB Moy &, 2007 Sale Viza ABE T HHRET 41 10709 usD 50.00 1] Appronved  20688- Online 300
BA1:20 AM norisd340  Registration

WAIEIDF 36881 Mow 6, 2007 Sale Visa 42T SRAOG000294T 10110 usD 35.00 1] Approved  15118- AHEConnect 200
9:53:32 A shelly3339  Registration

YWIMETDAGBCOE Moy 6, 2007 Sale Visa A2 TRRN00EITS 0510 usD 35.00 1} Approvsed 157118- AHEConnect 200
10:50:06 AM Towler? 244 Reglstration

YREEIDDIEBIB Mov 6, 2007 | Sale Wiza 411 SRO00HC100 0210 UsD 4500 0 Aoproved | 20446 Cnline 200
121333PM maurard47s Registration
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REFUND EXAMPLE -- CASCE

/2 Quick Registration - Select Event Fees - Windows Internet Explorer i ] [

&  httpt/fdb.ncshec netincshecicascelquickieventfes_seleck, cfm?event_fk=202158&eqgistration_fk=630121 j
=]

Select CASCE Event Fees
for Registration # 630121 in Event # 20215

lth.mioutofil_‘:lililil Cancell

event fee begin date % expiration_date % show_for_olp % description

Drop | $80.00 No Administrative fee

ﬂl §275.00 Yes Registration Fee (Lunch not included)
Add|  50.00 No Scholarship
Add| S185.00 Yes Registration Fee for AWTP Participants (
Add| $265.00 12/31/07 Yes Sneak Peek Discount Fee

4]

|
|Done l_ l_ l_ l_ l_ l_ |@ Inkernet TA00% v g

Lisl
€  http:jfdb.ncahec.netincahec/casce fasce _init.cfm j

2,

978 X
R —— Greensboro CASCE
S casce Quick Registration

Quick Registration

Online Registration =

£ 62 Ui Event | £20215 6th Anual Enneagram Weekend: The Levels of Development 4/11/08 700 PM - 4/13/08 600 PM Open

(3 person

(20 Oreanization

Group ‘ v I

special_needs: None _-Nange

City pece Status: Canceled On Time

D Event

Credi Add New| _Waitlst | Registation  Regisyaion Method: Ouline | Change

O Report ‘ Ms. Rabin Dorka

. Drop |[dorkod679 =] 2630121 (1 of 45)

How Heard About: Unreported _Changs 525 Woodvale Drive

Upload Cancel OnTime | Late| No-Show Greensboro NC 27410

Change Password Discipline: Allied Health

Assign Substitute
Transfer to Other Event

description: Registration Fee (Lunch not inchided) event_fee:  5275.00
description: Administrative fee event_fee: $80.00

event fees:  §335.00

No PastDues

Attendance in Session(s): Add
none

‘ registration_fee: $355.00

Payment(s) toward this Registration: Add

Receipt 2242858 dorka2619
Drop | 2319470 -
Edit | payment_amount: $80.00

‘ registration_payments: 580.00

‘ registration_balance: $275.00

. gl
Done [IAT T [T @ mkemet EYRY
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{2 NCAHEC CASCE on db.ncahec.net - Windows Internet Explorer
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Last printed 10/3/2014 11:04:00 AM

first distributed March 7, 2008
=18

E|

a8 X

Greensboro CASCE Receipr # 242358

5

Change Password

Scascz | =] 2| >I| Find| Add| Edit| Delete
Quuck Registration
Omline Recistration
23 R Usilities person id: dorko2619
Opesson receipt_ts: 1/30/08 1:40 PM
(2 Dreaniz
Group ; _
Citv Recerpr receipt_amount (5): 275.00
D Event Pavment # 319470 payment amount (S): 80.00 Event 220215 dorko9619
Credit fnd % 7882 refind_amount (5): 195.00 VRFE2A2F417A
@ Report
Help disbursements (S): 275.00
Upload

receipt_balance (S): 0.00  Refund

receipt_id: OLR-VTGE1F67F&877
receipt type: credit card (OLP)
budget_code: 302C928

comment: 20215-dorko9619 cannot attend 20215 request card be credited $195 3/4/08 mlee.

lastupdate: mlee casce 3/04/08 3:48 PM

Sorted by person_id, organization_name, address], receipt_ts |

Done

[T @ mtemet

{2 NCAHEC CASCE on db.ncahec.net - Windows Internet Explorer

& | ttpsjidb ncahec netfncaheclcascefiasce_ini.cfm

N

=181x]

23928 X

Heascs

Quick Registration

Greensboro CASCE Refund =783

) <] o] 1 o s ] e

Online Rezistration
[ 6R Urilties
DO erson
[ Orzanization
Group
City
O Evem
Credit
O Report
Upload
Changze Password

Receipt # 242858 person_id dorke9619

receipt_ts: 1/30/08 1:40 PM

refimd_ts: 3/04/08 3:50 PM

receipt_amount (5): 275.00
Payments total (S): 80.00
Supports total (5):  0.00
Other Refimds total (S):  0.00
other disbursements (3): 80.00
ofirnd  refund_amount (3): 195.00 For Entire Receipt
receipt_balance (S): 0.00

refind id VRFE2A2F417A
comment: dorko9619 cannot attend 20215 request card be credited 5195 3/4/08 mlee.

lastupdate: mlee casce 3/04/08 3:31PM

Sorted by person_id, organization_name, address], receipt_ts %/, refnd ts ).

Done.
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REFUND EXAMPLE -- PayPal Manager Transaction Detail

SEE

@_: e |g https:,l',l'manager.paypal.com,l'performSearchTransaction.do?searchType=transID&searcthpePP=partiaIEmaiI&firstName=&sj % Identified by Yerigign 4| X IGoogIe B~

File Edit View Favorites Tools  Help

Gougle|C,- LIGO {r% @ Eﬁ‘ - | * Bookmatks - 5]52 Blacked | a.;?Check » o Autolink v r‘_,nutoFiII | Sendtow @SettinQSv

32? oy @PayPaI Manager | | @ -~ & - Eéé v l-_‘r_\’_age v ‘:,s’ Tools = ?
=

View Transaction Status

Information for Transaction
Information for Paypal Tran
Transaction Result Details

Transaction ID

Billing Information

Timestamp:

Transaction Type:
Tender Type:

Credit Card Number:
Credit Card Expiration:
Amount:

Tax Amount:
Shipping/Freight Amount:
Duty Amount:

Original Amount:
Original Transaction ID:
Batch ID:

Purchase Order Number:

Customer Code:

Comment 1:

Comment 2:

Billing Address:

ID: VRFE2A2F417A
saction ID:

» VRFE2AZF4174

PayPal Transacion ID:

Mar 04, 2008 12:50:30 PM
Credit

MasterCard
SAQ0XHHHNKNK2590
06/ 2009

195.00 UsD

0.00 UsSD

0.00 UsSD

0.00 UsDh

275.00 UsD
VIGEIF&7/FEFY

416

VTGEIFS7FETT
dorko9519

Supplier Reference #:

20215-dorko2619

Online Registration

Robin Dorko

Result Code: 0

Response Message: Approved

Authorization Code:

AVS Street Match:

AVS Zip Match :
International AVS Indicator:
Card Security Code Match:
ABA #:

Cust Ref #:

Shipping Information

Shipping Address: ﬂ

|D0ne l_ l_ l_ l_ l_ l_ |0 Internet

HI0% - g
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