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1. From the Tools menu at the top right of the screen, select Transaction Lookup (right). The 
Transactions screen appears (below).  

 
 

 
 
 

2. Search for the desired transaction(s) using the available filters: 
 

3. Tap Search to refresh the screen with your search results. 
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4. To open a transaction, tap its View button. A slide-out screen appears with the ticket details.  
 

 
 

5. You can reprint the ticket by tapping Print Ticket. 
 

6. You can refund the ticket by tapping Refund Entire Ticket.  
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