A I
BN s B \°iding and Refunding a Payment

EVERGREEN

- POINT OF SALE -

Voiding a Payment:

1. Open the ticket you wish to void.

2. Select the Payment button at the bottom of
the ticket.

3. A Void Payment button will appear in the
bottom right corner.

4. Click the Void Payment Button.
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5. A secondary window will prompt you for a void
reason.

6. select a reason in the description box.

7. Click the Void Button in the bottom right
corner.

8. This will Void the original Transaction and
allow repayment to be processed.

Refunding a Ticket:

Thchot #51

1. Open the Ticket to be refunded.
2. Select the info button.

3. Scroll to the bottom of the right side and
select ‘Refund Ticket’
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4. Upon Selecting refund ticket a small
window will pop up asking for
assurance this is meant to be a refund.
Press OK to process.

Reason for Relund

5. Select the refund reason.

6. Click Continue
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7. A new ticket, styled #XX-REF, will open
immediately. It will have a negative balance
equivalent to the original ticket's positive
balance.
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8. Click the Checkout Button on the left
column.

9. Select the tender type for the original
payment.

10. The Refund has been approved and you can
select how the reciept is generated.
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