
How to Reverse Your Transactions and Others Transactions. 
 
 

Once you log into touch you will need to have access to the Transactions Icon. Just touch the 
icon to go to the next screen. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



1. Here you will see the items that you have issued. 
2. You will notice your login name. Note: If you wish to change another user’s transactions 

see page 5 of this document. 
3. Select the transaction you wish to reverse and touch next. 
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1. Touch the count button until your count is what you wish to return or simply key in the 
number with the key pad at the bottom.. 
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1. The number you wish to return will show up in the quantity box 
2. Now just touch return and the drawer and the bin will unlock allowing you to return the 

item. 
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1. If you are reversing another users transaction you will need to touch the three dots next to your 
login name. This will give you a list of all users. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1 

 
 
 
 
 
 
 
 
 



1. Just select the user whose transaction you wish to reverse. 
2. Then touch OK 
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1. You are still logged into touch as the user. 
2. The user whose transactions you are looking at is here. 
3. Select the item you want to reverse. 
4. Touch Next and proceed as before. 
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