
 

 

1. Click the Sales button from the main screen.  

 

 

2.  Click the ‘Refund’ switch so that the switch turns from gray to blue. 

 

 

 

 

 

 

 

 

 

 

 



 

3. Click ‘On File’ to select the customer whom you will be refunding.  

 

 

 

4.  Click ‘Service.’ 

 

 

 

 

 

 

 

 

 

 

 

 



 

5. Select the original operator that performed the service and service that was performed. 
If more than one service was performed, click the ‘More’ button.  When done, click ‘Last.’ 

 

 

 

 

 

6.  You’ll notice that the balance owed is a negative amount. Click the Payment button 
Click the payment button to proceed.  

 

 

 



 

7. Select how you will be giving back the money.  In this example we will choose Credit 
Card. 

 

 

 

8.  If this customer wishes to refund the balance to a credit card that they already have on 
file with you, select ‘Card on File’ before clicking the ‘Process’ button, otherwise just click 
‘Process.’ 

 



 

9. Follow the prompts on your credit card device to refund the card. 

 

 

10. Lastly, click the ‘Accept’ button to finalize the transaction. 

 

 



 

 

12. Note* If the customer will be getting refunded to multiple payment types, you will be 
brought back to the payment type window after applying each method of payment until the 
full refund amount has been applied. 

 

 


