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STEP 1

Go to RecTrac

STEP 2

Click on Menu
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STEP 3

Click on Global Sales

STEP 4

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

When you perform a search you have options when searching. Here are some examples:
stuart,asia
stuart,a
stu,asi
All will help you knd the person you are loo5ing for.
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STEP 6

Click on Search

STEP 8

Click on the person you are looking for
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STEP 7

Click on Select

STEP 9

Click on Purchase History
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STEP I

Select/ Highlight the item to be refunded

STEP 10

Click on Cancel
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STEP 11

Click on Cancel Selected Items

STEP 12

Click on $21.00 Refund

After clic5ing on Cancel Selected  tems, it will put the refund in the shopping cart.-
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STEP 13

Click on OK

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

STEP 14

Click on highlight
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STEP 16

Click on 02 - Cash

Select the payment type.

STEP 18

Make sure it is set to Refund Now
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STEP 17

Click on Process

After clic5ing on 8Process8 your refund will be completed.
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