SHIFT®@

Cloning an Archived Transaction to Process a Refund

Clone is the only auditing option available for an archived transaction. It produces an exact copy of the selected

transaction for editing and retains the payment card information.
For example, if a refund needs to be processed to a transaction that has already been settled in a batch, you may
clone the transaction. The transaction can then be edited to reflect the refund and submitted to process the

refund.

To clone an archived transaction to process a refund, complete the following steps:

1. Onthe archived View Transaction page, select Edit > Clone from the side menu.

SHIFTA

Lighthouse Transaction Manager

me, hsmith (Acct #28290) | Sign Out

View Transaction

a Transactions ~

Selected Merchants

Shift4 Cares

4Go ~ User~  Help ~

Settings ~

Tsys_Airine_ECOMM Tsys_Airine_MOTO

Merchant: Tsys_Airline_MOTO €Previous | Next>

Basic Transaction Information

\nvoice OcCard present (M) OAuth only Clerk Terminal ID

0000027271 00227

Card Type Vendor Reference

MC - MasterCard MyPNR

(signature)

Business Date Transaction Type Primary Amount

Wed Oct 26, 2022 SALE $22.00

Token Transaction Date Secondary Amount

00114skw2c0mpixp Thu Oct 27, 2022 $0.00

Card Number & Expiration Transaction Time Total Amount

2223000000001 XXX ® 02:15 PM $22.00

Miscellaneous Notes + Add notes

SPrntPage  @Edt~

13 Clone
i Show Receipt

Note: If your profile has been configured to unmask payment card

numbers, click to unmask the payment card number for 10 seconds.
The payment card number will be masked again when the time runs out.

If you added two-factor authentication to your account and it’s been five

minutes since you've provided a passcode, you will be asked to enter a
new passcode.
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Cloning an Archived Transaction to Process a Refund

Important: After clicking to unmask the payment card number, you
will be prompted to enable multifactor authentication because this is a
more secure way to verify your identity.

After two-factor authentication is enabled, you will need to enter the
passcode (generated by the authenticator app on your smart device)

after clicking to unmask the card number.

Each time you enter a passcode, you will be able to unmask card numbers
for five minutes without entering a new passcode. (The unmasked card
number is still only displayed for ten seconds at a time.) When the five
minutes has elapsed, you will be prompted to enter a new passcode the
next time you try to unmask a card number.

In addition, when two-factor authentication is enabled on your account,
you will need to enter the passcode during the Sign-in process too.

2. Onthe Online Edit page, complete the following steps:

e Inthe Primary Amount field, enter a minus sign (-) to the left of the amount already displayed if the full
amount needs to be refunded, or enter a minus sign (-) and a lesser amount if a partial amount needs to
be refunded.

e Inthe Secondary Amount field, enter a minus sign (-) to the left of the amount already displayed if the full
amount needs to be refunded, or enter a minus sign (-) and a lesser amount if a partial amount needs to
be refunded.

Important: The values in the Primary Amount and Secondary Amount
fields must both be negative, denoted by a minus sign (-), or positive. If
they do not match, an error will be displayed.

e  Click outside the Primary Amount or Secondary Amount box to confirm parenthesis surround the
amount(s).

WARNING! If the amount is not in parenthesis, the payment card will be
charged instead of being refunded when submitted.
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Cloning an Archived Transaction to Process a Refund

e Click Submit.

Merchant Teys_Aifne_ MOTO b

nvalce Q000027 IT

Customer Hame

Enkry Moda * ® Card TrueToken

Cand & Expiration 23]l 12 5

Bllling 3irest Addresz A320 5 HARDY DRIVE

Zlp Code Card mal pressnt g

Card Security Code Mal p

Erimary Amount * 522,00

Sacondary Amount

(Tl:ltal Amount * (S22.00) )

Auth Only

Clark ID 00227
Taminal IC

Venoor Refersnce MyPHR

Optional Purchasing Card Information

v ’r“\lmwmv_#—an""‘ q,‘-’. - - ,._I" . j i At 1

Opticnal Miscellaneous Motes

Hotes This tranesction
Original ARN.T

e fram irmeaice: O

2IR00E2T200

Edit Notess
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Cloning an Archived Transaction to Process a Refund

3. (Optional) If a printed record of the refund is needed, select Print from the side menu.

hsmith (Acct #26290) | Sign Out

Draft

REFUND

Tsys_Airine_MOTO
Wed Nov 02, 02:38P 2022

Invoice 0000027271
PNR / Itnerary Number [
car

Merchant Signature:
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