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1. Open the Point of Sale to manage sales and refunds.

2. Head to the Transactions tab to find past sales.
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3. Use the search bar to quickly locate a specific transaction.

4. Or use filters to find the transaction
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7. Click here to refund the entire order

8. Select the number of Tickets to refund
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9. Choose the method of payment for the refund. The original will always be at the top of the 
list.

10. Select your pre-set Refund Reason
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11. Add any notes for your team about the refund

12. Process Refund once everything is filled out
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13. Select 'Issue refund' to start the partial refund process for this sale.

14. Switch to refund by dollar amount for precise partial refunds.
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15. Enter the exact amount you want to refund for this ticket.
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17. 

18. You can now refund to a Gift Card
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19. 

20. Click 'Process Refund' to finalize and issue the partial refund.
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21. Click 'Finish' to complete the process and return to your transaction dashboard.
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