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1. Open the Point of Sale to manage sales and refunds.
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Manage all staff who receive email notifications for private event inguiries.
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Group Visit Inquiries
Manage all staff who receive email notifications for group visit inquiries.
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Manage

Museum Event Ticket Sales
Manage all staff who receive email notifications for museum event ticket sales.

Manage

Program Registration Updates
Manage all staff who receive email notifications for program registrations or cancellations.

Manage

2. Head to the Transactions tab to find past sales.

Muse rote ()
F
m Entry @ Schedule Floor Admin Order Summary Add Member Details

Programs Memberships Merchandise Cafeé Donation Gift Card Other @ Connected 3
H
Cart is empty
Q search... £ 10/27/2026
Events

Submit feedback

Exhibitions / Other

Packages
Cart Subtotal $0.00

Experience Pay Now

Final tax and discounts applied after pressing "Pay Now"
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3. Use the search bar to quickly locate a specific transaction.

W N

New Sale Entry Schedule Floor Admin

Q Search all transactions — transaction ID, buye, email, or last 4 digits of card

There are no results

4. Or use filters to find the transaction

Muse
F 9

New Sale Entry Schedtule Fioor Adrin

Portal @

O ¥ Filters (2)

’ Q Search all transactions — transaction ID, buyer name, email, or last 4 digits of card

There are no results

View online
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5.

Muse I -
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Rollup Y Filters (2)

Q Search all transactions — transaction 1D, buyer name, email, or last 4 digits of card
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Timestamp Total Amount Summary of ltems Payment Type Station Source Status K
=
1 Individual . £
10/07/26 0151pm  $100.00 c B Check Amendals Paint of Sale peid H
& Send Purchase Email Station %
1Gift Card .
10/01/26 M:43am  $25.00 [ Check Amandals Point of Sale Paid
[ Send Purchase Email Station
1 Library Book Library Book '
09/24/26 1:31am  $10.30 Y Y @ Check Amanda's Point of Sale Paid
© Send Purchase Email Station
1 Library Book Library Book g
00/24/26 27 am  $15.45 L i @ Check AEndals Point of Sale paid
© Send Purchase Email Station

1 GA + Guided Tour Package Package, 1 GA + Guided Tour ,
09/17/26 09:21am  $190.96 Package Package, 4 Adult tickets, 2 Child (Under 13) tickets A split Amanda's Point of Sale paid

~ Station
© Send Purchase Email
1 Family % ,
09/16/26 12:36 pm $135.00 = [® Check ma.nda s Point of Sale Paid
[ send Purchase Email Station

Transaction Details

Date & Time Status
10/07/26 01:51pm Paid
Reprint/Resend

Issue refund

Payment Type Transaction ID

P~ Check 26100700003

LINE ITEMS

Item Name Unit Price Quantity Items Price Discounts Subtotal

Individual $100.00 $100.00 $100.00

Total Amount

$100.00
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7. Click here to refund the entire order

Issue Refund
Transaction 26100700003 « QOriginal payment: Check

For each line, pick by units (void specific units) or by amount (partial credit, keeps
units valid).

Available items to refund:

Item Paid Mode Amount to refund

Individual

$100.00 x 1 $100.00 n $ $0.00

Refund Amount: $0.00

Cancel

8. Select the number of Tickets to refund

Issue Refund
Transaction 26100700003 « Original payment: Check

For h lin ick by units (voi ific unit: r mount rtial credit, ki
u?nfavcam'; e, pick by units (void specific units) or by amount (partial credit, keeps — P——

Available items to refund:

Item Paid Amount to refund

Submit feedback

Individual

$100.00 x 1 $100.00 n s = 1 $100.00
Voids 1 Individual.

Cancel the m: ip 'Individual'? Customer loses future access.

unchecked, the r stays active despite a full refund

Refund Amount: -$100.00

Cancel Next
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9. Choose the method of payment for the refund. The original will always be at the top of the
list.

Issue Refund

Transaction 26100700003 « Original payment: Check

Refund method

Max $100 $100.00
so there's no card to refund to
0.00
& Gift card credit Max $100.00  0.00
Issue a new gift c the customer
Remaining to distribute $0.00

If check #12345 hasn't been processed yet, you can simply return it to the customer. Otherwise, your accounting team will need to
issue a new check.

Refund reason (required)

2ct a reason
Notes (optional)

Anything worth recording alongside the reason

Total Refund Amount

10. Select your pre-set Refund Reason

UNEGK #1206D MEX DIVV.UU  IVULUU

Return the al chec
eturn the original check

Back to original card

7 Gift card credit

Issue a new gi
Remaining to distribute $0.00

If check #12345 hasn't been processed yet, you can simply return it to the customer. Otherwise, your accounting team will need to
issue a new check.

Refund reason (required)
Select a reason

Notes (optional)

Anything worth recording alongside the r

Total Refund Amount

-$100.00

Process Refund

View online
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11. Add any notes for your team about the refund

& Gift card credit Max $100.00  0.00
Issue a new gift card credit to the customer
Remaining to distribute $0.00
If check #12345 hasn't been processed yet, you can simply return it to the customer. Otherwise, your accounting team will need to

issue a new check.

Refund reason (required)

Notes (optional)

Anything worth recording alongside the reasoO

Total Refund Amount

-$100.00

Back Process Refund

12. Process Refund once everything is filled out

Back to original card

Original payment wasr

Max $100.00

Remaining to distribute $0.00
If check #12345 hasn't been processed yet, you can simply return it to the customer. Otherwise, your accounting team will need to
issue a new check.

Refund reason (required)

Notes (optional)

EL\ nything worth recording alongside the reason.

Submit feedback

Total Refund Amount

-$100.00

BacOrocess Refund
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13. Select 'Issue refund' to start the partial refund process for this sale.

Transaction Details

Date & Time
10/20/26 10:10 am
Reprint/Resend

Status

Payment Type Transaction ID
3 Credit Card - 4242 26102000002

LINE ITEMS

Item Name Unit Price Quantity  Items Price Discounts Subtotal

Submit feedback

Adult - Event

Halloween $25.00 $50.00
Spooktacular

Total Amount

$51.75

14. Switch to refund by dollar amount for precise partial refunds.

Issue Refund
Transaction 26102000002 « Original payment: Card

Ezli’t:i(;}lwicl;)ne, pick by units (void specific units) or by amount (partial credit, keeps Slear

Available items to refund:

Item Paid Mode Amount to refund
Adult - Event Halloween Spooktacular

$25.88 x 2 $51.75 n - 0 + $0.00

Refund Amount: $0.00

Cancel Next
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15. Enter the exact amount you want to refund for this ticket.

12 » Original payment: Card

ts (void specific units) or by amount (partial credit, keeps Eloar

X~
Paid Mode Amount to refund E
pooktacular 00 '8
$51.75 # n Q k]
Ax $51.75 E
5
w
Refund Amount: $0.00
Cancel Next
16.

Issue Refund

Transaction 26102000002 » Original payment: Card

For h lin ick by units (voi ific unit: r mount rtial credit, ki
u?w\;’it;hdl) e, pick by units (void specific units) or by amount (partial credit, keeps p—

Available items to refund:

Item Amount to refund

i\fl:ll Evfnl Halloween Spooktacular $1100
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Refund Amount: -$17.00

Cancel g
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17.

Issue Refund
Transaction 26102000002 « Original payment: Card

Refund method

£ Card - 2 Max $17.00

Max $17.00

Max $17.00

Submit feedback

Remaining to distribute
Refund reason (required)

Select a reason
Notes (optional)

Anything worth recording alongside the reason

18. You can now refund to a Gift Card

Refund method

E Card ---4242 Max $17.00 $17.00

Returns to the card used at checkout

=3 Cash Max $17.00 0.00

Issue from drawer

5 Gift card credit Max $17.00  0.00

Issue a new gift card credit to the custon
5 Check Max $17.00 0.00
Your accounting team will issue a check to the customer
Remaining to distribute $0.00

Refund reason (required)

Select a reason

Notes (optional)
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19.

Issue from drawer

Customer dissatisfaction the customer

Event/program canceled
Pricing correction
Duplicate charge Ue a check to the customer

Special circumstances
Service not delivered

Other
Select a reason }O

Notes (optional)

Anything worth recording alongside the reason.

Total Refund Amount

-$17.00

20. Click 'Process Refund' to finalize and issue the partial refund.

Max $17.00 0.00

to the customer

Max $17.00  0.00

;sue a check to the customer

$0.00

1g alongside the reason.

Back Froces;s Refund

View online

Max $17.

Max $17.
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21. Click 'Finish' to complete the process and return to your transaction dashboard.

The refund was successfully
processed!

Card ----4242 $17.00

KN O

@ Email receipt

® No receipt

Submit feedback
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23.

Transaction Details

Date & Time

10/20/26 10:10 am
Reprint/Resend

Issue another refund

Payment Type Transaction ID
= Credit Card 26102000002

LINE ITEMS
Item Name Unit Price Quantity  Items Price Discounts Subtotal
Adult - Event

Halloween $25.00 $50.00
Spooktacular

Submit feedback

Total Amount

$51.75

Refund History

Description Refunded Amount

10/27/26 1:13 pm

Card (¥4242): -$17.00

Issued by: Amanda Fraser
Reason: Customer dissatisfaction
Method: Card

= Credit Card - 4242 26102000002

LINE ITEMS

Item Name Unit Price Quantity  Items Price Discounts Subtotal

Adult - Event
Halloween $25.00 $50.00
Spooktacular

Total Amount

$51.75

Refund History

Description Refunded Amount

10/27/26 1:13 pm

Card (¥4242): -$17.00

Issued by: Amanda Fraser
Reason: Customer dissatisfaction
Method: Card

Adult -$17.00

Submit feedback

Total Refunded

-$17.00

$34.75 remaining refundable

View online
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New Sale

Entry

Rollup

sefecue Flsor Ao

Q Search all transactions — transaction ID, buyer name, email, or last 4 digits of card

Timestamp

10/20/26 10:10 am

10/20/26 09:29 am

10/19/26 10:17 am

10/15/26 01:09 pm

10/12/26 12:17 pm

10/09/26 02:17 pm

Total Amount

$51.75

$100.00

$285.25

$15.53

$92.63

$2,000.00

Summary of ltems

2 Adult tickets
& Send Purchase Email

1 Self-Serve Inquiry
& Send Purchase Email

4 Program Add-On, 2 Program Purchase
[ send Purchase Email

1 Adult ticket
& Send Purchase Email

1 Program Add-On, 1Program Purchase
& Send Purchase Email

1 Donation
& Send Purchase Email

1 Add-On (Self-Serve Booking), 1 Self-Serve Inquiry

View online

Payment Type

5 Credit Card

B3 Credit Card

B3 Credit Card

E5 Credit Card

3 Credit Card

£ Card

Station

Source

E-Commerce

E-Commerce

E-Commerce

E-Commerce

E-Commerce

E-Commerce

Portal @

Y Filters (2)

Status
Partial Refund

Paid
Paid
Paid
Paid

Paid
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