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To sell a Gift Certificate, start at the Invoice (sales) Screen. 
 
1. On the keyboard select the Gift Card Key from the row of “program” keys.  
2. This is the same as entering the SKU, DD manually on the scan line. 
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When you select the Gift Card Key, a Gift Certificate prompt will appear. 
 
1. Scan the gift card bar code, or manually enter the 5 digits. 
2. Enter the dollar amount to be deposited on the card. 
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1. Click OK (or F10) to accept the gift card number and dollar amount.  
 
 
 

1 



4 

See the Barcode (tracking #) appear under the Gift Card description 
 
1. Complete the sale by accepting tender for the dollar amount owed. 
2. To tender quickly, use the hot keys for (cash, credit card, check, ..etc.)  
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In a new Sales Screen……… 
 
1.  Scan or enter the SKU for the item being sold. 
 
 

 

:Accepting a Gift Card as Tender 
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Customer Tracking is Optional and not required 
The Gift Card User (customer) can be tracked for your sales records.  Use one of two methods: 
 
1. Identify the customer from your  customer list and enter on the invoice. 
2. Identify the customer by using the Note function (hot key) and enter their name. 
 (Either way the customer’s name will show up in invoice history for the sales transaction.) 
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Customer tracking a Gift Card Tender 
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When the customer presents the Gift Certificate for tender…….. 
 
1. Choose the Gift Tender hot key on your Smart Keyboard. 

This will take you directly to Gift Tender! 
 

Accepting a Gift Card as Tender 
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In Gift Certificate tender. 
 
1. Scan the Gift Card (or enter the 5 digit card number). 
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Accepting a Gift Card as Tender 
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You may see a prompt requesting further action. (You can program POS to always bypass this prompt) 
 
1. If the card still has a dollar value remaining, a screen appears asking what to do 

with the balance— Give Change or Retain the Balance? 
2. Instruct your employees to always Retain the Balance. 
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Complete the sale as you would any other sales transaction. 
 
1. Print two receipts, one for the customer and one for your records. 

Leave Gift Card receipt in drawer to reference when balancing cash drawer. 
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Finalizing a Sale with Gift Card Tender 
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The sales receipt has Gift Card info. too….. 
 
1. The remaining balance will print on the receipt for you and the customer to view. 
2. If there is no balance remaining, retain the card.   

At a later date, a Manager can voided the Card from your Gift Certificate list, and can be reused again! 
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Printing a Receipt for a Sale with Gift Card Tender 
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To view all Gift Certificate transactions:  
 
1. Go to—>Management Center (F3) in Manager Console,  

Go to—>Gift Certificate Manager (# 6)  
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Accessing the Gift Certificate Manager 
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1. Only Teachers have security clearance to gain access to the Gift Certificate Manager               

Login in with your ID and password. 
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Accessing the Gift Certificate Manager 
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In Gift Certificate Manager: 
1. All Gift Cards sold will appear by Card (barcode) number.   

Other info to view: Date Sold with $ amount, Amount Spent, Remaining $ Balance, and Last Date Used. 
2. Every transaction the card was used for will appear when a card  is highlighted… 
3. Choose Print (F7) for a Report of Outstanding Gift Card Balances 
4. To Print a Gift Card Sales History (by date), select Sales Report (F8). 
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Viewing & Reporting with the Gift Certificate Manager 
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To Reuse a Gift Card, it must be deleted from the system. 
 
1. Locate the card you have collected from the customer.  Remaining will be $0.00 
2. Click the Delete button to remove the card number from the active list.   
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Deleting a Gift Certificate # to Re-use Gift Cards 
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