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STEP 1

Go to RecTrac

STEP 2

Click on Menu
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STEP 3
Click on Global Sales

wisiilu
?
G Q Fitter "5.
v Home
;a FAVORITES

& Change Password
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:I [I @ Global Sales
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& TouchPOS

> Processing

> Management
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STEP 4

Type the name of the person you are giving the refund to

@ Global Sales
(]
/‘% Section Inquiry

;I Comment
& Management

REC

;l Profile
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;1 Household

& Transfer/Mergt
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When you perform a search you have options when searching. Here are some examples:

stuart,asia
stuart,a
stu,asi

All will help you find the person you are looking for.
|

() Global Sales Lookup

Global Sales Lookup

Lookup '[ 5|:uan:.asw4

@ Options [ Templates (U] > Refresh

HHID Last Name

i i v
130171
134164
24166
23708
23499

23498

4 First Name

a  Swmtus Birthday Grade
(1) Active | | ¥ B v
Active 07/10/2018 3 yrs 9 mos
Active 0yrs 0 mos
Active 0 yrs 0 mos
Active Oyrs 0 mos
Active 05/18/2018 3yrs 10 mos
Active 05/16/2018 3yrs 10 mos

Made with Tango

Family Member

Gender HH

(0)Selected =+ V¥

0.00

0.00 Rut
0.00 Female

0.00 Dov
0.00
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STEP 5

Click on Search

(=5

1 to 17 of 50 (Limited to 50)

HH Address 1 HH Address 2 HH City HH Star

STEP 6

Click on the person you are looking for

© Options [ Templates [4 (1) & Refresh

HH ID Last Name a  First Name ~ Status Birthday Age
Y Y LT (1) Active + | Y [H Y
p
174786 Stuart Asia Active 07/22/1987 34 yrs 8 md
8 Stuart Asia Active 07/22/1987 34yrs8mc
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STEP 7

Click on Select

STEP 8

Click on Purchase History

S - |
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$45.00

ice  POSInventory POSTicket Touch Visi

Activity Sections

tion Status Type
(1) Active * | Y

i Active HLSC

Purchase History |Super Grid League

Made with Tango

Waitlist Packages Per

1 to 15 of 500 (Limited to 5(

Begin Date E
o” | | Y =
04/11/2020 |
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STEP 9

Select/ Highlight the item to be refunded

&5
Go

%

STEP 10

& Options [ Templates (0)

Tran Date

Y B8

J 01/31/2022

O 013172022

hd

CJ[ 01/31/2022

01/27/2022

01/27/2022

01/21/2022

01/21/2022

Op4g Opg O

01/20/2022

]

Click on Cancel

8

~H] @/gel @

01/20/2022

01/20/2022

01/20/2022

01/12/2022

N1411/2027

Update Fees ~

GR

GR

GR

GR

=R

% Refresh

Module a  Description -

(0) Selected = Y

GR Tee Time at 5:30 pm, 01/31/...

PMV Pass Visit for GC Sr Daily on...
}‘SS SENIOR - AFTERNOON WD (...

PM CC Adult Pass (196888)

PM CC Adult Pass (92812)

GR Tee Time at 9:50 am, 01/21/...

GR Tee Time at 9:50 am, 01/21/...

GR Tee Time at 9:10 am, 01/20/...

Purchases

FirstName & Status

T

Albus
Albus
Albus
Albus
Asia
Asia
Asia

Asia

Tee Time at 9:10am, 01/20/... Asia
Tee Time at 9:50 am, 01/20/... Asia
Tee Time at 9:50 am, 01/20/... Benji
Tee Time at 9:15am, 01/12/... Albus
Tea Tima ar 7:10 arn 127147 Alhue

Made with Tango

Change ~ [J Pay Balance ~

(36) Active...

Show
Swiped In
Sold
Active
Future
Reserved

Reserved

Recarvad
Made with Tango.us

Reserved
Reserved
Reserved

Reserved

Racaruad

Process ~ Repi
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STEP 11

Click on Cancel Selected Items

J  o01/21/2022 GR Tee Time at 9:50 am, 01/21/... Asia Reserved 0.00 0.0
O o01/20/2022 GR Tee Time 2t 9:10 am, 01/20/... Asia Reserved 0.00 0.C
(O o1/20/2022 GR Tee Time at 9:50 am, 01/20/... Asia Reserved 0.00 0.C
O o01/20/2022 GR Tee Time at 9:50 am, 01/20/... Beniji Reserved 0.00 0.
O 01n2/2022 GR Tee Time at 9:15am, 01/12/... Albus Reserved 0.00 0.0
l-' N17/11/79027 <R Taa Tima 2+ 7-10 3m 127147 Al e Racaruad nnn nr
4

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

[ Cancel Selected Items ]

Bulk Cancellation for Daycare, Facility, Court

2
b Made with Tango.us

STEP 12
Click on $21.00 Refund

After clicking on Cancel Selected Items, it will put the refund in the shopping cart.

Total Amount Previous Paid Total Due
£ 0.00 $21.00 $£-21.00

$21.00 Refund

Made with Tango.us
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STEP 13
Click on OK

This screen is important - it will show the way the item was paid for. You will need to refund
it to the same payment type.

Previous Payments

Refunded items were originally paid using: Siriusware, Cash

Made with Tango.us

STEP 14
Click on highlight

@ Opti
<< Back Name Lookup
Pay Code
Total Refund @

Total Paid (5)

$21.00

Pay Code (3)

MNot Selected [3

Refund Option (§)

Refund Now

L |
Made with Tango.us
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STEP 15
Click on 02 - Cash
Select the payment type.

Pay Code = Descriptiona Amount Type

No records were f¢

ry) P S
Total Refund (5)

;J|3 $ 21.00
Total Paid @

o2 $21.00

e Pay Code (i)

%

I Not Selected

o

Nor Selected

01-Check

02 - Cash

] Use/Refund Credit «

03 - DISO/MCAVISA

Add Refund Alternate Payee

Shopping Cart

@ Options [ Templates [ (0) & Refresh

STEP 16

Made with Tango.us

Make sure it is set to Refund Now

<< Back Name Lookup
2
Total Refund (7)
qﬂ $ 21.00
Total Paid (3)
;6 $21.00
= Pay Code ()
%
02 - Cash

Refund Option ()

©UPUUTE L IEIPIaEs B\ V) Es neiesil Fayienn

Pay Code « Description« Amount Type

No records were f¢

| Refund Nov|

»
 S—
(13

Payment Reference 1 (7)

Payment Reference 2 @

Add Refund Alternate Payee

Use/Refund Credit ~

€ Options [ Templates (0) & Refresh

W
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STEP 17
Click on Process

After clicking on "Process" your refund will be completed.

Add Refund Alternate Payee

Shopping Cart

@ Options & Templates (0) & Refresh
Description First Name Fee Amount Fee Paid New Fee Paid Deposit Am...
N4 Y \ $ | Y $ || Y s|| Y ‘

2 [ REGULAR-AFTERNOONW.. Albus % 0.00 $0.00 $0.00 $0.

Made with Tango.us
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