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Approving Signature 

Authorized User Note: Online refunds replace manual refunds previously processed. 
 
 Internal controls for refunds are maintained by user code authorization.  

Only selected personnel are issued user code “78” which allows entry of 
refunds on Michigan Administrative Information Network (MAIN). 

 
  1. Accesses R*STARS, clicks on user code “78” and presses ENTER. 

 
  2. Types “500” in Link To field and presses ENTER to access the Batch 

Header (S500) screen. 
 

  3. Enters batch header information: 
 

 A. Batch Agency 
 B. Batch Date:  Current date 
 C. Batch Type: “4” 
 D. Batch Number:  From assigned series 
 E. Batch Count:  Number of items in batch 
 F. Batch Amount:  Total of refund amounts. 

 
  4. Presses the F10 function key to save batch header and view the Transaction 

Entry (S505) screen. 
 

  5. Enters refund information for first refund: 
 

 A. Doc Date:  Current date 
 B. Eff Date:  Current date 
 C. Cur Doc/Sfx:  “VP” 
 D. Agency 
 E. Trans Code:  “220” 
 F. Index 
 G. Comp/Agy 
 H. Amount:  Amount of refund 
 I. PDT:  “DA” (mail across documents) or “S3” (special handling) 
 J. Doc Amt:  Total amount of refunds in batch 
 K. Doc Agy 
 L. Desc:  Enters reason for refund 
 M. NM:  Individual or business name 
 N. ADD1-ADD4:  Mailing address (street address must be on “ADD4” 

line) 
 O. City 
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Authorized User 
(cont.) 

 5. P. State 
Q. Zip. 
 

  6. Presses the F4 function key to edit transaction. 
 

 A. If error message appears, corrects data and presses the F4 function key. 
 

 WHEN:  After Successful Edit 
 

  7. Presses the F10 function key and views message “Transaction Successfully 
Written.” 

 
  8. Repeats steps 5 through 7 for each refund. 

 
  9. Presses the F6 function key to balance the batch. 

 
 A. If batch not balanced, corrects data and presses the F6 function key to 

balance. 
 

 10. Presses the F8 (R*STARS 37 screen) function key.  
 

 11. Presses Home and types “NOTE” in the Link To field. 
  

 12. Enters description for the entries. 
 

 13. Presses the F10 function key to save. 
 

 WHEN:  Note Completed and Batch Is Balanced 
 

 14. Obtains batch approvals according to division procedures. 
 

   End
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