How to Process a Refund
1.

2.JAdd the items you are refunding, then change the quantity to a negative.

Product Stock Price Qty Subtotal Tax Total

. B F
30-Minute Custom Facia 59000 1 5-99.00 S0.00 5-99.00

Furchose history flost 5): il

This item has not been purchased before B -1 Modify Remove

3.JSelect 'Complete Invoice'.

4.4Go to the 'sales' menu, then 'invoices' and select the edit pencil beside the invoice
you just created.
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5.JChange the 'transaction’ 'type' to the original payment method type and 'save'.

Invoice #412873

Cash 2026-04-02
Visa

MasterCard
Check Aalison Aadams
Debit Card |
Dizcover Card Dise % Disc § ary Price TaxEx
AMEX 0.000 0.00 ” 1 59,00 o

b
Change Subtotal: 5-95.00

EBT Tax:  $0.00

Hnance Total: 5-99.00
Gifr Card

Card: Unknown Amount Gratuities

Change v 99.0C 0.00 ﬁ

Payments: 5-99.00
Gratuities: 50,00
Total Charged to Account: 50,00

Invoice Nate

Save Cancel



6.JLastly, go to 'sales’ menu, then 'card transaction & refunds’, and find the original
transaction in the table by either searching the client's name or the last 4 digits of the
card.

a
7.4Select the card icon

Refund Transaction

Amount To Refund: |99.00

Entry Method: Moto

Example: If a transaction was $20 and the
proper amount to be charged is $15, enter an

amount of 55 to remove this amount from the

original transaction.

Apply Refund

Online URL: https://help.wyliebiz.com/article.php?id=91



https://help.wyliebiz.com/article.php?id=91
http://www.tcpdf.org

