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How To Make A Return

1] Goto Transactions=Returns to open a new Returns screen. Ask customer tose
original sales receipt.

2] Click on the Client Index field and enter customer. All returns MLUST have a customer.
If customer is not in database, Zoom out to Client Catalog to add them.

3] Cick on Scan/Entry field and scan item's barcode. IFf there's no barcode, click FE to do
Item Search.

4] If there was a Discount on original sale you must enter discount now, otherwise you
will be losing money.

5] If there vwas a Global Discount on original sale you must enter a Global Discount
noww, otherwise you will be losing money.

6] Click on Tender Type and select 5tore Credit as the tender.

6] If your store policy allows, you canseled Cash, Credit Card or other payment option
if you will be refunding money 1o Customer. Lise same teder type as on original sales
receipt.

7] Press F12 to print return receipt and save.
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