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PURPOSE:

To provide instructions for processing a credit card refund to a cardholder’s credit card account.
OBJECTIVE:
· To provide the necessary direction to ensure that processing credit card refunds are correctly and accurately done.
EVENT DRIVER:

· A Credit Card Refund form is received requesting a credit card refund.
PROCEDURES: 
Credit card refunds can only be processed for the full amount charged to the credit card.  All refunds will be processed no later than the second business day from the receipt of request.
· If the refund is for the full amount charged to the credit card, proceed to Step 1. 
· If the refund is for a partial amount charged to the credit card, reject the form and request a check request form be submitted so a manual check can be issued for the refund.
1. Open the Receipting System.  On the Receipt Inquiry screen, enter the receipt number into the appropriate field. Click the Search button.  
2. Verify by reviewing receipt notes that a refund has not been previously processed.
3. If no note is found, click the Add Notes link to add a note in the comment section: Refunded back to credit card on (current date) per request/minute entry dated (date of request/order).
4. Once the note is completed, print a copy of the receipt.
5. Open and log into FuseBox, the web-based management system for credit card transactions.
6. Select the Transaction Management tab on the toolbar.  
7. Enter the last 4-digits of the card number in the Account Number or Last 4 field in FuseBox.
8. Change the start date to the receipt date in the Receipting System.
9. Enter the Reference/Approval number in the Auth Code field. 
10. Click the Search button.
11. Click the payment ID number found in the Reference No. field.
12. From the toolbar, select the Reverse button.
13. Click the Notes link to add a note: Refunded back to credit card on (current date) per request/minute entry dated (date of request/order).
14. Click the Submit button to add the note and close the Notes section.
15. On the main page, once the note is added, click the Submit button.
16. Select the Home tab.
17. In the Batch Settlement Recap window, click the Open Batch Count number.
18. When the window opens, click the Transaction Total to resort the batches from lowest to highest.

19. The reversed transaction will show as a negative batch amount and generally be listed first in the batch list.

20. Click the number in the Tran Count field to open batch.  

21. Click the checkbox to select the transaction.

22. Click the Pending button on the toolbar.

23. Select the Home tab and watch for the transaction to show up in the pending field, this may take a few minutes.

24. Once the item shows in the pending field, select the Pending Batch Count number.

25. Click the checkbox to select the transaction.
26. Click the Settle button on the toolbar.

27. A Settle Batch window will open, confirm the Batch Count number and the Transaction Amount of the transaction being settled.

28. Click the Submit button at the bottom of the Settle Batch window. 

29. Once the transaction has settled, a Run Settlement Report window will appear.
30. Click the Run Settlement Report button.

31. A Transaction Summary Report will appear.

32. In the upper left-hand corner, click the drop-down box in the Export As field.  

33. Select CSV for the file to open in a .csv format.
34. Save the file as in an MS Excel format to the following location: S:\Fin_Svc\Credit Card - Accting Use Only\Fusebox\YYYY\Refund XXXXXXXX [Current Date].xls.  
35. Return to the Transaction Summary Report in FuseBox. In the Export As field, export the report in a .pdf format.

36. When the file opens, print a copy of the report.  

37. In the Receipting System, on the Receipt Item Inquiry screen, enter the receipt number into the appropriate field.  Click the Search button.
38. Scan and save the minute entry/court order, the Receipt Item Inquiry screen, and the Transaction Summary Report to the following location: S:\Fin_Svc\Accounting – GP Processing\5 Daily GJ’s\YYYY\MM-YYYY\MM-DD folder.  The Accountant will complete the appropriate journal entry.
39. Use the printed receipt copy in Step 4, to enter the refund on the Credit Card Recon – Daily Stats spreadsheet.  The spreadsheet can be found at: S\Fin_Svc\Credit Card – Accting Use Only\Credit Card Recon – Daily Stats [Year].xls.
40. Also use the printed receipt copy in Step 4, to enter the refund on the CC Recap spreadsheet.  The spreadsheet can be found at: S\Fin_Svc\Credit Card – Accting Use Only\CC Recap\YYYY\ccrecap[MMYY].xls.
41. Give the Accountant responsible for the reconciling the credit cards the Receipt Inquiry screen used in Steps 39 and 40.
POLICIES / RELATED DOCUMENTS:
· PRO-ACC-1021: General Journal Entries
OTHER PARTIES INVOLVED:
· Accounting

· Billing & Deferral 
· File Counter 
TIME / VOLUME:
· Varied
FREQUENCY:
· As needed
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· The Cash Receipting System
· Elavon_FuseBox
· iCIS
· MSOutlook e-mail 
· MS Excel & Word
· S:\Fin_Svc\Credit Card - Accting Use Only folders
REPORTS / FORMS:
· F-ACC-1024: Credit Card Refund form
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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