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I. How to issue a full refund on an item  
 

 

¶ CǊƻƳ ǘƘŜ th{Σ ŎƭƛŎƪ ǘƘŜ ΨInvoice LookupΩ ōǳǘǘƻƴ 

 

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



 

¶ Once the invoice information is ŘƛǎǇƭŀȅŜŘ ƛƴ ǘƘŜ th{Σ ŎƭƛŎƪ ǘƘŜ ΨSalesΩ ǘŀōΣ ǘƘŜƴ ΨQuick RefundΩ 

 

¶ /ƭƛŎƪ ǘƘŜ ΨOkΩ ōǳǘǘƻƴ ǿƘŜƴ ǘƘƛǎ ƳŜǎǎŀƎŜ ŀǇǇŜŀǊǎ 

 

¶ Select the item(s) you wish to refund from the onscreen receipt 

¶ /ƭƛŎƪ ǘƘŜ ΨwŜŎŜƛǇǘΩ ōǳǘǘƻƴ 

  



For Cash or Credit on Account  Refund:  
 

 

¶ Make sure that the information is correct. Check the amount to be refunded; be sure that the 

appropriate amount is entered into the corresponding cash or credit on account textbox 

¶ /ƭƛŎƪ ǘƘŜ ΨSaveΩ ōǳǘǘƻƴ to go back to the POS, the cash drawer will pop open and a receipt will 

print out 

  



For Debit or Credit Refund:  
 

 

¶ Make sure that the information is correct. Check the amount to be refunded; be sure that the 

appropriate amount is entered into the corresponding debit or credit textbox 

¶ /ƭƛŎƪ ǘƘŜ ΨSaveΩ ōǳǘǘƻƴ  

 

 

¶ Smart Swiper will open up; swipe the credit card to apply the refund or manually type in the 

credit card number 

¶ Enter the expiration date as four digits xxxx 

¶ Enter the cv code on the back of the card 

¶ /ƭƛŎƪ ǘƘŜ ΨEnterΩ ōǳǘǘƻƴ ǘƻ ŦƛƴƛǎƘ ǘƘŜ ǊŜŦǳƴŘ ŀƴŘ ǇǊƛƴǘ out a receipt 

  



II.  How to issue a partial refund on an item  
 

 

¶ CǊƻƳ ǘƘŜ th{Σ ŎƭƛŎƪ ǘƘŜ ΨInvoice LookupΩ ōǳǘǘƻƴ 

 

¶ Locate the invoice to apply a partial refund and double click on it to bring the information up in 

the POS 

  



 

¶ ¢ŀƪŜ ƴƻǘŜ ƻŦ ǘƘŜ Ψ{Y¦ІΩ ŀƴŘ ΨhǊŘŜǊ L5 ІΩ ƻƴ ǘƘŜ ƛƴǾƻƛŎŜΣ ǘƘŜǎŜ ŀǊŜ ƛƳǇƻǊǘŀƴǘ ƴǳƳōŜǊǎ ŦƻǊ 

completing the partial refund - perhaps write them down (Note: The Order ID# will only show if 

the transaction was completed using debit or credit) 

¶ /ƭƛŎƪ ǘƘŜ ΨCancel SaleΩ ōǳǘǘƻƴ ǘƻ ŎƭŜŀǊ ǘƘŜ ǎŎǊŜŜƴ 

 

¶ Enter the amount of the refund in the SKU entry field as a negative value (Note: Our example is 

refunding $40, as seen in the above image) 

¶ /ƭƛŎƪ ǘƘŜ ΨChange PriceΩ ŦǳƴŎǘƛƻƴ ōǳǘǘƻƴ 



 

¶ Enter the SKU# into the SKU entry field ŀƴŘ Ƙƛǘ ǘƘŜ ΨEnterΩ ƪŜȅ ƻƴ ǘƘŜ ƪŜȅōƻŀǊŘ 

 

¶ The POS will now show that $40.00 will be deducted 

¶ /ƭƛŎƪ ǘƘŜ ΨReceiptΩ ōǳǘǘƻƴ 

  



For Cash or Credit on Account Partial Refund:  
 

 

¶ Enter in the invoice number into the corresponding textbox 

¶ Enter an explanation for the refund into the corresponding text area 

¶ Ensure that the amount to be refunded is correct and entered into the appropriate ΨcashΩ or 

Ψcredit on accountΩ textbox 

¶ /ƭƛŎƪ ǘƘŜ ΨSaveΩ ōǳǘǘƻƴ to return to the POS, open the cash drawer and print out a receipt 



For Debit or Credit Partial Refund:  
 

 

¶ Enter in the invoice number into the corresponding textbox 

¶ Enter an explanation for the refund into the corresponding text area 

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

credit textbox 

¶ /ƭƛŎƪ ǘƘŜ ΨSaveΩ ōǳǘǘƻƴ  

 

 

¶ Smart Swiper will open up; enter the Order ID# into the SmartSwiper text area 

¶ /ƭƛŎƪ ǘƘŜ ΨEnterΩ ōǳǘǘƻƴ ǘƻ ŦƛƴƛǎƘ ǘƘŜ ǊŜŦǳƴŘ ŀƴŘ ǇǊƛƴǘ ƻǳǘ ŀ ǊŜŎŜƛǇǘ 


