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Refunding Entries & Products 
 

To be able to view and process refunds, Administrators will need to access their 

event via the ‘Member Events’ – this is the way members would register for events, 

NOT ‘Manage Events’ 

From the Member home page, click ‘Events’  

 

 

 

Find your event in the listing and click on ‘View’ – this will take you to the Events 

Details.  
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From here you can find the withdrawn members from classes and cancelled 

products as well as the event reports.  

 

 

Class Withdraws will display those members who have withdrawn from their class 

including: 

• Name 

• RiderNet ID 

• Name 

• Amount 

 
 

To refund the member, simply click ‘Refund’ and this will prompt a confirmation. 

 
 

 

 

Once confirmed, the button will change to ‘Refund Paid’. 

 
 

 

The same process can be completed for the Cancelled Products and Event Fees.   

 

If a member cancels their event entry in entirety all 3 refund sections to confirm all 

funds are refunded appropriately. 
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Once the product or classes have been refunded, they will change in the RiderClass 

Report.  

 

Note: They will still appear in the Participant Report as normal, but it is important 

to use the RiderClass report as the final report.  

  

When a member has withdrawn or cancelled a product, they will be greyed out but 

remain and their status will become ‘Withdrawn’.  

 
 

Similarly, when a member has cancelled their product, they will appear greyed out 

in the Event Products Report.  

 

 
 

Each of these reports can be downloaded as a CSV file format.  
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Refund and Cancel Event 
 

If an event needs to be cancelled altogether and refunded, this can be done so via 

the Events Details page and by clicking ‘Cancel & Refund’  

 

 

This prompt will cancel the event and refund all the associated transactions of the 

event.  

 

 

Following the confirmation, there will be a complete table of all the transactions to 

be refunded, with the members Name, ID, Amount Pending, CC & Transaction Fees, 

reference numbers and Status.  

Click ‘Process Refunds’ to finalise the refund process.  
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The event will now show as ‘Cancelled’ on the Club’s Manage Events page, Events 

Calendar, and members My Events.  

Manage Events 

 

Events Calendar 

 

My Events (Members) 

 

 

To view the processed refunds and their status, click ‘View’ next to the event on the 

Events Calendar, then ‘View Refunds’ 

 

 

 

 

This will return to the table of refunds to be processed with status updated to 

‘Pending/Refunded/Failed’  
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Check with the financial records and reports to verify the correct amounts have 

been paid and issued to members.  

  

 


