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This help document describes how to access a credit card transaction for the purpose of issuing refunds, credits, voids, etc. You must have access to the 
Payment Log to perform this activity and your gateway must be configured to support these activities.
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Click on the Payment Log 
link to access the 
Payment Log.

Click on the Payment Log 
link to access the 
Payment Log.

Note - throughout this 
document, sections of 
screen shots have been 
blocked out and suppressed 
to hide sensitive information.
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Once in the Payment log you can use the filtering 
tools in the top section of the screen to limit the 
screen display, e.g. if you know the specific 
customer's account that you want to work with 
you can use the Account field to search 
transactions for that particular account.

Once in the Payment log you can use the filtering 
tools in the top section of the screen to limit the 
screen display, e.g. if you know the specific 
customer's account that you want to work with 
you can use the Account field to search 
transactions for that particular account.

Search criteria 
options.

Search criteria 
options.

Click on the Update Display 
button after setting your search 
criteria to display the results.

Click on the Update Display 
button after setting your search 
criteria to display the results.

Once you have found the desired 
transaction, click on the Transaction ID 
to open a window for further action.

Once you have found the desired 
transaction, click on the Transaction ID 
to open a window for further action.
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The first time you access a specific 
transaction in a given browser 
session you will be required to login 
again. Use the same login 
credentials you used to access the 
Admin pages.

The first time you access a specific 
transaction in a given browser 
session you will be required to login 
again. Use the same login 
credentials you used to access the 
Admin pages.
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Existing information for the 
transaction will be pre-
populated. 

Existing information for the 
transaction will be pre-
populated. 

Select the desired 
operative transaction from 
the Type of Transaction 
drop down.

Select the desired 
operative transaction from 
the Type of Transaction 
drop down.
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In most cases use VOID to 
void a transaction that has 
not already been batched 
and REFUND to refund the 
transaction value for a 
transaction that has already 
been batched.

In most cases use VOID to 
void a transaction that has 
not already been batched 
and REFUND to refund the 
transaction value for a 
transaction that has already 
been batched.

Tech Note
Contact Destwin or your Gateway 
provider if you have questions about the 
appropriate Type of Transaction for a 
particular action.
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Once the type of transaction is 
selected, the Transaction ID field 
will appear.

Once the type of transaction is 
selected, the Transaction ID field 
will appear.

To process the transaction, required 
fields must be populated although for 
e-mail and phone number fields 
accurate customer data is not 
required.

To process the transaction, required 
fields must be populated although for 
e-mail and phone number fields 
accurate customer data is not 
required.

The Account Number field is also 
required and while not critical to 
processing the transaction through 
the gateway, using the actual 
customer account number is 
recommended.

The Account Number field is also 
required and while not critical to 
processing the transaction through 
the gateway, using the actual 
customer account number is 
recommended.

After the required fields have been 
populated and the desired 
transaction is selected, click on 
the Submit button.

After the required fields have been 
populated and the desired 
transaction is selected, click on 
the Submit button.
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You will then land on a final confirmation 
where you can review all the 
information. If it is correct, click on the 
Submit button, otherwise click on the I 
Need to Change Something button to 
return to the prior screen.

You will then land on a final confirmation 
where you can review all the 
information. If it is correct, click on the 
Submit button, otherwise click on the I 
Need to Change Something button to 
return to the prior screen.

Tech Note
After you Submit from this screen you 
should receive a Gateway confirmation 
number and you should check the 
Payment Log for the transaction.


