
Refunding Event Cancellation Gift Cards to the Original Payment Method 
Doubleknot offers a simple procedure to issue refunds directly to a gift card that’s automatically emailed to the 
registration owners. In some cases, a purchaser may request that you apply the refund to the original payment method 
instead. This document provides instructions for converting a gift card refund to a refund to the original payment 
method.  

• Apply a credit to the balance so that funds are associated with the purchase again 
• Find the gift card number and dollar value 
• Issue the gift card amount to the original payment method 

Apply a Credit to the Balance 
After issuing a refund, the balance for the cancelled registration will be $0, as in the image below. To make funds 
available to refund to the original payment method, you must adjust the balance with a credit for the refunded amount.  

Payment Details for a refund issued to a gift card.  
To refund the $10 to the original payment method, you must add a $10 credit to the balance.  

 
To apply a credit to a cancelled registration, follow these steps: 

1. Locate the registration.  
2. Click View Payments. The PAYMENT DETAILS page will be displayed.  
3. Click Adjust Balance. The ADJUST BALANCE page for the order will be displayed.  
4. In the ADJUSTMENT TYPE menu, select Misc Credit (Reduce Balance). 
5. In the TOTAL ADJUSTMENT field, enter the amount refunded to the gift card. 
6. In the ADJUSTMENT DESCRIPTION field, enter a description. 
7. In the ADJUSTMENT field, enter the same amount you entered in the TOTAL ADJUSTMENT field.  
8. Click Adjust. A confirmation dialog box will be displayed. 
9. Click OK. The credit will be applied to the order and reflected in the transaction history for the order.  

Applying a credit for the gift card amount to the balance 

 



Find the Gift Card Transaction and Refund to Original Payment Method 
The gift card dollar amount can be found on the receipt that was issued with the refund. To find the information, follow 
these steps. 

1. Locate the cancelled registration, and click View Payments. The PAYMENT DETAILS page will be displayed.  
2. Locate the line item for the refund to the gift card.  
3. In this example, the line item for the gift card transaction is highlighted in yellow. The administrator will click the 

$10.00 at the right. The TRANSACTION DETAILS page will be displayed.  
In this example, the line item for the refund to gift card is highlighted. Click the amount at the right to display details for 

the refund-to-gift-card transaction.  

 
1. At the bottom of the TRANSACTION DETAILS page, click Issue Refund. The ISSUE A REFUND page is displayed.  
2. In the AMOUNT TO CREDIT field, enter the amount of the gift card. 
3. In the REASON FOR CREDIT field, enter the reason for the refund.  
4. In the CREDIT AMOUNT field, enter the amount of the gift card. This must match the amount in the AMOUNT TO 

CREDIT field (step 2).  
5. Click Refund.  

 
Issue a Refund Page to refund the gift card amount to the original payment method 

 



After you issue the refund, a credit confirmation page is displayed. 

 
After following all the steps, the Payment Details page for the registration shows that the customer received a refund for 

the registration to the original payment method and the overall balance is $0.  
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