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Set up ACC claiming
ACC setup assumes that your practice has registered with ACC as a vendor and installed the eBusiness
Gateway digital certificate. For more infomation on ACC registration and digital certificates, contact
ACC.

To process ACC claims through the eSchedule and eLodgement ACC gateways from Bp VIP.net, you
need to:

1. set up ACC item codes to charge against
2. set ACC claim numbering ranges for your practice (if your practice lodges ACC claims)
3. define the incoming and outgoing folders for ACC file transmission
4. set up batching for the ACC organisation
5. record contract details for all providers.

Steps 1 and 2will likely have been performed during your initial deployment of Bp VIP.net. You still
may need to add ACC codes or modify existing codes.

Perform the following instructions on themachine that will be used to send and receive files from the
ACC eBusiness Gateway.

Set up ACC item codes

You must create all of the items at your practice that are chargeable to ACC.

1. Select Setup > Charges. The Setup Charges screen will appear.

Tip: The row of page-owner buttons along the bottom allow you to set fees for indi-
vidual page-owners. In this example, fees are being set for the practice, so make
sure the Default button is selected.

2. Click New, or select an existing item and click Copy if the new item will be similar. TheMaintain
Item Details screen will appear.
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3. Enter the ACC Claim Code for the charge in theUser Code field.
4. Enter the Base Fee (inclusive of GST) and tick Subsidised. The base fee is the fee set by ACC for

this injury, and subsidised 100% by ACC.
5. Select Item fee already includes GST.
6. Enter theName of the ACC item and a full description in the Full Details field.
7. You can create a Category to differentiate between ACC and non-ACC item codes for clarity in

reporting. Start typing in the Category field. The Select Category screen will appear. Click New,
enter a name for the category, and click OK twice to return to theMaintain Item Details
screen.

Tip: Categories are optional, but grouping item codes by category can make report-
ing easier.

8. Enter the ACC claim code from step 3 in the Claim Code field. If a referral is not required to
charge this item, tick Referral Not Required.

9. Leave the Code Group field empty and click Add Rule. The Select Business Rules screen will
appear.

10. Select the rule ‘ACC –Must have a Claim’ from the list and click OK.
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11. Click OK to save the ACC-chargeable item and return to the Setup Charges screen.
12. Repeat steps 2—11 for each ACC chargeable item. You can use the Copy bottom at the bot-

tom of the Setup Charges screen to copy and modify the item you just created.

You also need to set the private Fee Scale for the item to 0%.

1. In the Setup Charges screen, select the item you just created. Press Enter or right-click in the
PVT FEE column and selectModify Details. The Private - Default Setup and Rules screen will
appear.

2. Select Percentage of chosen Fee scaler and enter 0.00 in the% field, or the fee scaler your
practice will apply.

3. Click OK.

To set the default fee scale for all new items, right-click the PVT FEE column heading in the Setup
Charges screen and select Setup and Rules.

Important: Changing the default private fee scale will update all items with No Change
selected in the Private - Default Setup and Rules screen.

Repeat the above two procedures for every custom ACC-chargeable item at your practice. Log out
of Bp VIP.net and back in for the new charges to become available.

Creating other chargeable item types

To create a non-ACC chargeable item, follow the same procedure, but do not select the Subsidised
check and do not add the rule ‘ACC –Must have a Claim’.
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To create an item for surgical procedures, tick the Procedure Code check box and complete the
fields below and including Show in Operations List.

Set ACC claim number range

If ACC has provided your practice with a range of ACC claim numbers to use, record the range in
your facility preferences to auto-generate a claim number when a new claim is created.

1. Select Setup > Facility Preferences > General Preferences. The Facility Preferences screen will
appear.

2. Select the Patients tab.
3. In the ACC Claim Numbering section, record the First Number and Last Number allocated to

your practice. Enter any letters as capital letters.

4. Click OK to save the record.

Bp VIP.net will default new claims to use the ACC number range, and validate each new number to
ensure that you do not create a duplicate claim.

You can also set ACC number ranges for individual providers, if only some providers will provide
ACC consultations at your practice.

Define incoming and outgoing folders

You must tell Bp VIP.net which folders to use to transmit files from and receive files in.

1. Select Setup > Facility Preferences > General Preferences > Communications tab.
2. Follow the instructions for both eSchedule and eLodgement.

Set up eSchedule

3. Select 'ACC eSchedule' from the Set options for dropdown.
4. Enter the following text in theURL field: 'https://health.my-

acc.co.nz/portal/secure/ebusiness/invoicing/'
5. Click Details. TheMessage Format Details screen will appear.
6. Enter the following folder location in the In Directory field, or click ... and browse to the loc-

ation 'C:\accsend\eform\response\'.

Page 6 Bp VIP.net ACC Setup and Billing Guide



7. Repeat step 6 for theOut Directorywith the location 'C:\accsend\eform\'.

Important: If the folders do not exist, create the folders in Windows File Explorer or
clickMake New Folder from the Browser for Folder screen. The folders must have
the names as they appear in steps 6 and 7. ACC relies on these folders for eBusiness.

8. Click OK to save themessage format settings for eSchedule.

Set up eLodgement

9. Select 'ACC eLodgement' from the Set options for dropdown.
10. Enter the following text in theURL field: 'https://health.my-

acc.co.nz/portal/secure/ebusiness/'.
11. Click Details. TheMessage Format Details screen will appear.
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12. Enter the following folder location in the In Directory field, or click ... and browse to the loc-
ation 'C:\accsend\response\'.

13. Repeat step 6 for theOut Directorywith the location 'C:\accsend\'.
14. Click OK to save themessage format settings for eSchedule.

Set up batching

If your practice batches and sends claims to ACC electronically, you need to set the batching
options for the organisation 'ACC'.

The 'ACC' subsidiser should have been created during the initial installation of Bp VIP.net NZ. If not,
you must create the organisation.

1. Press F2 to open the Search screen. Type '=ACC' in the Search field and click Search.
2. Select the Subsidiser organisation with a Name of 'ACC' and click OK.
3. Press F3 to open theOrganisation Details screen for the ACC subsidiser. Select the Charging

Details tab.
4. In the Batching Method section, select aMethod of 'ACC eSchedule'.
5. Tick Send batches via ACC eLodgement and Send Batches Electronically.
6. In Batch Settings, enter '99' as theMaximum items allowed per batch and tick Auto-

matically generate batch numbers.
7. In Batch Grouping, do not tick Generate a single batch for all providers/revenue accounts.
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8. Click OK to save changes.

Add provider contract details

You must add medical and ACC identifiers to a provider's details, if you haven't already when the
provider was created.

1. Select Setup > Providers > This Clinic. The Providers screen will appear.
2. Click New if you are setting up a new provider, or select an existing provider and clickModify.

The Providers (ID) screen will appear.
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3. In theNumbers section on the right, enter the provider's:
NZMC
ACC Payee number
ACC Contract number
HPI Number. Bp VIP.net will validate any entered HPI numbers. If a HPI number refuses
to validate, contact Best Practice Software Specialist Product Support for assistance.

4. Click OK to save the changes.

ACC setup for Bp VIP.net is complete.
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Create an ACC45 claim
You may need to create a newACC45 claim, if a patient has not been referred with an existing claim. An
ACC45 claim requires you to record:

Clinical information about the injury, including diagnoses, operations (if any), and a referral
Details about the cause and location of the injury
Some demographic information about the patient.

1. Search for the patient you want to record an ACC45 claim for and load the patient into the snap-
shot.

2. Select Patient > Injury Claims from themenu or press Alt+F8. The List of Claims screen will
appear.

3. Click New. The Specialist Claim Formwill appear.

4. The form will default to the provider for the appointment, if actioned from the appointment
book. Otherwise, the form will default to the lead provider from Patient Details (F3). To change
the provider, start typing in the Provider field, select the provider from the list, and click OK.

5. Select 'ACC Claiming' from the Subsidiser drop-down
6. You can manually or automatically assign a claim number:
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To automatically assign a new Claim No, tick New ACC 45. A number will be automatically
generated from your practice's ACC number range.
To enter a claim number manually, do not tick New ACC 45 and type in the Claim No. Bp
VIP.net will check that the number is not a duplicate of any existing ACC claim stored in Bp
VIP.net.

7. Enter the Visit Date and Injury Date. Press Ctrl+D to enter today's date in a Date field.
8. New claims do not require an Approval No. or Case Manager. Leave these fields blank.
9. ACC requires details as specific as possible as the Cause of Injury. Enter how the accident

happened and the site and nature of injury. For example:

Skiing down moderate slope. Fell over and twisted left

ankle. Left ankle sore and swollen.

10. Click Add New next to theDiagnoses list. Search for an appropriate diagnosis by Read2 code or
text description and click OK to add the diagnosis to the list. Adjust the Severity if the diagnostic
code permits.

Note: You can add as many diagnoses as you need, but record the main injury relating to
the claim first. The Read2 code for the first diagnosis in the list will be defaulted into the
ARC18 form as the main injury.

11. Select the Location of the injury: left, right, bilateral, or NA.
12. If the injury is linked to an operation, click Add New next to theOperation list and complete the

details. Book the appointment from this screen, or add the patient to theWait List.

The operation performed for an ACC injury claimmust be linked to the claim for the invoice to be
processed. You also need to link the operation to the invoice from the Consultation screen (F5).

Create or link a referral

13. To add an existing referral, click Link to Existing at the bottom of the screen and select a referral.

To create a referral for the claim, select New Outgoing next to the Referral list. TheMaintain Tem-
plates screen will appear.

14. Select the referral template to use from the list on the left and click Select. The Referrals screen
will appear.

15. Select the recipients for the referral and click OK. Click Save and Close to return to the Specialist
Claim Form. Referral details will be displayed in the Referral field.

Note: The referral letter will stay as a draft until you print and lock the letter.

Information about the patient

16. Select the ACC45 tab. Tick the Accident in NZ check box and complete the details of the accident.
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17. Tick Care Required if the patient requires additional care after the initial consultation.
18. In theOccupation section, check and see if the patient's Employer is available for selection. If not,

type the employing company or person name in the blank field and press Tab on the keyboard.
The Add New Employer screen will appear. Complete the fields and click OK to quickly add a new
employer to Bp VIP.net.

Note: Employer details, including a phone number,must be completed for the claim to be
validated for sending to ACC.

19. TheDepartment field is not mandatory and provides further information about the employee.
20. If the patient is insured through their employer with an ACC Accredited Employee, enter the

insurer in the Empl Insurer field.
21. In the Rehabilitation section, select the appropriate action from the Contact and Assistance

required for patient dropdown menus.
22. Click OK to add the ACC45 claim. If Bp VIP.net asks whether you want to save and transmit the

claim, or just save the claim, select Save the claim and do not send it to ACC.
23. The claim will be added to the List of Claims screen ready for sending to ACC.

Modify an incomplete claim

If the claim is missing mandatory information when you click Save, Bp VIP.net will display a
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warning, listing the fields that must be completed before the claim can be sent to ACC. Click Yes to
save the partial claim record.

To open an incomplete claim:

1. Select Patient > Injury Claims from themenu or press Alt+F8. The List of Claims screen will
appear.

2. Select the claim to be completed and clickModify.

The ACC 45 Status field on the Specialist Claim Formwill show 'Error before Sending'.

3. Complete themissing fields reported by Bp VIP.net.
4. Click OKwhen the claim is completed. The ACC 45 Status will update to 'Ready to Send'. The

claim is ready to send to ACC.

Modify a sent claim

When a claim is recorded in the ACC45 Status as 'Sent', the Injury Details, Occupation, Previous
Claim, Rehabilitation and Work Capacity details can be edited, but the Electronic Message record of
the injury (the details when first sent) cannot be changed. Always check that claim details are cor-
rect prior to transmission to ACC through eLodgement.

To notify ACC of an error in an original claim that needs to be corrected, you must manually submit
an ACC32 form to ACC. You cannot submit an ACC32 through Bp VIP.net. Refer to ACC's doc-
umentation for more information on how to submit an AC32 at https://www.acc.co.nz/.
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Bill an ACC consult
This procedure assumes that either:

the patient has been referred to your practice by their GP, and the GP has submitted an ACC45
claim for the patient
a provider at your practice has created an ACC45 claim for the patient.

If you need to record a newACC claim, see Create an ACC45 claim on page 11.

1. Load the patient into the snapshot, or select the patient's appointment in the Appointment
Book.

2. Press F5 or click the Consultation icon on the toolbar to open the Consultation screen.

3. Set theDefault Subsidiser to 'ACC Subsidiser' (or the equivalent organisation for your practice) if
the field has not defaulted automatically.

4. Check that theDate column shows the corect date for the consultation.
5. Start typing the ACC code for the consult in the Code column. Select the correct code for this

claim in the popup window and click OK.
6. Bp VIP.net will prompt you to select the related claim from the List of Claims screen. If the List of

Claims screen does not appear, click Link Claim. Select the claim from the List of Claims screen
and click Select, or click New to create a new claim to link to. The Consultation screen will alert
that the consultation is now linked to a claim number.

7. Optional: If your practice charges a practice fee on top of the ACC item charge, start typing in the
Code field beneath the row you just completed. Enter the item number for your practice's private
ACC consult fee and click OK.
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8. The Consultation screen will show two completed rows: 
the subsidised ACC fee (no charge to the patient)
the private consult fee (charged to the patient, only if you completed step 7).

9. Click OK to save the consultation record. If the patient has other uncharged appointments, select
the correct appointment from the Choose Booking(s) screen.

10. The snapshot for the patient will be updated to show a debit amount in the top right. If you
charged the patient a private fee in step 7, a red coin will appear in the appointment slot to indic-
ate a payment owed for the consult. Otherwise, a gold coin will appear in the appointment to
indicate the patient does not owemoney from the consult.

11. The consultation has been recorded in Bp VIP.net and is ready for payment.

Add a purchase order number

If ACC has advised that a claim requires a Purchase Order Number (PON) (for example, for crutches
provided), you need to:

create a chargeable ACC code in Setup > Charges for supplemental ACC items that require a
PON.
add the PON on a separate line on the invoice.

To add a PON to a consult:

1. Open the Consultation screen at the invoice you want to add a PON to.
2. Type the ACC Code in the Code column of an empty row. Select the item that requires a PON

and click OK.
3. Click the > button at the end of the row. The Consultation item screen will appear.
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4. Enter the PON and click OK. The line will be added to the invoice.
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Print an ACC18 Medical Certificate
1. Load the patient into the Information Bar. Press Alt+F8 to open the List of Claims screen.
2. Select the ACC45 claim themedical certificate is for and click ACC18. The List of ACC18 screen will

appear.
3. Click New. The ACC18 Details screen will appear.

4. Bp VIP.net will automatically generate an ACC18 No., and some of the fields will default from
information from the ACC45 claim.

5. If the diagnosis Read2 code has changed from the original claim, click Add New to record a new
Read2 code for this medical certificate. Or click Link Existing to use another Read2 code recorded
on the original claim.

6. Complete the rest of the fields in the screen.
7. If restrictions have been placed on the patient's work capacity, click Select to open the Select

Work Capacity Restrictions screen to record all work restrictions. Click OK to return.
8. Set a Review Date and click Preview to view the certificate in the default template. If the cer-

tificate preview is acceptable, click Print from the ACC18 Details screen to print the certificate.
9. Click OK to save the certificate record.
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Batch and transmit ACC claims
A practice will normally batch ACC claim charges once a day, depending on the volume of transactions
conducted by your practice. The Subsidiser Batching screen manages ACC batches.

Create an ACC batch

1. Select File > Accounts > Subsidiser Batching to open the Subsidiser Batching screen, showing
all claims that have not been batched.

2. Click Batch to batch all the claims displayed. You can also click Providers or Revenue Accounts
to batch claims by provider or revenue account.

The Batch Preview screen will show all of the claims in the new batch.
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3. Click Create Batches. If the claims do not contain errors, the Report Viewer screen will show
the Batch for ACC Claiming report and Bp VIP.net will alert 'EBatch for ACC Claiming has been
saved without errors'.

4. If the batch contains errors, note down the claims in error, remove the batch, and correct all
errors. Recreate the batch and check again that there are no errors.

5. Print the Batch for ACC Claiming report if you need to. Otherwise, close the report viewer. The
Subsidiser Batching screen will be empty.

Send items to the ACCGateway

1. Select File > Communication > Services to open the Communication Services popup.
2. Select:

'ACC - eSchedule' if you are sending ACC invoices.
'ACC - eLodgement' if you are sending ACC45 claims.

3. Click Proceed. The ACC web page appears. Uploaded invoices or claims from this screen. ACC
will alert you of the success or failure of submissions.

4. If errors are reported, select File > Communication > Transmission Status.
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5. To inspect a claim in error, select the claim and click View Errors. A popup will describe the
missing information that produced the error state.

6. Click Close to close the Transmission Status screen.

Correct a claim that has errors

Both eLodgement and eSchedule items are shown from the Transmission Status screen. eSched-
uled batches will show themost recent at the bottom of the screen. eLodgements (ACC45 claims)
will show at the top of the screen.

However, errors shown on this screen arise from Bp VIP.net system validation, not ACC validation.
This means that if an item is declined by ACC, the item will not show on this screen. ACC will decline
a claim through their website after uploading the invoices.

To correct batches that have been declined by ACC, see Resubmit a claim to ACC on page 27.

To correct a claim:

1. Select File > Communication > Transmission Status. The Transmission Status screen will
appear.

2. Claims that contain errors will show an entry in the ErrorMsg column. Select a claim and click
View Errors. An Info screen will display errors associated with the claim.

3. Double-click the Resend column check box for the claim you want to correct. The Specialist
Claim Formwill appear.

4. Select the ACC45 tab. The ACC 45 Status field on the upper right should show 'Sent'. Clear this
field.

5. Click OK. Bp VIP.net will prompt if you want to save the record. Click No. The ACC 45 Status
field will change to 'Not Sent' and fields will become editable.

6. Modify the claim to correct the error. For example, fill in fields that weremissing.
7. Click OK to resave the record.
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8. Select File > Communication/Transmission Status again. The Transmission Status screen will
show if the error has been corrected.

9. If there are no errors, resend the claim from the Subsidiser Batching screen.

Page 22 Bp VIP.net ACC Setup and Billing Guide



Record ACC payments and declines against a
batch
This article describes how to review a returned ACC batch, accept payments, and mark declined
claims.

When ACC return a batch that has been submitted, the returned batch in the ACC organisation's Trans-
actions will indicate which invoices in the batch have been accepted and paid, and which invoices (if
any) have been declined. The overall process for reviewing a batch and recording payments and
declines is:

1. Review the Transactions for the ACC Claiming organisation for unpaid or partly paid batches.
2. Open batches that have unpaid invoices in the Batch Review screen.
3. Mark unpaid invoices as 'Declined'.
4. Accept all paid invoices, using a pay type of 'Direct Credit'.
5. Modify rejected invoices and resubmit in the next ACC batch.

Review unpaid batches in Transactions screen

1. Press F2 and search for the organisation 'ACC Subsidiser'.

Note: 'ACC Subsidiser' is the default name for the ACC organisation when Bp VIP.net is
installed. Your practice may use a different name.

2. Select 'ACC Claiming' from the Search Results window and click OK. ACC Subsidiser is now loaded
in the Information Bar (Snapshot).

3. Press F8 or click the Financial History icon on the toolbar. The Transactions window for
ACC claiming is displayed with paid and unpaid batches listed.

Bp VIP.net ACC Setup and Billing Guide Page 23



4. In the example, batches A0043, A0044, and A0045 have been returned by ACC and have not yet
been marked as paid or unpaid. Batch A0046 has already been marked as wholly declined.

Accept paid claims andmark declined claims

5. Select the batch you want to process and clickModify from the list of buttons along the bottom.
The Batch Reviewwindow for the provider will appear showing a list of all ACC45 claims in the
batch.
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6. If all claims have been accepted, click Accept All, select a Pay Type of 'Direct Credit', and click OK
to close the screen. No corrective action is necessary.

7. If some of the claims have been declined, work through the individual claims in the list, selecting
each declined claim and clicking Decline.

8. After all declined claims have been marked in theDeclined column, you can either:
Work through the individual claims in the list, selecting an accepted claim and clicking Accept.
This will update theDeclined and Paid columns in the list.

Click Accept All, select a Pay Type of 'Direct Credit', and click OK to close the screen. This will
accept all claims that have not been marked as declined.

9. The Transactions window for ACC claiming will be displayed with payments and declines recorded
for the batch you just processed.

10. In the example, batch A0046 has been processed, with $35.48 declined from the batch.

You can now decide how to handle the declined claims. If the claim was in error, you could modify the
original invoice to correct the error and resubmit the claim in a new batch. If the claim cannot be resub-
mitted, you could convert the batch item to a private fee instead.
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What do I do next?
Resubmit a claim to ACC on the facing page
Convert an ACC batched item to a private fee
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Resubmit a claim to ACC
This article describes how to modify invoices that have been rejected in an ACC batch and mark for
resubmission.

When a batched ACC invoice has been declined, you must fix the error and resubmit the claim to ACC
in a new batch:

1. From the ACC Claiming Transaction history screen, for each returned batch that was unpaid,
open the Batch Review screen and set the rejected invoice to 'Resubmit'.

2. From the patient's Transaction history, open each rejected invoice, and modify the invoice to
correct the error. Mark each modified invoice as 'Resubmit' in the invoiceNotes.

3. Themodified invoices will be available for resubmission the next time you create an
ACC batch.

Mark the declined claim for resubmission

1. Press F2 and search for the organisation 'ACC Subsidiser'.

Note: 'ACC Subsidiser' is the default name for the ACC organisation when Bp VIP.net is
installed. Your practice may use a different name.

2. Select 'ACC Subsidiser' from the Search Results window and click OK. ACC Subsidiser is now
loaded in the Information Bar (Snapshot).

3. Press F8 or click the Financial History icon on the toolbar. The Transactions window for
ACC Subsidiser is displayed with paid and unpaid batches listed.

4. Select the batch that holds the declined claim. ClickModify. The Batch Reviewwindow is dis-
played.

5. Highlight the declined claim and click Resubmit. Bp VIP.net will prompt for confirmation.

6. Click Yes. The claim will now be coloured green on the Batch Review screen and the amount
claimed will still be displayed in theDeclined column.
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7. Click OK to close the Batch Reviewwindow. The Subsidiser Batchingwindowwill now have a
value displayed in the Resubmitted column.

Correct the patient invoice

1. Search for the patient related to the claim and click F8. The patient's invoice record will be dis-
played with the text 'BDR' (Batched, Declined, and Resubmitted) and the batch number in the
Batch column.

2. Select the invoice you want to modify and clickModify. The patient Consultationwindow is dis-
played.

TheName column of the invoice now includes the text ‘RESUBMITTED’ before the description of
the item charged.

3. Select ‘Resubmitted’ from theNotes field.

4. Make the necessary change to the invoice. Click OK to save. The patient's Transactions window
now shows the invoice with a description of 'Resubmit' and a ‘B’ in the Batched column, indic-
ating this invoice is ready to be batched.
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5. The invoice amount will be added to theWaiting column in the Subsidiser Batchingwindow.
When the items to be batched are displayed, the patient's invoice item will show a description of
RESUBMITTED.

6. When the batch is created, the patient's Transaction history will show the ‘Resubmit’ invoice with
the letter B and the new batch number.

Find an invoice that needs to be resubmitted

When the Subsidiser Batchingwindow is displayed and there are items in the Resubmitted column,
this indicates that the declined invoice has not had the whole resubmission process completed to
allow the invoice to be re-batched. You may need to find the invoice associated that needs to be resub-
mitted.

1. Select Reports > Financial Summary.
2. Select theDate parameters that will include the invoice and select the System radio button.
3. Click Batch Status and select Resubmitted from the list.
4. Click Run to run the financial summary report.

In the example below (excerpted for brevity), both Declined and Resubmittedwere selected from
the Batch Status to reference the difference in display.

An invoice that has been declined will show the letter D. An invoice that has been marked for
resubmission, but is waiting for the amendment to the invoice, will show an R and the total will
display in the Batched column in brackets to indicate it hasn’t been added to a new batch.

5. Select the patient's report line (patient name is first rather than the organisation name) and press
F8. The patient's Transactionwindowwill open with the corresponding invoice highlighted.

6. ClickModify. The Consultationwindow is displayed.
7. Select ‘Resubmitted’ from theNotes field.
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8. Click OK to save the invoicemodification.
9. The Subsidisor Batchingwindowwill now have no value displayed in the Resubmitted column

and the invoice total will be added to theWaiting column ready for re-batching.
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Refund an ACC payment made against a batch
1. Load the subsidiser 'ACC Claiming' into the Information Bar. Press F8 to open the Transactions his-

tory screen for ACC Claiming.
2. Select the paid batch you are refunding and clickModify. If you don't see the paid batch, untick

the Showing Owing Only filter checkbox. The Batch Review for (provider) screen will appear.
3. Enter the amount to be refunded in the Refunded column for the item, and press Tab to tab out

of the column. The refunded amount will be displayed in the Refunded field and Owing fields at
the top of the window.

4. If themoney is not to be recovered, enter the refunded amount in theDeclined column for the
item also.

5. Click OK. The Batch Refund screen will appear.
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6. Modify the refund payment Type if themethod of refund is different to the original payment
method.

7. Enter a Reason for the refund and click OK. The Transactions screen will be updated with the
refunded payment showing the amount in theOwing column.

If you cannot locate all of the transaction items associated with a refund, select the refund and press
the spacebar. The batch and all associated transactions will be highlighted in yellow.
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