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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.

Click on the setup menu.

Click on the configuration
icon.

Click on the sales setup
menu.

Click on the sundry
income icon.

Click on the new button.

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

Click done.

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

Click save.
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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.

Click on the main menu. A | Alox Poters
, 0 T—
‘.-?‘;“ Club: Exp: No Expiry
u‘ Local Points: 0/0 Remove
. . . Client
Click on the Point of Sale =) Trans# 31
icon.
Select the client so they
appear at the Point of
Sale.
Click on an empty sale
line.
o Select sundry.
| Dot 000
pol=—1
TIP 0.00
Sales Total 0.00 s J
$0.00 $0.00 $0.00 GST 0.00 Card Quote
Redemptions 0.00 U J -y
Amount Owing 0.00 C § i
Payment Received 0.00 =3 ¥ a
$0.00 $0.00 $0.00 Change 0.00 History NoSale a
/ > : O
| \.\*} o ore— g P ‘ .LL =
Service Account Gift Card Member
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Select the gift card
balance refund sundry
item that you set up
earlier.

Click done.

Gift Card

Gift Card Balance Refund e

Gift Card Reload
Green Fee

Smiles for Starlight Donation

Done
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Click on the price cell for
the sundry item.

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

Click done.
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F

Clients

yey

Anna

$0.00

$0.00

A
'K) Alex Peters
Club: Exp: No Expiry
Local Points: 0/0

Gift Card Balance Refund

TIP

Remove
Client

0.00 0 0.00

0.00
0.00

$0.00

$0.00

Done

%)

Cancel
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0.00
0.00
0.00
0.00

0.00

0.00

History
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Click on the custom A | Alox Poters
payment type button. a 0 — 9:02 AM
R AN Club: Exp: No Expiry Thu, 3Nov '16
u‘ Local Points: 0/0 Remove
q o . Client
Select the gift card option. =) < Transactions
Scan the gift card. .ﬁ
1 40.00 0.00 0.00 40.00
Anna Gift Card Balance Refund

Enter the full amount
remaining on the gift card.

Click done.

pli=-—_
TP 0.00 T

| P20

J Sales Total
$0.00 $0.00 $0.00 GST

Redemptions

. o~ : J Amount Owing
ViR - 4
H ™ ) | Payment Received

$0.00 $0.00 $0.00
Series Redemption
o Done
Gift Card é @
Loyalty @
Cancel
Cancel
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The card’s status will
change to ‘validated’. Click
done to continue.

Click end sale.

Click redeem to collect the
payment and update the
balance on the gift card.

(o]

I“) Alex Peters

K SHORTCUTS

a | 9:18 AM

R AN Club: Exp: No Expiry Thu, 3Nov '16

u‘ Local Points: 0/0 Remove

Client
Clients o L Transactions
ﬂ 1 40.00 0.00 0.00 40.00
Anna Gift Card Balance Refund
pli=-—_
Tp 0.00
Sales Total 40.00 e
$0.00 $0.00 $0.00 GST 0.00 Card
Redemptions 0.00 -y
- Q| Amount Owing 40.00
¥
rm ”J Payment Received 40.00 ¥ a
$0.00 $40.00 $0.00 Change 0.00 History NoSale
Qutstanding: $0.00
Qutstanding: $0.00
[
W57 6299740000149212365 $40.00 $40.00 Validated -
- - 577 6299740000149212365 $40.00 $40.00 _ Validated ) |
Done Cancel Cancel
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REFUNDING THE TRANSACTION

Once you have sold the gift card refund sundry item, you can then refund the transaction.

P
A A R R SHORTCUTS
While the client is _st|II A | Alox Poters
selected at the Point of a 0 = | M, 7:48AM
Sale, click on the history &d o B e = Thu.oNov'is
Local Points: Q/0
button.
s L Trans# 1
| Osomt | 000 -
— w [N
Sales Total 40.00 J ‘M ,
$0.00 $0.00 $0.00 GST 0.00 Card Receipt
Redemptions 0.00 ()
Amount Owing 40.00 C :
Payment Received 40.00 =3 ¥ a
$0.00 $40.00 $0.00 Change 0.00 History NoSale a
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Right click on the gift card
balance refund item that
you just sold to the client.

Select refund.

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

Click done to return to the
Point of Sale screen.

=Today
__ Anna
-Wed 2 Nov 2016
o £} Anna
< [ Anna
o [} Anna
-Tue 1 Nov 2016
+ ‘m Anna
om Anna

=Tue 25 Oct 2016

Al a

I~ Show only date with notes

Employee Service

Clinic Notes (0)

ift Card $40.00
2  Gift Card Balance Refund history

Cash $100.00 Gift Card $EIER |
Gift Card
Mens Cuts Mens Style CuijilSIG] {EE]
Mens Cuts Cut Throat ShzfldiEiasiia Iy
Cash $42.00 Details
Mens Cuts Mens Style Cut

Movember Donation

Cash $100.00

T

= H‘ :
Date Range New Edit View

$40.00

$42.00

$100.00

] SHORTCUTS

9:50 AM
Thu, 3Nov '16

$100.00
$40.00
$20.00

Aannan

Treatment

Print Help

L

Visit Details Done

Information - Shortcuts Point of Sale

Alex Peters has been Transferred to the Point Of Sale ready to complete the
Transaction.
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Click end sale.

Select the payment type
you wish to refund to.

Select the appropriate
reason for the refund.

Click done.

(&)
|

Clients

yey

Anna

$0.00

A
'K) Alex Peters
Club: Exp: No Expiry
Local Points: 0/0

Gift Card Balance Refund

$0.00 $0.00

TIP
Sales Total
GST
Redemptions

Asmoa it Maasime

Cash o
Account

Amex

Visa

MasterCard
EFTPOS

Gift Card

Loyalty

d

Cancel

e
Remove
Client

Trans# 1

40.00 0.00 <Exempt> -40.00

0.00 —
pli=—a
0.00
-40.00 p—

0.00 Card

.w‘\i SHORTCUTS

9:55 AM
“  Thu,3Nov'16

0.00 U U

0.00

-40.00 [ = <- !

You are Refunding a Gift Card Balance Refund

) ——

Done
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AUSTRALIA AND ASIA

166 Knapp Street
Fortitude Valley
QLD 4006
Tel: +617 3834 3232

www.shortcuts.com.au

UK AND EUROPE

Dalton House
Dane Road, Sale
Cheshire M33 7AR
Tel: +44 161 972 4900

www.shortcuts.co.uk

NORTH AMERICA

7711 Center Avenue
Suite 650
Huntington Beach CA 92647
Tel: +1 714 622 6682

www.shortcuts.net
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