
CREDIT CARD REFUND  

 

There may be times when it is necessary to give a customer a “Credit Card Refund.”  This is done from 

the “History” button on the home screen.  NOTE: “Cash Refunds” are done from the “POS” button on 

the home screen. 

 

1. From the home screen, tap the “History” button. 

 

 

 

 

 

 

 



2. Once the history loads, look for the transaction you would like to refund.  This can be done by 

typing in the “Search” box or scrolling through the list.  NOTE:  Credit card orders are 

distinguished by a “*CC” to the right of the “Order Number.”  Mobile orders have the user’s 

name and phone number displayed. 

 

 

 

 

 

 

 

 

 

 



3. Tap the “Transaction” you would like to “refund.”  The detail of the items sold will appear in the 

column on the right. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Tap on the “Credit Card Refund” button. 

 

 

 

 

 

 

 

 

 

 

 



4. The “Credit Card Refund” screen will appear.  The full amount of the original transaction shows 

up in the box.  However, you can refund a different amount by tapping in the box.  NOTE: You 

CANNOT refund more than the original amount charged to the card. 

 

 

 

 

 

 

 

 

 

 

 

 



5. A numeric keypad will appear.  You can type the amount you’d like to “refund” and tap the 

“Done” button at the bottom of the screen. 

 

 

 

 

 

 

 

 

 

 

 



6. The “Credit Card Refund” screen re-appears with the amount you are going to “refund.”  Tap 

the “Submit” button. 

 

 

 

 

 

  

 

 

 

 

 



7. A “Confirm Refund” screen will automatically appear.  Tap the “Yes” button. 

 

 

 

 

 

 

 

 

 

 

 



8. An “Attention” screen will automatically appear.  This screen lets you know that the refund was 

successfully completed with the credit card processor.  Tap the “OK” button. 

 

 

 

 

 

 

 

 

  

 

 



9. The transaction record on the left shows “Part Refunded” for easy look-up later, if necessary.  

The column on the right shows the “refund” you made. 

 

 

 

 

 

 

 

 

 

 

 

 



10. If you had refunded the “ENTIRE” transaction, the transaction record on the left would show 

“Refunded.” 

 

 

 

 

 


