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_______BafCcHOUT ___________NE  BATCHOUT |
1. When you are ready to batch out, press 5. For detailed information about today’s Gift LA
. . . ] INV# TRANS AUTH
Reports and select Summary, which gives card transactions, log in to SALES 1 s2.00
you the number and amount of each of the http://reporting.rbsworldpay.us and view the REFUNDS O -50.00 CARD NUMBER CARD TYPE
following types of transactions: Customer Activity Totals Report for TOTAL 1 £2.00 TOTAL
e GiftCard is Gift card Activations g)dayr;s dat[e). I?glsur?]to select Sho"‘; "
. e . - urchase Details when you generate the
. G!ftV0|d .|s G‘n‘t card Void Activations report on My Reporting. GIFTVOID 250174 SALE bL34913
e GiftSale is Gift card Purchases SALES 1 s5.00 L034119000000070 GIF
® Visa The Customer Activity Totals report will REFUNDS o -s0.00 s0.99
e MasterCard list the following information about each Gift =
i card transaction for the day: TOTAL 1 %5.00
* American Express y 250175  SALE 534914
® Discover * Date b03411.8200000074 *GIF
2. Balance the totals against your sales e Time GIFTSALE
receipts. The purchase and activation of a e Location SALES 3 £3.24 el
ﬁlOO gift card, paid for with a crr(]edié carr(]i, will e Amount REFUNDS 0 -%0.00
t atmle two $f100trt]ransaé:_tt|on5d”: the attp d With this report, you can identify whether an TOTAL 3 £3.24 250176 SALE 634915
0 a?' Ot’;f giooe Crt.e 't.car A rf‘”sl""céi’goa” activation or other transaction matches the £034118200000070 *GIF
one for the di activa |;)n, utonly amount that you are out of balance. If an £5.00
was received in payment. activation was not paid for, you can identify GIFTCARD
3. To confirm that there were no fraudulent Gift exactly when and where the card was SALES 2 £9.00
card activations (a card was activated but no activated and add that card number to a “hot REFUNDS O -%0.00 250177  SALE 634916
money was collected), check that all card list” at the registers. TOTAL a £9.00 LO034117000000074 *GIF
activations have corresponding payments. 6. Once you are in balance, press Settlement s4.00
4. If your receipts do not balance with the to transmit the batch information to RBS
Summary report, press Reports and select WorldPay and clear the batch information
Audit, which prints the batch invoice from the terminal. GRAND TOTALS Zellee S g
number, card number and amount for each Important! Always balance transactions with SALES 2 £19.2y 5034119000000070 GIF
transaction in the batch. The Audit report batch reports and then settle to clear the batch. REFUNDS O -£0.00 W 2l
also prints the totals for each type of
transaction. TOTAL 7 519.2Y4
250180 SALE b34918
For the transaction types out of balance, £034119000000070 GIF
identify and add up the detailed transactions £0.75
to balance to the totals.
Continued in next column... 350181 SALE 00587
L0110009930L9248 DIS
s2.00
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