
PE:  Reversing or Editing a Transaction 

After logging into PrimeroEdge: 
1. Click on the “Point of Service” tab 
2. Click on “Administration” to expand the drop down menu 
3. Click on “Reconciliation” 
4. Change the search fields to narrow down the site and date for the transaction you need to 

reverse 
5. If you have already reconciled and/or deposited the session in which the transaction occurred, 

make sure to check the “Reconciled” and/or “Deposited boxes under “Session Status” 
6. Click on “Apply”  

7. Search and find session in which transaction occurred 
a. Under “Terminal” when you see “SITE_775_####” that means that 

those transactions were done in PrimeroEdge on the desktop 
computer in your office 

b. Search, click on the little “Reconcile” spreadsheet for session  
c. Once session is opened, click on the “Transactions” tab 

8. Find the transaction by typing or selecting the different search 
criterias and then 
press Enter on 
keyboard 

a. ID number 
b. Name 
c. Grade 
d. Payment 

 
9. Once you find the 

transaction, click on 
the pencil icon on the far right 
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10. Under the “Sales Detail” box 
a. To remove an item: 

i. Highlight the item under “Menu Item” that needs to be removed 
ii. Click the “Remove” button 

b. To add an item: 
i. Click on “Add”  

ii. Scroll and click on the menu item that needs to be added 
iii. Click “OK” 

11. Enter a comment in the “Comment” box (such as just got milk, not a meal) 
12. Click “OK” 
13. If you had already reconciled this session, you will need to re-reconcile the session.  If you had 

not already reconciled this session, proceed as you normally would.  
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