Bank Draft/ACH Payment Refunds
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Bank draft/ACH payments must be voided or refunded through your gatewayvirtual
terminal or with your ePayment provider; this cannot be done from within Jackrabbit.

Record a Bank Draft/ACH Payment Refund in Jackrabbit

Once you have completed the refund of the bank draft/ACH payment in your gateway, follow these
steps to record the transaction in the family's record in Jackrabbit.

When the fee being refunded is no longer due:

Example: A family paid their costume deposit fee by bank draft, but the recital has been canceled. A
refund was given to the family, and the fee is no longer owed; the family's balance should remain the

Same.
Family: Ager
1 CIICk the Ron the |Ine for the | Make Sale/Post Fees || Payment/Credit | | Refund | | statement | | || Add contact | | Archive Famity | | Family Name || Email |
Summary Contacts Classes Events Transactions Billing Info Misc Notes (2) Resources (1)

payment to be refunded (FAMIlY [N tesscionrisary | viewsraisicieiiss tnmidres |

Current Balance 0.00

record > Transactions tab).

View 1 - 20 of 20 8 columns hidden ‘l Show/Hide Columns ‘ ‘ @ Restore Columns ‘

- Date |  Twe | Amt | UnpaidAmt | Balance | Note | Pmtmeth | cpme
_ Monitor ACH Settlement in
PR N 9/18/2020)  Payment -40.00 0.00 0,00 Virtual Terminal and Bank BankDraft | &
] Account
R ANl b 8/28/2020 Costume Fee 4000 000|  4ppp Fosting Deposit-lEm Ty | gy oy

2. Awarning will display advising

that this will only record a

A This will only record a refund transaction in Jackrabbit. You must process the ACH refund directly in your Virtual Terminal.

refund; it will not initiate a .

=
refund in the gateway, click OK. &

3. In the Refund Transaction

window, edit the Post Date and

Refund Method if needed Refun Transaction

Original Amount - 40.00
[:] Date - 09/18/2020 Method - Bank Draft

Post Date:* 9/18/2020| ()

(defaults are Current date and Refund Method: *[Bark Draft ~ | Refund Check & ]
Note: Costume not ardered - returning deposit
The fees below are linked to this payment. Select whi torefund. To pertially refund fess, edit the refund amount.
. Check All Rows || UncheckAll Rows |
Bank Draft). Optionally, add a o G s e s it e AR ricind
©  8/28/2020 CostumeFee  Dance Ballet L1 - Tues 6pm Barbie Ager 4000 4000 000 chova
[
Refund Total: 40.00
Refund Check # and Note. % e
==

4. Select the fee(s) to be refunded

and click Next.

5. Because the fee is not due and



payable at a later date, select Which fee(s are sill due?

Date Type Cat1 Status Fee Amt Refund Amt
O Due @ Not Due 8/28/2020 Costume Fee Dance 4000 4000
M 1 =
N Ot Due‘ The fa m I Iy s neW Because you selected feels) are ‘Not Due, the balance is not changed. If this is not correct, select 'Due’.
. . . Current Balance: 0.00
balance displays; it remains the Bolance Increase: 0.0
New Balance: 0.00
same.

6. Click Submit Refund.

7. ARefund transaction and a
Family: Ager

Refund Adjustment transaction e
have been posted to the familyls | Make Sale/Post Fees || PaymentiCredit | | Refund || statement | | Addstudent || Add Contact | | Archive Family || FamilyName || email |

Summary Contacts Classes Events  Transactions | BillingInfo Misc Notes(2)  Resources(1)
| View Transaction History | | View Unapplied Credits & Unpaid Fees |
account. To ensure proper Current Balance 0.00
H View 1- 20 f 20 & Print | | & Refresh | 8columnshidden | @ Show/Hide Columns | | # Restore Columns
revenue reporting, they are [ Pent ] [ © oo [= > I
— Date |  Tye | amt | UnpaidAmt | Balance Note | PmtMeth | epmt
sl e @ -+ 18/2020 Refund - Costume v 00 0.0 CoStUME not ordered - returming |
. . . . = Fee " |deposit
linked with the fee transaction AN B 9/18/2020 Refund Adjustment -4000 000 -40.00 gg;‘oﬂe notordered - FEUMING | g1y praft
Monitor ACH Selement in
dth . i e 9/18/2020  Payment -40,00 000 0.00|Virtual Terminal and Bank BankDraft | &
Account
and the payment transaction. [ 8/28/2020  Costume Fee 4000 000 40,00 Posting Deposit - ltem: Tiny Tutu | Bank Draft

When the fee being refunded is due at a later date:

Example: A family paid their costume deposit fee by bank draft, but it has been rejected by the bank
due to lack of funds (NSF). This is recorded in Jackrabbit using the R so the fee is set back to unpaid
and the family's balance is increased.

1. through 4. are the same as stepped out above.

5. Because the fee is due and

Are Fees Still Due?

payable at a later date, select

Which feefs) are still due?

Date Type Catt Status FesAmt  Refund Amt
o] @® Due O Not Due 8/28/2020 Costume Fee Dance Fee still due 4000 4000
Due. The family's new balance =
Because you selected fee(s) are 'Due,, the balance increased. If this is not correct, select ‘Not Due!
. . . Current Balance: 0.00
displays; it has increased by the Balancelncrense: 4000
New Balance: 40.00
Cancel

amount of the fee.
.
6. Click Submit Refund.

7. ARefund - Overpayment
Family: Ager

LRHVEUI (B SAVE CHANGES | W DELETE

transaction has been posted to

the family's account. TO @NSUre  |[rucsirmies | romeoen || s || suement | [ ssasnient || Adacones | variveramsy | ramiyriame | mat |
Summary Contacts Classes Events Transactions | _Billinglnfo Misc Notes{2) | Resources(1)
proper revenue reporti ng, it is | View Transaction History | | View Unapplied Credits & Unpaid Fees |
Current Balance 40.00

linked to the payment View1-200f 20 8 columnshhidden [ @ Show/Hide Columns | [ Restors Columns

‘ ‘ | Date | Type | Amt. ‘ Unpaid Amt ‘ Balance | Note Pmt Meth ePmt
Refund - DDraftretwned NSF, Unlinked/Adj. Bank Draft

transaction and the fee AL R T e T 000] 4000 ey Darcs Costue Fee 0
. Monitor ACH Settlement in
raE B 9/18/2020  Payment -40.00 0.00 0.00|Virtual Terminal and Bank BankDraft | &
Account
tl’a nsact Ionremains un pa |d $ 0 S 8/28/2020  Costume Fee 40.00. 40.00 40.00|Posting Deposit - Item: Tiny Tutu | Bank Draft






