
RecTrac 3.1:  Refunding a Credit Balance 

 

Open Global Sales: 

 

 

 

Enter the household’s name: 

 



 

 

 

Highlight the household and select it: 

 

 

 

Answer OK: 

 



 

Select the $0.00 Payment button: 

 

 

 



Answer Yes: 

 

 

 

Select Use/Refund Credit: 

 

 



 

Highlight the correct credit and select Refund Selected Credit(s): 

 

 

 

Change the Pay code to 03 – Credit Card, make sure that the Refund Option is Refund Now, and select 

the correct Linked Credit Card: 

 



 

 

Select Process: 

 

 

 

 



 

 


