
To Reverse a Transaction 

 

1. Pull up the vehicle either by customer name, customer number, or vehicle ID/Coast Guard/Bow Number. 

 

2. Click on the blue Orders Tab down near the bottom of the page, under the vehicle information. 

 

 

 

3. Click on the Order#/TAN number link for the one you want to Reverse 

 

 

 

4. (a) Mark the box next to the Product being reversed and click on the (b) Reverse button. 
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5. A pop-up box will come up – (a) choose a Reverse Reason and (b) enter a Note and (c) click OK. 

 
 

 

 

 

6. It will then show reversed. 
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