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Paying off Negative Store Credit 

User Guide > Transactions   
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1. Starting on the main sales screen, enter the customer using the “Add Customer” button 

in the top-left. 

 

2. Find the customer using the blue search boxes at the top. Tap on the customer’s name 

once you have located them. 
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3. Once added to the transaction, you can see that the customer information is in red, 

which will let you know that they have a negative store credit balance. The customer’s 

negative balance is displayed below their customer group type.  

 

4. To pay off this balance, tap the “Menu” button in the top-right. Tap on “Sell Store 

Credit”. 

 

5. Enter the amount you would like to pay off for this customer. Their current negative 

store credit balance can be seen to the top-left as reference. 
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6. Press “Sell Store Credit”. The store credit is now added to the checkout list. 

 

7. Scan any other items the customer may be buying, then tap the “Pay” button. 

 

8. Select the desired tender type that the customer will be paying off their balance with, as 

well as any other additional items they are purchasing. 
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9. Enter the payment amount using the keypad or the blue quick keys. 

 

10. Choose your receipt option to return to the main sales screen. If you would like to check 

their current balance, add the customer to the transaction like before and click on their 

name to view their current balance. You can also uncheck the “Allow Negative Store 

Credit” option to prevent this customer from being able to have a negative balance in 

the future. Press “Save” when you’re done. 

 

YOU’RE DONE!  



12/13/2023 
 

 

 

If you have any questions or concerns regarding this tutorial, 

or any other inquiries, please feel free to contact us at: 

 

Email: support@orderdog.com 

Call: 1-866-673-3736 

Our hours: 8 AM – 6 PM CST 

Monday – Friday 

After Hours Support Available 

 

Visit our website for more tutorials and resources: 

https://orderdog-inc.kayako.com/ 
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