
How to issue a Refund and Void a payment 

(For this practice exercise, run a “Pay by Date Report” to obtain a transaction ID number) 

Refunds 
From the Main Heartland Merchant View page 

 --Select the View History tab 

 

  

 

Select the account (site) where the original payment was taken.   

The easiest way to find the transaction is to obtain the Heartland TRANSACTION ID from a 
report or from receipt information in CORIS/CARE.  Enter this number into the “Transaction ID” 
field and select “Submit”. 

 

 



Once the transaction is displayed click on the check mark () icon. 

 

 
Select “Refund” to begin the process. 
 
 

 

If the entire amount will not be refunded, enter the new amount to refund. 

Click on “Confirm Amount” 

 

 



When prompted, enter the reason for the refund and select the “Submit Reversal” button. 

 

 

 

 

 

 

 

 

 

 
If there was an email address entered at the time the payment was taken, it will automatically 
be emailed once you select submit the reversal. 

VOIDS (For purposes of this training exercise, please don’t complete the action by 
selecting “Submit Void” as there may not be enough transactions during a single day 
for all users to practice.)   
From the Main Heartland Merchant View page 

 --Select the View History tab 

   --Followed by the merchant account (site)  

 

 

 



As Voids are done the same day, the “Start Date” field should reflect the day the transaction came in 
(today) and the “End Date” is the next day (tomorrow) – as the batch is still open. Or the transaction ID 
can be entered.    Select “Submit” 

 

Click on the () to open the transaction you want to void. 

 

 

Select “Void” 
Note:  It is best to not select the options to download receipt or email receipt from this screen as it hasn’t 
completed yet.   



Change the amount if not all of the payment should be voided. 

Select “Confirm Amount” to void the payment. 

 

 

 

Enter a reason and select “Submit Void” (not 
during practice...  Ü) 

At present, the reversal reason is not reflected 
on the individual receipt.  As this could change 
in the future, exercise caution when typing in 
the reason.  The reason does appear on excel 
exported reports only. 

If there was an email address entered at the 
time the payment was taken, it will 
automatically be emailed once you select 
submit Partial Void. 

 

 

 

 

 



 

 

If the payer didn’t have an email and a receipt has been requested, from this screen you can 
email the receipt.  This is also handy if several individuals need a copy. 

 

 

 

The next screen reflects what a receipt would look like: 

  



 


