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Option 1— When using a Credit Card Keyboard 
With the Sales Invoice Screen appearing, to Access the Return Function 
 
1. Push The Void / Return hot key on your POS Keyuboard 
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Option 2—Access the Return Function—In the Sales Invoice screen using a mouse 
 
1. Click the Show more Options button (F2) to view a 2nd set of buttons.  Select 

the Return from Invoice button to start the return procedure. 
2. You can also access this screen by entering Ctrl D. 
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Locate the original sale by one of three methods.  Use the screen tabs provided. 
 
1. Enter the invoice number from the original sale if known. 
2. Look up the invoice from when the customer purchased the item(s) 
3. If either of the above are unknown, enter the SKU for the item being returned. 
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From the original sales receipt (option 1) 
 
1. Locate the invoice number and enter it on when prompted. 
2. Check the method of payment—cash, check, credit, house account, etc. 
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An Invoice History screen will appear.  Arrow up or down to view sales details. 
 
1.  Choose the particular sale that contains the item being returned.  
2.   Once identified (highlighted), hit the select button. 
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An Inventory List screen (all inventory items) will appear if invoice # is unknown to lo-
cate the specific SKU(s).  
 
1.  Locate (find) the item(s) being returned or scan the SKU if still attached. 
2.   Once identified (highlighted), hit the select button. 
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Once the invoice has been identified (options 1 & 2), the Customer Invoice History 
screen will appear.  Arrow up or down to view sales details. 
 
1.  Choose (highlight) the specific item(s) being returned.  Check or tag them.  
2.   Once identified (tagged), hit the process (F10) button. 
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The item selected will appear on the invoice screen.    
 
1.  Notice the negative in the quantity column.  
2.   Also a negative amount will appear in red in the invoice total box. 
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If the returned item will have no further adjustment, the transaction will result in a 
negative sale.    
 
1.   The negative amount in red will be the amount of the refund. 
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If a similar new item will be purchased in place of the returned item.    
 
1.  Scan the item or enter the SKU to have the item appear on the invoice.  
2.   Note the net amount due is zero, due to the even exchange. 
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If an new item will be purchased in place of the returned item, either 
for more or less than the original.   
1.  Scan the item or enter the SKU to have the item appear on the invoice.  
2.   Note the net amount due for the exchange. 
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To complete the Return Function.    
 
1.  Proceed to the Tender Function, either by clicking the tender button, hitting 
the F10 key, or if positive tender is due, the appropriate tender hot key. 
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A Returns Reason screen will appear.  Identify the reason for the return. 
1.  Select from one of the 5 reasons listed on the default list, or 
2.  Select to enter a new reason not listed (F5). 
3. After reason is highlighted, hit the Select tab to process 
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A Tender screen will appear.  If tender is due from an positive exchange, the 
amount will appear in green. 
1.  Identify the tender type for a positive sale. 
2.  Enter the amount tendered and hit enter to process the sale. 
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If tender is owed the customer (refund or negative exchange).  A Tender 
screen will appear with the refund amount appearing in red. 
1. Identify the tender type (cash) for a negative sale. 
2. Accept the default dollar amount, hit enter (or F10) to process the sale. 
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For Even Exchanges, the Change Due screen will appear (skipping the ten-
der screens).  No tender is owed or due, the cash drawer will not open. 
 
1.  Click OK (F10) to totally complete the sale. 
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The Change Due screen will appear.  If tender is owed to or due from the 
customer, the cash drawer will open. 
1.  Give the customer the refund amount due (displayed) or collect sale due. 
2.  Click the OK button (F10) to totally complete the sale. 
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