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GO Reserve - How to refund a guest
reservation?
In this guide, you will learn how to process a refund for a guest reservation. It will
walk you through each step of the process, ensuring you can accurately select the
reservation, issue the refund, and document any necessary details.

This guide is also available as a video. Click the link below to watch:
scribehow.com/embed-preview/How_to_refund_a_gue...

1 From your GO URL, click on the ticket icon to access GO Reserve

https://scribehow.com
https://scribehow.com/embed-preview/How_to_refund_a_guest_reservation__I0bb7jajTMabfe_cJnBntA?as=video&size=flexible&voice=shimmer&scaleMode=cover


Made with Scribe - https://scribehow.com 2

2 Go to the "Reservations" tab, search for the reservation you need to process a
refund, then click on it to open the details

3 Go to the "Payment" tab, then click on "Add Charge / Refund"
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4 Select the "Refund" checkbox, enter the refund amount, add any necessary notes
for the transaction, and then click on "Add Refund"

5 Scroll down the page to view the refund. If you’d like to review or edit any notes or
comments, click on the pencil icon


