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How to issue a full refund on an item
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Customer Amount TYPE
04/20/2013 Cash, Check, Charge $ 303.12 Cash

1 Locate the invoice to be refunded and double click on it to bring the information up in the POS



File Edit | Sales | Actions Print PLU iHelp
New Sale R
Finish Sale with Receipt F6
Finish Sale with No Receipt F
‘Quick Refund Ctel+D

ek 3 e

No Sale Ctrl+N
View Paymnt History on Invoice  Ctrl+H

SKUF

UPS Next Day Rir Saver

OTE
Csp Teating
TE

UPS Tube
moTE

Declared Value: 500

woTE

Trackingk: 121140381391009409
mOTE

Package TDF: 0110030

OTE
Dimensions: 38in. X 7in. X 8in.
mOTE

Scale Display: 20 1b

mOTE

Refund 0

Gt = Phone | Lamin-
R @ | Cards | ating

1DAYSVR a0s.12 1 §a0s.12 @ Office

Ship Letter p
Ship One
] rv“'é
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I.-’ ‘-I To make a refund:
-

4
~ 1.0nthe POS Receipt, select each item you want to refund.
2. When done, press the <Receipt> button to process the Refund.
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1 Select the itenfs)you wish to refund from the onscreen receipt
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For Cash or Credit on Account Refund:

) Refund Procedure - o

Refunds Explanation for Return: (Required)

Name & Customer request
Address{Required):

Cash Refund:

Debit Card
Refund:

Charge Card
Refund:

Credited On
Drawer ID Account:
01

1 Makesure that the information is correct. Check the amount to be refunded; be sure that the
appropriate amount is entered into the corresponding casleredit on accountextbox

1 / f A OPavdl K& duifigo Bayk to the POS, the cash drawer will pop openaarateipt will
print out



For Debit or Credit Refund:

x

Refunds

Explanation for Return: (Required)
Customer request

Cash Refund:

Debit Card
Refund:

Charge Card
Refund:

Credited On
Drawer ID Account:
01

1 Make sure that the information is correct. Check the amount to be refunded; be sure that the
appropriate amount is entered into the corresponditgbit or credit textbox
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Rey 1/1/2010
i 4

1 Smart Swiper will open up; swipe the credit card to apply the refund or manually type in the
credit card number
1 Enter the expiration date as four digits xxxx
Enter the cv code on the back of the card
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II.  How to issue a partial refund on an item

File Edit Sales Actions Print Administration PLU iHelp
Shiprite Software -
1312 Genesee St | . .

Utica, NY 13501
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1 Locate the invoice tapply a partial refunénd double click on it to bring the information up in

the POS
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Amount TYPE
$ 303.12 Cash
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completing the partial refund perhaps wrie them down(Note: The Order ID# will only show if
the transaction was completed using debit or credit
2
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Utica, NY 13501
315-733-6191
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1 Enter the amount of the refund in the SKU entry field as a negative Vdbte:(Our example is

refunding $40, as seen in the above imgage

1 / f AOChangKBi®@Y Fdzy OliA2y odziti2y

i K
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Shiprite Software
1312 Genesee St
Utica, NY 13501
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Shiprite Software

1312 Genesee St 1
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1 The POS will now show that $40.00 will be deducted
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For Cash or Credit on Account Partial Refund:
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Refunds Explanation for Return: (Required)

Name &
Address{Required):

Phone
Number{Required):

Cash Refund:

Invoice Number: Debhit Card
[ | Rekne

Charge Card
Refund:

Credited On
Drawer ID Account:
01

1 Enter in the invoice number into the corresponding textbox

1 Enter an explanation fahe refund into the corresponding text area

9 Ensure that the amount to be refunded is correct and entered into the appropWatd(br
Wredit on accourfiextbox

1 / t A OPavdl K& dniwét@n/to the POS, open the cash drawer and print out a receipt



For Debit or Credit Partial Refund:

3 Refund Procedure

Save @

Refunds Explanation for Return:  (Required)
Name &
Address(Require:

Phone
Number(Required):

Cash Refund:

Invoice Number: Debit Card
T

Charge Card
Refund:

Cradited On
Drawer ID Account:
01

1 Enter in the invoice humber into the corresponding textbox

=

Enter an explanation for the refund into the corresponding text area

1 Ensure that the amount to be refunded is correct and entered into the appropriate debit

credit textbox
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1 Smart Swiper will open up; enter the Order ID# into the SmartSwiper text area
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