
School	  Cash	  Catalog
How	  to	  Process	  a	  Refund

How	  to	  Process	  a	  Refund	  when	  items	  are	  purchased	  through	  the	  School	  Cash	  Online

Note:	  	   If	  the	  item	  was	  purchased	  through	  School	  Cash	  Register,	  please	  refer	  to	  the	  user	  guide:	  School	  Cash	  
Register	  –	  How	  to	  Process	  a	  Refund

Log	  into	  School	  Cash	  Accoun9ng.

Select	  the	  School	  Cash	  Catalog	  module.

Step	  1:	   The	  View	  Items	  List	  is	  displayed.

A.Select	  the	  Student	  A-achments	  tab.

Step	  2:	   Search	  for	  the	  student	  that	  requires	  the	  refund

B.Enter	  First	  Name	  or	  Last	  Name	  or	  Student	  Number	  or	  Household	  (Guardian)	  Name.
C.Click	  the	  Search	  buJon.
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Step	  3:	   Based	  on	  your	  search	  criteria,	  the	  student	  names	  will	  appear	  in	  the	  grid	  below.

D.Select	  the	  Student	  that	  requires	  the	  refund	  from	  a	  purchase	  made	  through	  School	  Cash	  Online
E.Select	  the	  Refund	  op9on

F.Items	  that	  were	  purchased	  online	  will	  display.	  	  Click	  on	  the	  check	  box	  to	  the	  leU	  of	  the	  item(s)	  that	  
should	  be	  refunded.	  User	  can	  refund	  more	  than	  one	  item	  at	  the	  same	  9me.	  

G.Enter	  the	  Refund	  Amount.	  (Par9al	  refunds	  can	  be	  entered).
H.Enter	  the	  Reason	  for	  the	  Refund.
I.Confirm	  the	  transac9on	  by	  selec9ng	  the	  Refund	  op9on.	  	  If	  will	  then	  be	  asked	  to	  Confirm	  or	  Cancel	  

the	  transac9on.

Step	  4:	   The	  system	  will	  refund	  the	  student	  online.	  	  A	  Batch	  Report	  will	  be	  produced	  that	  will	  list	  the	  refund,	  
along	  with	  a	  Direct	  Deposit	  on	  the	  Ledger	  that	  will	  reflect	  the	  refund.
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How	  to	  Process	  a	  Refund	  for	  a	  group	  of	  students	  that	  purchased	  

through	  the	  School	  Cash	  Online

Some9mes	  it	  may	  be	  necessary	  to	  refund	  more	  than	  one	  student	  at	  a	  9me.	  	  For	  example,	  when	  a	  field	  trip	  is	  
cancelled.

Log	  into	  School	  Cash	  Accoun9ng.

Select	  the	  School	  Cash	  Catalog	  module.

Step	  1:	   The	  View	  Items	  List	  is	  displayed.

A.Select	  the	  Item	  to	  refund.
B.Click	  the	  Refund	  op9on

©	  KEV	  Group	  Inc.	   ~	  4	  ~	   School	  Cash	  Register	  –	  How	  to	  Process	  a	  Refund



Step	  2:	   A	  lis9ng	  of	  all	  students	  that	  have	  paid	  online	  will	  display.

C.Select	  the	  checkbox	  for	  each	  student	  to	  be	  refunded.
D.Enter	  the	  Refund	  Amount	  for	  each	  student	  to	  be	  refunded.
E.Enter	  the	  Refund	  Reason	  for	  each	  student	  to	  be	  refunded	  (cut	  &	  paste).
F.Click	  the	  Refund	  op9on.

Please	  Note:	  While	  School	  Cash	  Catalog	  reports	  may	  reflect	  refunds	  immediately,	  the	  actual	  movement	  of	  
funds	  will	  require	  a	  reasonable	  amount	  of	  processing	  Dme	  depending	  on	  the	  method	  of	  payment.

Step	  3:	   Confirma9on	  screen	  will	  display.

G. Click	  Confirm	  to	  process	  the	  refunds	  or	  Cancel	  to	  stop	  the	  refund	  process.
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