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Posting Ravenna Application Fees 

This document shows how you can export your Ravenna application fees received and import into 
Senior Systems > Accounts Receivable as a Miscellaneous Cash Receipt. 

 

 

RAVENNA: From the Applicants Dashboard   

1. Select the Reports menu on the left  
2. Select Payment Report 
3. Select Month 
4. Select Download CSV at bottom of page to save a .csv file of the List 

 
 

EXCEL 

5. Open the .CSV file from Ravenna export  
a. add the Application GL number into Column J 
b. Make sure the J column is formated as TEXT  
c. Save the File as EXCEL 

 
 
 

6. If you want the Posting Reference in GL to have the student First and Last name, you need to create 
a formula that will concatenate columns D and E.  To do this click in column K, enter Posting 
Reference as the Column header.  Click in cell K2 and enter an = sign.  Then enter D2&” “&E2 and 
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Tab.  This should now display the students first and last names, separated with a space.  If it works, 
copy the formula all the way down your spreadsheet. 

 
 
 
ASCENDANCE: AR Module 

7. Log into Ascendance Accounts Receivable  
8. Go into AR Cash Receipts and start a new batch.  Click on CUSTOM IMPORT.   

a. select Miscellaneous Cash Receipts. 

 

9. Select your File.  Select the Import Map for Ravenna App Fees.  Click OK. 
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You will need to to set up your own Import Map one time, below demonstrate how we set up this 
example: 

 

10. When the batch processes it will give you an Error message on the CHECK DATE field.  Click on Skip 
all Errors.  This is happening because the Ravenna column for the date, contain time as well.  The 
Import is smart enough to only read the date portion of the value, however it does give that error 
message. 
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11. Review the results of the Import.  Click POST to post to an AR Cash Receipts batch. 

 

 

12. You have the option to Modify the Batch Description  
a. Best Practice: Change the word (Imported) to (Ravenna) so you can easily identify the 

source of this data 

 

13. You will now be taken to the AR Cash Receipts Pending Batches table 
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14. Now you need to select the Ravenna batch 

 

15. Select Post to proceed to posting your batch to GL.  The process is now complete. 


