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How to Process a Refund in Touch POS

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:

I RecTrac TRAINING DATABASE !!!

El Patio

Clerk: NG

Date: 04/24/2024 @ 10:12

Description Ext Price
mall Soda 2.30

Total New Fees 2.30

Total Due 2.30

Total Fees Paid 2.30

Total Paid 2.30

Payment of: 2.30 Made By:CREDIT CARD
Auth: 823605 Card#: xx00000XXXXX

Receipt # 19154
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How to Process a Refund in Touch POS cont.

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.

Description Total STAMTERS s
v *.00 Small Soda (EU8S... $2.30 AND SIDES
SWEETSAND | |
DRINKS | | Bomt
BUILD YOUR |
OWN
Total
$23
Remove Change From Cart Add
Empty
Cart Credit Card

$2.30 Payment Qty  Description Total STARTERS

O -1.00 Small Soda (EU8... $-2.30 | ANDSIDES

This will change the total to a negative | ORNKS
number and the ‘Payment’ button will

change to 'Refund'. Click ‘Refund’ to ' BUILD YOUR
proceed. s

Total
$-2.30
Remove Change From Cart Edit
Moc
Empty
Cart Credit Card

$2.30 Refund
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How to Process a Refund in Touch POS cont.

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.

n i

30 $2.3C
Total Paid ©

Total Refun

$2.30
@

Pay Code

03 - Credit Card

Refund Option *

“
>

Refund Now

Receipt Number: 19154 Amount: $2.%

Payment Reference 2
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How to Process a Refund in Global Sales - Household

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.

() Global Sales Lookup

Global Sales Lookup

Lookup ~ Search
B options O Templates (1) & Refresh Family Member Datagrid 1to 1 of 1 (Filtered from 1
Last Name 4 First Name - Status HH Address 1 HH Address 2 HH City HHState  HHZip HH Email Address HH Phone No
v v (1) Active - Y v v ©sel.. = Y v v

123 Main Street joel.lussier@navy.mil (901)874-2250

Add Change Household Daily/Guest Household Transaction History ~ -I

Step 2: Click on the ‘Purchase History’ Tab.

Global Sales for Lussier (1)

Global Sales

eague  Waitlist

€ Inventory POSTicket Rentalltem CurrentRental Locker CurrentLlocker Trip Visi

Purchase History

Options [ Templates (0) & Refresh Purchases 1to 10 of 101 (Filtered from 101

Tran Date ¥ Meodule ~  Description ~ FirstName = Status Total Due Total Paid

Y B8 (0)Selected 5 Y Y (3)Activ... =+ Y Y

O o04/26/2024 LK Joe Dugger Men's Locker Ro... Joel Rented 0.00 350
O o4/262024 PSS Hands On Assistance (SE73... Joel Sold 0.00 15.0
O o04/26/2024 PSS Texas State Inspection (SE7... Joel Sold 0.00 7.0
O  oa26r2024 RN Bay 03 from 04/26/2024 at ... Joel Complete 0.00 100
O o3n15/2024 PM AD/Res E1- E5 Walk 10 Punc... joel Active 0.00 160.0
O 031562024 pss Texas State Inspection (SE7... Joel Sold 0.00 70
O  o3n15/2024 PSS Unlimited Tool Rental (SE73... joel Sold 0.00 4.0
O 0311572024 RN Bay 04 from 03/15/2024 at ... Joel Complete 0.00 10.0
O  12n182023 AR NOFFS Certification Course ... Joel Enrolled 0.00 040
I:I 1971109072 ro Ton Ticnn #1040 19740/ lanl Dornnmnd Ann n.n

Update Fees ~ Change ~ Cancel ~ Pay Balance v Process v Reprint ~ Notes v

Enroll from Offer
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How to Process a Refund in Global Sales - Household cont. .

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.

Global Sales ra

€ Inventory POSTicket Rentalltem CurrentRental Locker Currentlocker Trip Visit Purchase History League Waitlist | 2

% Options O Templates (1) & Refresh Purchases 1 to 10 of 10 (Filtered from 101)
Tran Date ¥ Module ~  Description - FirstName = Status Total Due Total Paid
Y B8 ()Pass... = Y Y (36)Activ... v YV Y

Y 03/15/2024 PM AD/Res E1- ES Walk 10 Punc... Joel Active 0.00 160.0f-
O  12n1872023 PM Contractor Monthly (56) Joel Active 0.00 25.0
O 121872023 PM DoD Civ Limited Membersh... Joel Future 0.00 0.0
O 091372023 PM Contractor Monthly (56) Joel Active 0.00 25.0
O 04/06/2023 PM Contracter Monthly (56) Joel Expired 0.00 25.0
O 021012023 PM DoD Civ Limited Membersh... Joel Active 0.00 0.0
O  o01/1772023 PM Civilian/Guest Walk 10 Punc... Joel Active 0.00 0.0
O o0117/2023 PM Contractor Monthly (56) Joel Expired 0.00 25.0
O o01/1222022 PM Civilian/Guest Walk 10 Punc... Joel Active 0.00 0.0
M n11900 ors Fiuiline e imrt WAL 10 Boins  lanl Artivin nAn ao b
q

Update Fees v Change ~ Cancel ~ Pay Balance ~ Process v Reprint v Notes v

Enroll from Offer

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

Update Fees v

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

TR Deposit Refund allows you to refund a deposit (damage or cleaning fee for

Deposit Refund example).

Charge Pending Fees

Cancel ~ Pay

Cancel Selected Items will cancel the item and generate a refund.

Cancel Selected Items

Bulk Cancellation for D:
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How to Process a Refund in Global Sales - Household cont.

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.

ital Locker CurrentLlocker Trip Visit Purchase History League Waitlist | ¥

Order » FirstName < Last Name Birthday Age ¢
Purchases 1 to 7 of 100 (Filtered from 100) O 1 Joel Lussier 0 yrs 0 mos
~ FirstName = Status Total Due Total Paid
v @®)Aciv.. » ¥ Y
Men's Locker Ro... Joel Rented 0.00 3505
ssistance (SE73... Joel Sold 0.00 15.0
»
Inspection (SE7... Joel Sold 0.00 7.0
| 041262024 at .. Joel Complats 0.00 100 HH Lookup Update Household HH Reset HH Inquiry
Inspection (SE7... Joel Sold 0.00 7.0
ool Rental (SE73... Joel Sold 0.00 40
103/15/2024 at ... Joel Complete 0.00 100
Description First Name Total Amount Previous Paid
fication Course ... Joel Enrolled 0.00 0.0 =
[ AD/Res E1- €5 Walk 10 Punc... joel $0.00 $160.00
10:10, 12/18/20... Joel Reserved 0.00 0.0
1020 191000 lanal Cha nnn r\nv
13
Pay Balance ~ Process v Reprint ~ Notes ~

»

Total Amount Previous Paid
$0.00 5 160.00

Add To Cart
Remove Empty Cart Cart Options

H Total Refund @

30 $2.30
Total Paid ©
$2.30 Step 4: Click ‘Refund’ in the bottom right to
Pay Code @ be taken to the refund screen. Select
— A payment cc?de 0‘3 — Credit Clard LA box will
- appear for ‘Receipt Number'. Enter in the
el G el receipt number from the original sale and
Refund Now =8 ‘ click the drop down box to select the card
R i token to process the refund back to.
19154 5 X
Note: With a customer account, you might
L see multiple card tokens in this drop down.
Receipt Number: 19154 Amount:  $2.3 | I | Thatis normal, select the one the customer
e is requesting a refund to.
Payment Reference 2
3
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How to Process a Refund in Global Sales — Guest Sale

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.

Global Sales Lookup

Lookup ~ Search

1to 10 of 50 (Limited to 50)

@ Options [ Templates (1) & Refresh Family Member Datagrid
Last Name ~  First Name ~  Status HH Address 1 HH Address 2 HH City HH State HH Zip HH Email Address HH Phone No
Y v (1) Active = | 'Y Y Y Ose.. 3 Y Y v

== S - i m

Step 2: Click on the ‘Purchase History’ Tab. Scroll to the right a little ways and find the ‘Current
Receipt’ field.

Global Sales - No Household

Global Sales L3

€ Ticket Rental ltem CurrentRental Locker CurrentLocker Trip Visit Purchase History League Waitlist Packages Permi ¥

13 Options & Templates (0) 2 Refresh & Processing..purchases 1to0of 0

~ FirstName <+ Status Total Due Total Paid Current Receipt egin Date End Date 4
Y (36)Activ.. = YV Y Y Y 8 Y 8

1 . ] | 4

Update Fees ~ Change ~ Cancel ~ Pay Balance ~ Process ¥ Reprint ~ Notes ~
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How to Process a Refund in Global Sales — Guest Sale cont.

Step 3: Click the filter option button and choose ‘Equals.

Current Receipt Begin Date t

Y Y B8

Equals

Less Than

Greater Than

Less Than or Equal
Greater Than or Equal

Not Equals

Fees/Cancel and then process a refund back to the customers card.

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

1 to 2 of 2 (Filtered from 2)

% Options (& Templates (0) & Refresh Purchases
iption ~ FirstName = Status Total Due Total Paid Current Receipt Begin Date End [
N4 (36)Activ.. = Y Y Y 7410053 Y & Y
ecraft Movie MOVIE-0... Sold 0.00 3.00 7410053 05/03/2025 05/0:
ecraft Movie MOVIE-O... Sold 0.00 3.00 7410053 05/03/2025 05/0:

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.

& Options [ Templates (0) & Refresh ' Processing...purclases

Tran Date v

YV A

Module 4 Description -~ FirstName 4 Stati

(N Qlerted 2 \Y4 N7 (2R
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Credit Balance Refunds

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'.

Household Balance Information:

The Lussier household has a credit balance of $10.00.

OK

Step 2: Click the ‘Payment’ button in the bottom right to access the payment screen. Click ‘Yes' to
the following message.

Information i i)

There are no items in your shopping cart.
Are you sure you want to continue to the payment screen?

D Do Not Show Me This Again ®
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Credit Balance Refunds cont.

Step 3: On the right-hand side, click ‘Use/Refund Credit'.

Split Payment Detail

PC Description Amt Pay Ref 1 Pay Ref 2

No records were found.

Delete Line Item Apply Coupon Use/Refund Credit

Receipt Options =

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.

8 Options [ Templates (1) & Refresh

Available Amount =~ Used Amount 4 Description

Y s Y $| Y

v $10.00 $0.00 All Modules (no restrictions)

4

Amount @
$10.00

Use Selected Credit I Refund Selected Credit(s) Refund All Credits I Clec
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WebTrac Payment Refunds

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 CNICIT 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.

Login Prompts

Menu Group

Hawaii Web Refunds

'_:_‘ Site
°°°* Hickam Arts and Crafts

Continue

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.

Special Credit Card Refund Codes

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:

33 - Refund CC - Manual Card Entry

34 - Refund CC - Swipe Card Entry

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.
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