
Replacement at no charge

1-Making sure you are on the correct order, click on the 
replacement button.

2-Choose the correct “Return reason code (2 part) & Reason 
code.  Fill in the note describing what was wrong with the 
package. Be precise!

3-You will be directed to a regular order screen.  Fill in 
the replacement item#, recipient, & arrival week.  At the 
greeting, use the drop down arrow for the previously 
composed message.

4-Complete the order.  At the 
summary screen, choose the GREEN
“Zero dollars & submit” button located 
on the bottom right side of the screen.



Only use the blue buttons working left 
to right

After initiating a replacement and choosing complete, you will 
come to the screen featured above.

1. Zero the dollars—this will automatically take you back to 
the previous order screen.

2. Modify the exchange—this will take you back to the 
replacement screen. Type in the amount of money you are 
charging the customer.  When finished, select complete.

50% Replacement



3.  Payment—this will take you to the credit 
card screen.

4. On the right, choose cancel payment.  



Enter the credit card 
number & expiration 
date in the pop up 
screen and OK.  X out 
of that screen.  

5.Select credit card 
from the drop down 
menu 

6. You should see the credit card information on the lower right
side of the screen

Submit—this will submit the replacement order.


