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ABOUT THIS DOCUMENT

Currently, Shortcuts Gift Cards do not support 
the process of directly refunding a gift card 
balance (i.e. allowing clients to hand in their gift 
card and convert the remaining balance into 
cash). However, it is possible to refund a gift 
card balance using the method shown in this 
document. This method involves setting up a 
sundry item which the client pays for with their 
gift card, and then refunding the sundry item.
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1
Click on the setup menu.

2
Click on the configuration 
icon.

3
Click on the sales setup 
menu.

4
Click on the sundry 
income icon.

5
Click on the new button.

6
Type in the name of the 
sundry item (e.g. gift card 
balance refund).

7
Click done.

8
Select <exempt> from the 
tax rate drop-down list.

9
Click save.

SETTING UP A GIFT CARD REFUND SUNDRY ITEM
You only need to set up the sundry item once. Once it has been set up, you can use it time and time again to refund gift card balances.
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1
Click on the main menu.

2
Click on the Point of Sale 
icon.

3
Select the client so they 
appear at the Point of 
Sale.

4
Click on an empty sale 
line.

5
Select sundry.

SELLING THE GIFT CARD REFUND SUNDRY ITEM
The client will pay for the gift card refund sundry item using their gift card, thus removing the remaining balance from the gift card.
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6
Select the gift card 
balance refund sundry 
item that you set up 
earlier.

7
Click done.
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8
Click on the price cell for 
the sundry item.

9
Enter the value of the 
client’s remaining gift card 
balance.

10
Click done. 8
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11
Click on the custom 
payment type button.

12
Select the gift card option.

13
Scan the gift card.

14
Enter the full amount 
remaining on the gift card.

15
Click done.
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16
The card’s status will 
change to ‘validated’. Click 
done to continue.

17
Click end sale.

18
Click redeem to collect the 
payment and update the 
balance on the gift card.
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1
While the client is still 
selected at the Point of 
Sale, click on the history 
button.

REFUNDING THE TRANSACTION
Once you have sold the gift card refund sundry item, you can then refund the transaction.
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2
Right click on the gift card 
balance refund item that 
you just sold to the client.

3
Select refund.

4
A message will appear 
telling you that the 
transaction has been 
transferred to the Point of 
Sale. Click done.

5
Click done to return to the 
Point of Sale screen.
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6
Click end sale.

7
Select the payment type 
you wish to refund to.

8
Select the appropriate 
reason for the refund.

9
Click done.
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