
How to a Process a Full Refund 
Step 1: The club administrator views the payment status of the member who is requesting a 
refund by clicking the hyperlinked payment class to the right-hand side of their name.

Step 2: Under paid invoice, 
click Refund on the right-
hand side of the payment 
class description. 

Please note that this will show 
the addition of all hierarchical 
levies under ‘Received’.

Step 3: Please input a note 
as to why this member is 
requesting a refund. Click 
Refund Invoice. This will 
send a refund request to 
your state. These can either 
be approved or declined by 
your state body. 

Step 4: Following this, the 
club will see this on their 
refund page. This is a view 
of the requested refund. 
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Step 5: The state body 
will receive a notification 
that there is a new refund 
request. The refund can 
be directly viewed via a 
link in this notification 
or alternatively under 
Finance > Refunds these 
refund requests will 
show up. The options to 
Approve, Deny or View 
will appear. 

Step 6: If approving the 
refund, the following will 
appear. Please ensure that 
each levy that requires 
a refund is selected to 
refund invoice in the 
drop-down menu to the 
righthand side of the levy. 
You can optionally notify 
the member that the 
invoice has been refunded 
under options. 

Click refund invoice. 

Step 7: If the refund was 
successful you will be 
taken back to the Pin 
payment refund page. 
Clubs will be sent a 
notification that the refund 
has been processed.

Please note: Refunds will only be possible when there are enough funds within your Pin 
Payment pool. Thus, it is recommended that refunds be processed towards the end of the 
day or during peak registration times.
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