Correct a Refund Transaction in Jackrabbit

Last Modified on 03/18/2021 12:13 am EDT

When you are in the process of refunding a payment, you may incorrectly answer whether the fees will
be due at a later date or are no longer due, which can create an error in the family's account.

Mistakes happen! Knowing how to fix them is key.

Expand the sections below to step through correcting each type of refund error.

Correct a Refund - Change to Fees Due EXpa”dAﬁm'apse

When the fees being refunded are marked asNot Due, Jackrabbit will post two transactions to the
family's account.

e ARefund - (Fee Type) which records the refund on the account

e ARefund Adjustment to adjust the family's account balance

The family's balance is not changed when the fees are marked as not being due.

Summary Contacts Classes Events Transactions Billing Info Misc Notes (0) Resources (0]

View Transaction History | | View Unapplied Credits & Unpaid Fees Help(3)
Current Balance 0.00 Legend FEE/CHARGE PAYMENT/CREDIT UNPAID FEE UNAPPLIED CREDIT
Last 20 (Most Recent) Transactions

View1-4o0f4 & Print | | & Refresh | 5columnshidden ‘ @ Show/Hide Columns ‘ | 2 Restore Columns ‘
Unpaid Pmt
Date Type Orig Amt Disc Amt Amt npai Balance Note m ePmt | Date Paid Sess Student Class/Event
Amt Meth
_ Refund - Charged to Mom’s Visain Ballet - Monda
rFaR | &1 3/8/2021 o 165.00 165.00 0.00 0.00|error, should be to Visa 3/8/2021 | 2021Spring | Jessica Hartley Y
Tuition Fee | -7pm
Grandma's
. Refund Charged to Mom's Visain
FaR ar 3/8/2021 3 -165.00 -165.00 0.00| -165.00 error,should be to Visa 3/8/2021
Adjustment :
Grandma's
rd i- &1 3/8/2021 Payment -165.00 -165.00 0.00 0.00 Visa & 3/8/2021
s WO 3/1/2021 | Tuition Fee 165.00 165.00 000 165.00 Visa 3/8/2021 | 2021Spring | JessicaHartley | B21% ;,z"n:’”da"

Current Balance 0.00

If the fees are actually still Due, the refund will have to be corrected in order to increase the family
balance and leave the fee showing an Unpaid Amt to be paid at a later date.

Example

A payment for tuition fees was charged to the card on file (Mom's) and it should have been charged to a



different card (Grandma's). When the refund to Mom's card was done, Not Due was selected when the
fees should have been marked as Due so the charge could be correctly put through on Grandma's card.

Steps to Correct

1. Copy the transaction information from the refund transaction in the family's account. This
information will be added to the new refund transaction created in the next steps. If you are not
correcting the refund on the same day it was made, also make note of the date of the original
refund.

o For refunds made by check, copy the check number (in thePmt Meth column).

o Forrefunds to a credit card, copy the Trans ID (found by clicking the green check mark in the

ePayment Details
o

Payment - Approved

Payment Processor: C&H Financial Services
Response: SUCCESS
Trans ID: 6071480815
Approval Code: 1234546
Type: Credit Card

Last 4: 56286

Name: Melissa Hartley
Location: JHD

Close

ePmt column).

2. Click the Trash Can (icon) on the line of either one of the refund transactions. Add a
Comment/Reason and clickDelete. Both refund transactions will be deleted. Note: If the original
refund was made to a credit card through Jackrabbit, you'll see a message warning that deleting
the refund will cause a discrepancy with the payment processor.

TIP: If the refund error is discovered prior to your gateway's settlement time, go to youwirtual
terminal to delete the refund before it is processed.

3. Click the R on the line of the payment made on Mom's card. Add the transaction information
(check # or Trans ID) from Step 1 to the Note field and select the fees to be refunded. ClickNext.

Note: If the original payment was made by credit card through Jackrabbit, you'll see a message
that advises the refund you are recording now will NOT be sent to the gateway again (which would
cause a duplicate refund). It will only record a refund transaction on the family's account.

4. Inthe Are Fees Still Due? window, select Due. This will increase the family's balance. ClickSubmit
Refund.

The family's account now shows aRefund - Overpayment transaction, the balance on the account has
increased, and the original fee is now an Unpaid Fee.



Summary Contacts Classes Events Transactions Billing Info Misc Notes (0) Resources (0]

View Transaction History | | View Unapplicd Credits & Unpaid Fees Help[Z)
Current Balance 165.00 Legend FEE/CHARGE PAYMENT/CREDIT UNPAID FEE UNAPPLIED CREDIT
Last 20 (Most Recent) Transactions

View 1-30f 3 & Print | | ¢ Refresh | 5columnshidden | @ Show/Hide Columns | | & Restore Columns

Unpaid Pmt
‘ ‘ ‘ Date Type Orig Amt Disc Amt Amt An:_?tl Balance Note ‘ M:t.h ePmt | Date Paid ‘ Sess ‘ Student ‘ Class/Event
Correct refund error -
R Original refund Trans ID
s W@ araja0m1 [ o R 1 44500 165.00 000| 165.00/6071480815. Visa 3/8/2021 Fee now shows as
ey Unlinked/Adj. Fess Ballet- unpaid

Tuition Fee 165

s H| & 3/8/2021 | Payment -165.00 -165.00 0.00 0.00 Visa 3/8/2021

s WO 3/1/2021 | Tuition Fee 165.00 16500 16500 16500 Visa 2021Spring | Jessica Hartley Ba”ef;m“”a"

Current Balance 165.00

Correct a Refund - Change to Fees Not Due

When the fees being refunded are marked asDue, Jackrabbit will post aRefund - Overpayment to the
family's account. This transaction increases the account balance.

Summary Contacts Classes Events Transactions Billing Info Misc Notes (0) Resources (0)
View Transaction History | | View Unapplied Credits & Unpaid Fees Help@
Current Balance 140.00 Legend FEE/CHARGE PAYMENT/CREDIT UNPAID FEE UNAPPLIED CREDIT
Last 20 (Most Recent) Transactions
View1-4of4 & Print | | $ Refresh | 5columnshidden | @ Show/Hide Columns | | @ Restore Columns
" " Unpaid Pmt Date
‘ ‘ ‘ ‘ Date Type QOrig Amt | Disc Amt Amt ‘ P Balance Note ‘ Meth ePmt Paid ‘ Sess ‘ Student ‘ Class/Event
Daniwas injured and
_ Refund - has to withdraw from Check
s u| & 3/8/2021 140.00 140.00 0.00{ 140.00 class, Unlinked/Ad]. - 3/8/2021
Overpayment e 1136
Fees Ballet-Tuition Fee
140
# W& R 312021 Payment -165.00 -165.00 000,  0.00 C;‘;;k 3/1/2021
s & 3/1/2021 | Registration 25.00 25.00/ 0.00| 165.00 Cg;;k 3/1/2021
= s P Check . . Ballet -
ran | (9 3/1/2021 | Tuition Fee 140.00 140.00 140.00| 140.00 551 2021 Spring Dani Ager Monday - 7om
Current Balance 140.00

If the fees are actually Not Due, the refund will have to be corrected in order to reduce the family
balance and show the fees as paid and refunded.

Example

A check payment (#551) for tuition and registration was received. A week later the student is injured
and has to withdraw from class. The family is eligible for a refund of the tuition fees and check #1136
was issued. When the refund was done, Due was selected when the fees should have been marked as
Not Due.

Steps to Correct

1. Copy the transaction information from the refund transaction in the family's account. This
information will be added to the new refund transaction created in the next steps. If you are not
correcting the refund on the same day it was made, also make note of the date of the original
refund.

o For refunds made by check, copy the check number (in thePmt Meth column).

) . Unpaid Pmt Date
Date ‘ Type ‘ Orig Amt | Disc Amt Amt ‘ Amt Balance MNote ‘ Meth ePmt ‘ Paid
3/1/2021 | Payment -165.00 -165.00 0.00 0.00 C:?Se ;k 3/1/2021

o For refunds to a credit card, copy the Trans ID (found by clicking the green check mark in the
ePmt column).



2. Click the Trash Can (icon) on the line of the refund transaction. Add aComment/Reason and click
Delete. The refund transaction will be deleted. Note: If the original refund was made to a credit
card through Jackrabbit, you'll see a message warning that deleting the refund will cause a
discrepancy with the payment processor.

TIP: If the refund error is discovered prior to your gateway's settlement time, go to youwirtual
terminal to delete the refund before it is processed.

3. The original payment now shows as anUnapplied Credit (highlighted green) and the fee now shows
as an Unpaid Fee (Date Paid column highlighted red). To reapply the payment click thePencil (icon)
on the payment line, and then click Reapply Payment. Select the fees to apply the payment to and
Save Payment.

4. Click the R on the line of the original payment. Add the transaction information (check # or Trans
ID) from Step 1 to the Note field and select the fees to be refunded. ClickNext.

Note: If the original payment was made by credit card through Jackrabbit, you'll see a message
that advises the refund you are recording now will NOT be sent to the gateway again (which would
cause a duplicate refund). It will only record a refund transaction on the family's account.

5. Inthe Are Fees Still Due? window, select Not Due. Click Submit Refund.

The family's account now shows aRefund - (Fee Type) transaction and aRefund Adjustment, the balance
on the account has not changed, and the original fee shows as paid and refunded.

| Make Sale/Post Fees || Payment/Credit || Refund || Statement | | AddStudent || Add Contact || Archive Family || FamilyName || Email | Email Schedules || Submit Absences | | Merge Family |
Summary Contacts Classes Events Transactions Billing Info Misc Notes (0) Resources (0)
| ViewTransaction History | | View Unapplied Credits & Unpaid Fees |
Current Balance 0.00 Legend FEE/CHARGE PAYMENT/CREDIT UNPAID FEE UNAPPLIED CREDI
Last 20 (Most Recent) Transactions
View1-50of5 & Print | | @ Refresh | 5columnshidden |@ Show/Hide Columns | | # Restore Columns
‘ ‘ ‘ ‘ Date Type Orig Amt | Disc Amt Amt U:z_iid Balance ‘ Note I::;; ePmt I;:it: ‘ Sess ‘ Student ‘ Class/Event
s W | & as2021 | oend” | 14000 14000 000 00 goretreRund chedk | Check 3/8/2021 | 2021Spring | DaniAger MDE;;':;DM
AR Ar 3812021 | , d'i‘lf:'tﬂim -140.00 -140.00 0.00| -140.00 E:::;rfft T iq‘é‘ék 3/8/2021
& | W | & R|31/2021| Payment -165.00 -165.00 000, 000 Cg;;“ 3/1/2021
PR BR 3/1/2021 | Registration 25.00 25.00 000| 165.00 Cgse;k 3/1/2021
AN BE 3/1/2021 | Tuition Fee 140.00 140.00 000| 140.00 Check 3/1/2021 | 2021 Spring | Dani Ager Sallet-

551 Monday - 7pm

Current Balance 0.00



