
 

Credit Notes 

Introduction:   
Touch has a system for issuing and redeeming credit notes. The system is built around using 
one tender for credit note issue and another tender for credit note redeem. There are also 
options to link credit notes to customers and set an expiry date period.  
 

Tender Settings:   
Set up a tender for Credit Note Issue, the options for Active, Allow for Refunds and Issuing 
of Credit Notes should be ticked.  

 

 
 
Set up a tender for Credit Note Redeem, the options for Active and Issuing of Credit notes 
should be ticked and the option for Allow for Refunds should be unticked  
 

 



 
A change limit should also be set against the credit note redeem tender to add flexibility 
when redeeming credit notes when the sale value is for less than the value of the credit 
note 

 

 
 
When both a change limit is set and the option for Issuing of credit notes is ticked the 
system will prompt the message below if the sale value is less than the value of the credit 
note. The user can either give change or issue a new credit note for the remaining balance.  

 

 
 
 
 
 



 
System Settings:   
Go into system settings and search for CREDIT NOTE, the settings as shown below will 
display. The 3 settings highlighted in yellow below need to be configured for the credit note 
system to function. Set the tender numbers for the ‘Credit note issue on Tender’ and ‘Credit 
note redeem on tender’ settings. Also set the setting ‘Customer details required for Credit 
Notes’ to either Yes or No depending on if you want credit notes to be linked to customers. 

 

 
 

 
 
Credit Note Receipt Message:   
A text file named CREDIT_ISSUE.txt can be found it the data folder. This text file can be 
edited to change the message that prints on the credit note receipt. By default the text file 
will contain a default test message so this should be edited to meet each customers 
requirements.  

 
 

 
 
 
 

 
 
 



 
Issuing Credit Notes:  
Credit notes can be issued in sales mode when doing refund transactions and selecting the 
Credit Note Issue tender to finalise.  The screen below will show where the original receipt 
number needs to be entered. There is also a comments box that can be used to record 
details about the refund if the operator wishes to enter additional details.   
 

 
 
Press the accept button and a credit note receipt will print as per the example below.  
 

 
 
 



 
Redeeming Credit Notes:  
To redeem credit notes use the Credit Note Redeem tender to finalise the transaction. The 
screen below will show. The credit note number needs to be entered into the top box and 
the enter button is then pressed.  
 

 
 

If a valid credit note number is entered the details will be displayed on the screen as below. 
Press the Accept button to complete redeeming the credit note. 
 

 
 
 
  
 

 



 
Customers linked to Credit Notes:  
To enable linking customers to credit notes the back office setting ‘Customer details 
required for credit notes’ needs to be set to YES and both the credit note issue and credit 
note redeem tenders need the option ticked for compulsory customers.  
 
When this is set you will not be able to issue or redeem credit notes without a customer 
open in the transaction. If no customer is open the warning message below will prompt and 
on pressing OK the customer screen will open.  
 

 
 
 
When redeeming a credit for a customer the screen below will prompt on pressing the 
credit note redeem tender showing all credit notes available for the active customer. The 
credit note to be redeemed can be selected by pressing on it. This will save the operator 
from having to manually enter the credit note number.  
 

 



 
Customer Credit Notes Report:  
A back office report is available in the customer section that gives a detailed breakdown for 
customer credit notes. The report has various filters that can be applied using the screen 
below that include date range and credit note type.  
 
 

 
 

 



 
Expiry Dates:  
Credit notes can be set to expire by setting the number of months required on the back 
office setting  ‘Expiry period of Credit Notes (Months)’. When the expiry period has been 
reached the message on the screen below will prompt informing the operator the credit 
note has expired when trying to redeem it. The operator then has the choice if they wish to 
accept the expired credit note by pressing Yes or No on the message shown below.  
 

 


