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For sales that were done in Touch POS and are NOT linked to a customers household account, the 
original items sold need to be reversed and then a refund can be processed. 

Here is the example receipt we will use:
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Step 1: From the Touch POS menu, add the item(s) to be refunded to the shopping cart. Then, select 
these item(s) and click the ‘Reverse’ button. 

Note: In some cases the ‘Reverse’ button might be smaller and abbreviated like in the picture below. 

This will change the total to a negative 
number and the ‘Payment’ button will 
change to ‘Refund’. Click ‘Refund’ to 
proceed. 
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Step 2: On the Refund screen, select payment code ‘03 – Credit Card’. A box will appear for ‘Receipt 
Number’. Enter in the receipt number from the original sale and click the drop down box to select 
the card token that was linked to the original sale.

Then click process to finish the transaction.  
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For sales that are linked to a customers household account, refunds are processed under Global 
Sales and the ‘Purchase History’ tab. 

Step 1: Lookup the customers household account in Global Sales. 

Step 2: Click on the ‘Purchase History’ Tab. 
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Step 3: Find the item that needs to be refunded and highlight it. Use the different data grid filters as 
needed depending on how many items are in this customers history. 

Use the buttons below depending on what needs to be done.  

Update Fees allows you to increase/decrease fees on a particular item. 

Deposit Refund allows you to refund a deposit (damage or cleaning fee for 
example). 

Cancel Selected Items will cancel the item and generate a refund. 
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In this example, we are fully cancelling a pass membership. After clicking ‘Cancel Selected Items’, the 
item will be put into the shopping cart and the ‘Refund’ button will appear. 

Step 4: Click ‘Refund’ in the bottom right to 
be taken to the refund screen. Select 
payment code ‘03 – Credit Card’. A box will 
appear for ‘Receipt Number’. Enter in the 
receipt number from the original sale and 
click the drop down box to select the card 
token to process the refund back to. 

Note: With a customer account, you might 
see multiple card tokens in this drop down. 
That is normal, select the one the customer 
is requesting a refund to. 
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For sales that are NOT linked to a customers household account, refunds are processed under Global 
Sales and the ‘Purchase History’ tab in almost the same way as a normal customer account refund.

Step 1: Since there is no customer account to look up, click the ‘Daily/Guest Household’ Button.  

Step 2: Click on the ‘Purchase History’ Tab. Scroll to the right a little ways and find the ‘Current 
Receipt’ field. 
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Step 3: Click the filter option button and choose ‘Equals.

Then input the customers receipt number tied to the original sale. Once you click out of that field, 
the transaction will display. From here, follow steps 3 and 4 from the previous section to Update 
Fees/Cancel and then process a refund back to the customers card. 

Note: When accessing Purchase History under the Guest/Daily Household, the data grid 
will NEVER populate anything until you search for a direct receipt match. You can ignore
the “Processing’ icon that spins and just follow step 3 above to search for the customers 
receipt. 
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If a customers household account in RecTrac has a credit balance on it, you can refund this back to 
the customer with the following steps. 

Credit balances in RecTrac happen when an item is cancelled and instead of refunding it directly 
back to the customer, they decided to keep the credit on their customer account to be used at a 
later date. 

Step 1: Lookup the customers household account in Global Sales. (see page 5 for an image of this). A 
message about the customer having a credit balance will appear. Click ‘OK’. 

Step 2: Click the ‘Payment’ button in the bottom right to access the payment screen. Click ‘Yes’ to 
the following message.  
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Step 3: On the right-hand side, click ‘Use/Refund Credit’. 

Step 3: On the right-hand side, click ‘Use/Refund Credit’. Select the credit(s) to refund and click 
‘Refund Selected Credit(s). OR, click ‘Refund All Credits’ if you want to include all credits on this 
customers household. You will be returned to the payment screen. Process the refund back to a 
customers credit card normally.  
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In some cases, the customer might need a refund back to a different card than what is linked to the 
original sale. There are two payment codes for that:

Payment Code 33 – Refund CC – Manual Card Entry

Use payment code 33 if the customer needs a refund and you are manually entering in the card 
number/expiration/CVV/zip code. 

Payment Code 34 – Refund CC – Swipe Card Entry

Use payment code 34 if the customer needs a refund and they are physically there and can 
tap/insert their card into the reader. 

Special Credit Card Refund Codes

If a customer made a payment over WebTrac and now they need a refund, there is a special User 
Group that gets assigned to managers who need to perform these refunds. Contact CNIC IT if your 
account needs this User Group. 

To process the refund and have it go back to the card they originally paid with on WebTrac, log into 
RecTrac and select the ‘Web Refund’ User group for your region. 

Once logged in under the ‘Web Refund’ user group, follow the steps outlined in the other sections of 
this document to process the refund through Global Sales, either under a customer household 
account OR as a guest.


