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Rosters 
From the main menu, go to Reports > Courses > Rosters 

 

Course Roster report manager screen displays and defaults to current Season and Year. Click Preview 

button or use other filters such as Category / Sub-Category to narrow down your report. 

 

You can Override Roster Template and select specific column headers.  
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Courses Start & End Dates Report 

From the main menu, go to Reports > Courses > Start / End Dates 

 

 

1. Run the ‘Start Dates’ option once registration is wrapping up.  This report will show which programs 

are starting in the upcoming weeks.  Select Enrollment option Below Minimum Enrollment to 

identify which programs are below minimum enrollment.  Reviewing the report will help you decide 

which programs to cancel and issue refunds. 

 

 

2. Run the ‘End Dates’ option once program is wrapping up.  This report will show which programs are 

ending in the upcoming weeks.  This will help identify which instructors will need to get paid. 

 

3. Can also filter by Program Manager. 
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Cancelled Courses 

From the main menu, go to Courses > Courses 

1. To cancel a course in ReCProTM, check box Cancel Course and enter a Reason in the field next to it. 

Click Save button. 

  

2. If there are any participants on the roster, this course will show up in the Pending Cancelled Courses 

grid.  From the main menu, go to Courses > Pending Cancelled Courses. 

 

3. Click View Course button  
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4. This will take you to Course details, then click Roster tab. 

 

5. Roster tab page gives options for Issue Refund or Transfer. 

 

6. Roster report allows user to Mass E-mail participants letting them know the course was canceled.   
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Instructor Projected Expenses Report 

From the main menu, go to Reports > Financial > Instructor Projected Expenses 

 

 

This report serves as a worksheet prior to using 

the Post Instructor Expense program. 

 

 

 

 

 

 

 

 

 

Option to Include Course Revenue Detail will 

show all revenue collected and refunds issued 

for each course.   

 



                                                                                           ReCProTM User Manual  
Version 1.31 

End of Registration /End of Season Reports                                                     R.C. Systems, Inc. |  7 

 

Post Instructor Expenses 

From the main menu, go to Courses > Instructors > Post Instructor Expenses 

 

1. Year / Season – select year and season from the pick list 

2. Expense Date defaults to today’s date, select Default Expense Type from the pick list, click Refresh 

button. 

3. View Revenue button – this grid allows you to review participant registration details. 
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4. Click Post Expenses button; verification screen displays, click yes to continue. 

 

Check Request – verification screen displays, click yes to continue. 

 

5. Enter Information for Check Request screen displays.  Select Reason Type from pick list, add Notes. 

6. Click Update Grid button. 

  

7. Check box ‘Create Separate Check Requests for each Course’ if user is paying instructor for multiple 

courses and wants separate check requests.  

8. Click OK button to finish. 
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9. When the screen closes, the Post Instructor Expenses grid will display the course as being posted in 

yellow and the amount to pay will be $0.00 

 

Example: Check Request (Instructor) 
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Course Expenses Report 

From the main menu, go to Reports > Courses > Expenses.  

The report manager screen uses the system default Season and Year, the rest are filters to isolate data, 

such as print for Instructor. 

 

Example Course Expenses Report 
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Balance Register Report (Summary) 

From the main menu, go to Reports > Financial > Balance Register  

Receipt Date & Time defaults to today’s date from midnight to 1 minute before midnight. User can 

change date range and time and use various filters to isolate data. Check box Print Revenue Account 

Summary Only to exclude balance register and module summaries. 

  

Course Profit / Loss Report 
From the main menu, go to Reports > Courses > Profit / Loss  

 

The report manager screen uses 

the system default Season and 

Year, the rest are filters to isolate 

data. 
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Facility Revenue (Rentals) 

From the main menu, go to Reports > Financial > Facility Revenue (Rentals) 

 

Courses Demographics 

From the main menu, go to Reports > Courses > Demographics 

  

Total registration breaks down demographically – choose either Participation Counts or Revenue 


