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Marketplace Refunds — Quick Guide

Processing a Refund

1. Go to https://secure.touchnet.net/central/ to log in to Marketplace.
2. Select “Marketplace” under the Applications Menu.
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3. Select “Fulfill Orders” under the Marketplace Store with the transaction that needs to be
refunded. Note: you must be a fulfiller with cancel/refund rights to process a refund.

Settings
Accounting Codes
Users
Tax Account Codes
¥ Stores
Add Hew Store
¥ Mew 5Student Programs
» Store Settings
Order Search
@ Fulfill Orders (126)

4. Find the transaction by searching a date range, or by entering the order number (if known) into
the space and click on the “Search” button.
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New Student Programs Fulfillments

Fulfill orders on this page, or search for pending, cancelled, or fulfilled orders. To proce

Pending Fulfillments

There are 129 pending fulfillments to process.

Refresh Pending Fulfillments

Order Search

To modify the order search, select value for filtering:

From: E To: %

Search

Order Nurmber:

Search by Order Number

s refunds, search for fulfilled orders. A maximum of 50 order can be fu

Pending A

The order status must be “COMPLETED” to issue a refund.

5. Click on the hyperlinked word “View” to see Fulfillment Information, Fulfillment Activity, and to

Process a Refund.

Show 50 ¥ entries Search:
Completed Fulfillments
Order Number Shipment Number “  Order Date < Buyer Name < Delivery Method < Payment Method ©  Status < Action
547671 531833 0472472019 12:28:19 AM Electronic Payment Credit Card COMPLETED View
coT
Fulfillment Information
This fulfillment was processed on 04/25/2019 08:22:31 Al COT.
Order #: 547671
Delivery Information
Date: 04/24/201% 12:28:19 A COT
Method: Electronic Payment
Buyer Information
Name: Melissa
Email Address: : @gmail.com
Fulfillment Activity
From: 04241191228 AM | £8 To: 041251130822 aM | B3| Search Reset
Date Type Amount Payment Gateway Reference Number  Shipment Tracking Number Resend Email Text For:
625069  04/24/2015 12:28:20 AW CDT  Authorization  $120.00 20150424000002
© 625445  04/25/2019 08:22:31 AW CDT  Purchase $120.00 2019042400002 No Tracking Number Update Tracking Number Purchase
Process Refund
Total amount available to refund: 5120.00
Item Stock # Quantity Quantity Not Quantity Quantity Refundable Amount  New Quantity To Refund Amount  Accounting Code
Ordered Fulfilled Cancelled Returned Return

Frashman Orientation Payment Site | FOPS 1 0 0 0 $12000 o <
(Option) NetID (Please copy and paste your NetiD from the payment instructions screen) :MXG180044
(Option) Option: :5.
To refund one or more of each item, enter the quantity returned and/or refund amount, then click Process Refund.

Process Refund

6. Always change the “New Quantity To Return” to 1.
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7. Enter the amount to be refunded under “Refund Amount”.
8. Click on the “Process Refund” button. If your store is set up for partial refunds, you can enter a
dollar amount at this time too. In that case, leave the quantity to “0”.

Process Refund

Total amount available 1o refund: $120.00

Hom Stock # Chasnkity Cuandity Mat Queantity Quantity Refundsble Amount  Mew Quantity To IRfuned Arour
Drdered Fulfilled Cancelisd Returned Risturm

Freshman Orientation Payment Site FOPS 1 o a o S120.00 | 4 " 5

[Cption] HptiD [Flease copy ang pasie your HetiD froum the payrsent ainactions soreen ) A5 BD0WL g_

{Option) Dption: 15

To refund o of mofe of aach item, enter the guantity returned and'or refund amount, then click Process Refund.,

Process Relund

Return Policy

Refunds must be requested by WEDNESDAY iy 01, 2019, A 30 nonrefundable processing/administrative fee applies to any changes and.for cancetlations. Mo refiunds willl be ghven for cancellations received after v
2009, Yo ay nod modily your orientation o switoh sessions wAthin Deo Business days of your orienation

Please contact EMS-Treasury@utdallas.edu with any questions
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