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Refunding Tickets

To cancel tickets in Merlin follow steps 1-5 here. After step 5, highlight each

ticket and press "Cancel Ticket" for each ticket in that order.

Payments for tickets sold online will be processed separately to Merlin, Via
Worldpay, Stripe, Yespay... etc. Refunds of cash should be done via your payment
processors directly by logging into their admin area of the website and process a

full or partial refund.

Once this has been done, to balance the accounts in Merlin you will need to

process the refund so Merlin knows, to do so follow the instructions below:

1. Double click on the ‘Customers’ icon.
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Customers

2. Double click on ‘Allocate Payment’.
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3. Click on the ellipsis icon (...). Find the customers you are looking for, and click

‘OK’.

Filter to Location Transaction No.

-

Matching Payments / Credit Invoices [tems: Auto Alloczte | Item Allocated to:

Find |

Date Payment / Credit

Amountl Balance R.l Invoice | Allocated

Open Invoices [ Refunds:

Date | 1nvoice /Refund

Allocate Sales Payment

|575 LN

]

Search Text: I

Location: [NEE A

Zo | wora] 7o |

4. Click on the ‘New’ tab at the top. Click on ‘New Refund’.
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Allocate  Mew
rLine Entry rRefund Lines

Line | Payment

MNew Payment

Refund Type I - l
Amount I

Credit Card No I

Authorisation I
Start/End Date I I Clear | Total
Issue No I Delete | Date Paid I

Bank Account IZ vl
Cheque Mo, I = I ﬂl

Add @& abort

Allocate Payment

5. Fill in the details.

o ‘Refund Type’: select cash from the drop down menu.

« ‘Amount’: write the amount they need to be refunded.

« Click ‘Add’ at the bottom.

« On the right hand side fill out the ‘Date Paid’ and ‘User’. Then click

‘Accept’.

Allocate  Mew |
rLine Entry rRefund Lines

Line | Payment
1 Cash

MNew Payment | New Refund

Refund Type IA -Cash vl
Amount |3. 50

Credit Card No I

Authorisation I

Start/End Date I I Clear | Total 3.50
EELELT I Delste | DatePaid [03/11/2016

Bank Account IZ vl
Cheque Mo. I User INeeIam Lodhial Accept |

Ll @ abort

Allocate Payment

6. On the ‘Allocate’ tab you will now be able to see the completed refund in the

‘Open Invoices/Refunds’ section at the bottom.
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Customer Filter to Location

Transaction No.

|NEE-CAsHSALE | _I 3

Matching Payments / Credit Invoices Items:

Find

e | Item Allocated to:

Date Payment / Credit Amount
18/10/2016... MNEE-5C-00000010 -£3.50

Open Invoices [ Refunds:

Balance R. | Invoice | Allocated
£0.00

Resolve I A 1

Date | invoice /Refund | Description

TotaII Balance R. | D | Discou dI

03/11/2016 ~ NEE-SR-00000001 BO Refund

£3.50 £3.50

Was this article helpful? & »

Have more questions? Submit a request

0 Comments

Article is closed for comments.

Allocate Payment

0 out of 0 found this helpful
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