
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: 

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

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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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. 

 
 

 On the Online Edit page, complete the following steps: 

• In the 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.  

• In the 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. 

 

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