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IN TOUCH SCREEN SALES MODE: 
To sell a gift card, you must go to the MANAGER Screen: 
1. Touch Manager Button 
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IN TOUCH SCREEN SALES MODE: 
To sell a gift card, you must go to the MANAGER Screen: 
1. Touch Gift Certificates Button 
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Gift Certificate 
A Gift Certificate prompt will then appear. 
1. Scan the gift card bar code, or manually enter the 5 digits. 
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Gift Certificate 
Another gift certificate prompt will appear.  If the gift certificate is not in your system, you will enter it now. 
1. Select Sell New (F10) to sell this card. 
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Gift Certificate 
1. Enter the dollar amount to be deposited on the card. 
2. Click OK (F10) to accept the amount 
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Gift Certificate: 
See the barcode (tracking #) appear under the Gift Card description 

1. Complete the sale by accepting tender for the dollar amount owed. 
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In a new Sales Screen…. 
1. Scan or enter the SKU for the item being sold. 
Track you Customer (THIS IS OPTIONAL) 
2. Identify the customer from your customer list and enter on the invoice. 
3. 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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2 
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Track you Customer (THIS IS OPTIONAL) 
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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In tender…. 
1. Select Gift Certificate (F6) 
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In Gift Certificate tender…. 
1. Scan the Gift Card (or enter the SKU number) 
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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 the cash drawer.) 
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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, you can resell the card.) 
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Reloading A Gift Card 
To sell a gift card, you must go to the MANAGER Screen: 
1. Touch Manager Button 

2. Touch Gift Certificates Button 
A Gift Certificate prompt will then appear. 
3.  Scan the gift card bar code, or manually enter the 5 digits. 
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Reloading A Gift Card 
Another gift certificate prompt will appear.  If there is a balance or any previous transactions on this card, you will see 
them. 
1. Select Recharge (F10) to add money to this card. 
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Reloading a Gift Card 
1. Enter the dollar amount to be deposited on the card. 
2. Click OK (F10) to accept the amount 
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Reloading a Gift Card 
See the barcode (tracking #) appear under the Gift Card description 
1. Complete the sale by accepting tender for the dollar amount owed. 
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IN MANAGER MODE: 
To view Gift Cards, go to Gift Cards. 
1. Select Gift Card Button 
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Gift Certificate Manager 
1. All Gift Cards sold will appear by card (barcode) number. 
 Other info to view: Date sold with $ amount, Remaining $ balance, and last date used. 
2. Every transaction the card was used for will appear when the 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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Gift Certificates Outstanding Report 
1. This report will show all of the outstanding Gift Cards with money on them.   
2. You will also show a total amount 
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Gift Certificate Sales Report 
1. This will show all gift cards sold in a particular time period. 
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