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Managing loyalty
Managing loyalty

The Portal supports a wide range of features to collect customer information, keep in touch
with and market to customers and reward customers for shopping at your sites.

Loyalty Programs

Loyalty programs allow you to reward customers for continuing to shop for you with
incentives such as:

= Discounts.

= Exclusive memberships.

= Loyalty points to be accrued and redeemed.

= Randomised rewards such as jackpots and prizes.

= Special loyalty-only purchase prices and promotions.
= Special loyalty-only prices.

The Portal can manage multiple loyalty programs simultaneously. This means if your
company participates in a multi-company loyalty program, such as a frequent flier rewards
program or corporate rewards scheme, you can manage such schemes alongside other
loyalty programs that are just within your company, like a membership discount or frequent
shopper rewards.

Multi-company loyalty programs

A multi-company loyalty program is controlled by an entity outside your company. There
are various configurations that allow loyalty points to be:

= Accrued outside your company and redeemed within your company.

For example, a customer purchasing goods from your store with a credit card
company's reward points.

= Accrued within your company to be redeemed only with the external company.

For example, a customer earning frequent flier points by purchasing at your grocery
store.

= Accrued and redeemed both within your company and outside it.

You may participate in more than one multi-company rewards program: the loyalty points
between programs are not shared, and each customer maintains a separate loyalty points
balance for each multi-company loyalty program. The Portal correctly determines where
loyalty points should be allocated according to which loyalty program a loyalty card
belongs to. If your company participates in one or more multi-company loyalty programs,
please contact AMC Convergent IT to configure your Portal for multi-company loyalty.

Company loyalty programs
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Managing loyalty

Company loyalty programs work only within your company. They can be restricted to a
specific site, or points and benefits can be shared across all sites. You can run several
company loyalty programs together, offering different benefits and even upgrade paths and
tiered memberships, but each customer can only have one loyalty points balance:

= Per site, when loyalty points can only be redeemed at the site they were accrued at.
= Per company, when loyalty points are shared across all sites.

This internal loyalty points balance does not affect your participation in any multi-company
loyalty programs: you can run company loyalty programs alongside multi-company
programs. To manage a loyalty program just within your company or site, create loyalty
card types that accrue points and receive awards.

See Managing loyalty departments on page 35.
Loyalty Members and Loyalty Points

Loyalty members are a type of customer within the Portal. A loyalty member may also be a
customer or a debtor, but their loyalty account is what allows them to accrue loyalty points
or receive rewards. Loyalty members may have multiple loyalty accounts and belong to
both your company loyalty program and a multi-company loyalty program, but a specific
loyalty account can only belong to a single loyalty program. You can also import loyalty
membership information.

See Managing loyalty members on page 49.

Loyalty members accrue loyalty points from transactions and loyalty rewards, which can be
redeemed for vouchers, membership renewal, or redeemed when purchasing goods or
services. You can control the number of loyalty points awarded by specific items,
departments, time of purchase, or loyalty membership type, including adding bonus loyalty
points or loyalty multipliers for specific circumstances.

Loyalty Card Types, Groups and Filters

Memberships may give access to your services, grant discounts, accrue loyalty points, or
reward loyalty members with prizes and jackpots, depending on the card type of the
membership. The card type defines how the membership behaves within your company. A
membership can only have one card type, but you can configure the card type to change
automatically by set circumstances, such as time lapsed since joining, total expenditure, or a
specific item purchase, such as a purchased membership upgrade. Card types can also
specify a downgrade to a different card if circumstances aren't met.

See Managing card types on page 128.
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Managing loyalty

Loyalty Card Loyalty Card Loyalty Card
Type: * Type: . Type: ‘

Loyalty groups are used to collect and categorise memberships by different criteria, to make
rewards, mail outs or other activities available to specific loyalty members. Loyalty groups
are independent of card types: that is, two loyalty members with the same card type may
belong to different groups, and loyalty members with different card types can belong to the
same group. Loyalty members are added individually to groups, and can belong to multiple
groups at once.

See Managing loyalty groups on page 178.

Filters are used to select specific loyalty members according to information, such as their
postcode, birthday, first name, card type, group membership or other information. These
loyalty members can then be reported on, or mailed out to using the mail out features.

See Managing filters and reports on page 425.
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Redeeming Loyalty Points

Loyalty points can be redeemed when paying for transactions, or also to purchase services
such as continued loyalty membership. The rate of redemption is controlled by the
membership card type. Loyalty points can be redeemed directly through the Point of Sale,
or converted into vouchers to be spent.

See Maintaining loyalty vouchers on page 298.
Loyalty Rewards and Prizes

The Portal provides a range of loyalty membership rewards, including regular discounts or
loyalty points redemption, and randomised prizes and jackpots awarded to loyalty members.

Jackpots

A jackpot is a pool of loyalty points that is awarded to the transaction that occurs on a
randomly selected transaction number. Depending on your configuration, each eligible
transaction prior to the jackpot award may add a percentage or number of loyalty points to
the jackpot pool, either paid additionally from the venue that processed the transaction, or
subtracted from the loyalty points that were accrued by the loyalty member during that
transaction. Jackpots can be restricted to particular loyalty card types or groups.

#456 #45? #453 #459 #46[] #4461 #462 #463
555 $$$ $$$ $$$ $$$ $85 $$$ 555
Prizes

Loyalty prizes are similar to jackpots in that they award loyalty points to a random
transaction. However, instead of awarding the points to the transaction that happens to be
the designated transaction number, the Portal collects all transactions that occurred within
the prize period and randomly selects the prizes among them. For example, a daily prize
that awards three prizes would randomly select three transactions that had occurred over the
past day to receive the prize.
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Prize Selection
1 |#ass | D |#a61 | 3| #46a
585 585 555

#455 #45? #453 #459 #450 #451 #462 #463 #464 #465 #465
Prize Period
Offers

Offers allow similar rewards to promotions, discounts and frequent shopper items, but they
allow you to limit the reward to a specific number of customers. You can set a total limit of
the number of offers that can be redeemed both across your company, and per site. Offers
can also be restricted to specific items, loyalty groups, card types, times of day and sites.
See Managing Offers on page 260.

Discounts, Promotions and Frequent Shopper Items

You can configure your company's discounts or promotions to be available only to loyalty
members. Look for the Loyalty Only flag on the relevant maintenance screens.

You can also configure specific items or groups of items that grant loyalty members
additional loyalty points on purchase, or are only available for purchase by specific loyalty
card types. You can set minimum and maximum purchase amounts for rewards, and specify
specific dates and times that rewards are available. For example, offering a product cheaply
every Tuesday afternoon, offering a discount if a loyalty member purchases two or more, or
offering an exclusive membership level only loyalty members can purchase.

See Managing frequent shopper items on page 320.
Loyalty Events and Mail Outs
You can contact your loyalty members easily via mail outs, email mail outs and SMS mail

outs. You can use this to keep in touch with your customers, send customer feedback
surveys, or send marketing materials and let them know about promotions.

See Managing mail outs on page 359.

Loyalty reports
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You can sue the following reports to view statistics and information on your loyalty
program.

See:

Loyalty Events History report on page 4609.

= Loyalty Events report on page 464.

= Online Loyalty Promotion Message Maintenance screen on page 257.
= Card Sales report on page 474.

= Foreign Loyalty Movement report on page 479.

= Frequent Shopper Cards report on page 482.

= Frequent Shopper Member report on page 488.

= Lost Cards report on page 493.

= Loyalty Customers report on page 497.

= Loyalty Department report on page 501.

= Loyalty Discounts report on page 506.

= Loyalty Family Cards report on page 511.

= Loyalty Site Movement report on page 514.

= Loyalty Movement report on page 518.

= Loyalty Customer Purchases by Site report on page 523.
= New Loyalty Cards report on page 529.

= Pending Expired Points report on page 532.

= Pending Lost Cards report on page 536.

= Process Renew Cards report on page 539.

= Points Ageing report on page 543.

= Points Expired By Site report on page 547.

= Redemption report on page 550.

= Top 10 Loyalty Member report on page 553.

= Top 10 Loyalty Members - Details report on page 558.
= Loyalty Transaction Extraction report on page 565.

= Transactions per Hour report on page 569.

= Warning Loyalty Sales report on page 574.

Configuring loyalty

You can configure how loyalty works both within your company, and for individual sites.
See:
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Managing loyalty
= Configuring your company for loyalty on page 14
= Configuring your company for loyalty information on page 21.
= Configuring your company for loyalty emails on page 25.
= Configuring your company for loyalty events on page 29.
= Configuring your site for loyalty on page 32.
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Configuring your company for loyalty

Use the Company Options - Loyalty section to configure your company for customer
loyalty reward systems.

Note: There are several sections for configuring loyalty within your company. Also see:
Configuring your company for loyalty information on page 21, Configuring your
company for loyalty emails on page 25, and Configuring your company for loyalty events
on page 29.

Opening the Company Options - Loyalty section
To open the Company Options - Loyalty section:

i| Company
1. Press mJ

2. Press Company Maintenance > Company Options.

’_i_\ Home E Sales a@: Customers [l Products &4 vision u_'] Company 45 History (% Suggestions
...ﬂ Company Maintenance ¢ m} Edit Details
[l5] Ledger / Cash Book ¥ | L] Companies
'\;‘3 Franchise Maintenance » |&) Promo Message
ﬁJ Fashion Maintenance * | Permission Levels
qﬂ' Site 4 ﬂﬂ' Regions
B= Access 4 ﬂiﬁ Postal Region
= Support 4 .I_ﬁTax Editor
‘!_3, FOT Emulator L4 ui"' Company Cptions
‘Pu Users * | i Options Report
._.J: Industry ¥ |5/ Edit Period

4 Edit CRON

E% Edit Screens

[Ed Image Manager
fi Edit Flash

fi Smash Report

fi Advertising 3
25 Batch Report

[E Phone App Report
ﬁ}-\larm Setup

=0 Twitter Account

iF View Location Type
@ view Brand

E View Item Type
|Ll Wiew Phone Book
SM5 Account

| SMS Billing Reports
Send SMS

h‘jg._ [ ()

The Atrtist section of the Company Options screen is displayed.

3. Open the Section drop-down list.
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Options Maintenance

Company: Example Company

Configuration

Group: Portal -
[ Section: Artist - ]
Name Value ] Description
Artist Label Artist Set to to match company requirements =
CD Label Label CD Label Set to to match company requirements
Catalog Label Catalog Set to to match company requirements
Release Date Label Release Date Set to to match company requirements
Title Label Title Set to to match company requirements

-

| @ Update || == Delete

4. Press Loyalty from the Section drop-down list.

The Loyalty section is displayed.

Options Maintenance
Company: |[Example Company

Configuration

Group: Portal -

Section: Loyalty -

Name Value Description

Add Email Self Login True Set to Add Email as an option for user self login - =
Allow SMS on Password Recovery False Set to enable the pin recovery to be sent via

SMS

Capture Extra Counts : Set Reguired |abel

Capture Favourite : Set Reguired |abel

Capture Income H Set Reguired label

Capture Label1l H Set Reguired label

Capture Label10 H Set Reguired label

Capture Label2 H Set Required label

Capture Label3 H Set Required label

Capture Label4 H Set Required label

Capture Labels : Set Required label

Capture Labelé : Set Required label .

\'Q Update \ | = Delete
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Company Options - Loyalty section key fields and buttons

Field

Description

Add Email Self Login

Type true to permit loyalty
customers to sign in using their
email address.

The Portal attempts to verify loyalty
logins using:

1. Email, if enabled using this
configuration setting.

2. Mobile number, if the loyalty
member has recorded a
mobile number.

3. Card number.

Allow SMS on Password Recovery

Type true to allow card PINs to be
sent to loyalty members via SMS.

Capture Extra Counts

Type the label displayed when
capturing this option.

Note: If you are using the user-
defined loyalty member
maintenance screen, this
configuration setting is ignored.

Capture Favourite

Type the label displayed when
displaying the 'Favourite' option on
the loyalty log in.

Note: If you are using the user-
defined card login screen, this
configuration setting is ignored.

16

AMC Convergent IT Portal Documentation




Managing loyalty

Field

Description

Capture Income

Type the label displayed when
requesting the customer's income
level.

Capture LabelsA/B

Type the label displayed when
requesting custom information your
company wants to record about
loyalty customers.

Note: These fields correspond to
the Capl, Cap2 fields in the
Name tab of Loyalty
Maintenance.

Capture Labels 1-9

Type the label displayed when
requesting custom information your
company wants to record about
loyalty customers.

Note: These fields correspond to
the Soft Label 1-10fields in the
Name tab of Loyalty
Maintenance.

Capture Occupation

Type the label displayed when
requesting the customer's
occupation.

Note: This field is displayed on
the Card tab of Loyalty
Maintenance, and can be used to
capture other information if
required.

AMC Convergent IT Portal Documentation
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Field

Description

Cardtype Alter

Type true to allow an external web
site to alter the card type of the
loyalty customer using the Portal's
web API.

Minimum Sales

Type the minimum amount a
customer must spend in order to be
able to redeem loyalty points.

Minimum Time

Type the minimum number of days
a customer must be a loyalty
member before they can redeem
loyalty points.

Pin Case Sensitive

Type true to make the PIN case
sensitive.

If a PIN is case sensitive, then the
customer must use the exact upper
and lower case letters of the PIN.
For example, apple and APPLE
would be two different PINS.

18
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Field

Description

SMS Password Recovery

Type the SMS message used for
password recovery SMS messages.

Placeholders to personalise the
message with the loyalty member's
details are:

<<FIRST Loyalty member's
>> first name.

<<LAST Loyalty member's
>> surname.

<<MOBI Loyalty member's
LE>> mobile number.

Loyalty member's

<<PIN>> " o

Show Transactions

Type true to show the customer's
transactions when they log in.

Support Email

Type the email address for loyalty
customer support.

Use Card as PIN on blank password

Type true to allow customers to use
their card number as their PIN when
logging in with their card.

Use Email as PIN on blank password

Type true to allow customers to use
their loyalty email address as their
PIN when logging in with their
card.

AMC Convergent IT Portal Documentation
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Field

Description

Use Mobile as PIN on blank password

Type true to allow customers to use
their mobile phone number as their
PIN when logging in with their
card.

20
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Configuring your company for loyalty information

Use the Company Options - Loyalty Compulsory section to configure what information the
Portal configures compulsory for loyalty customers.

Note: There are several sections for configuring loyalty within your company. Also see:
Configuring your company for loyalty on page 14, Configuring your company for loyalty
emails on page 25, and Configuring your company for loyalty events on page 29.

Opening the Company Options - Loyalty Compulsory section
To open the Company Options - Loyalty Compulsory section:

| Company
1. Press e .

2. Press Company Maintenance > Company Options.

A_:_‘ Home E Sales a@ Customers  [ll] Products &2 vision _J Company 4 History (% Suggestions
mj Company Maintenance * u} Edit Details -
[[-] Ledger / Cash Book ¥ ||| Companies
"\;_‘3 Franchise Maintenance ¥ |5 Promo Message
ﬁJ Fashion Maintenance F |G Permission Levels
ﬂ Site 4 ﬂﬂ-‘ Regions
i Access 4 ﬂﬂ' Postal Region
) Support b |E#8 Tax Editor
‘g, PCT Emulator 4 ..zl' Company Options
£ users * | [/ Options Report
._.J Industry * | [ Edit Period

[ Edit CRON

B Edit Screens

[Ed Image Manager

fi Edit Flash

#° smash Report

fi Advertising 3
25 Batch Report

[E Phone App Report
ﬁﬁ.larm Setup

=0 Twitter Account

[:2F View Location Type
!3 View Brand

E View Item Type

Ll View Phone Book

:, SM5 Account

[, sms Billing Reparts
El send sMS -

The Atrtist section of the Company Options screen is displayed.

3. Open the Section drop-down list.
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Options Maintenance

Company: Example Company

Configuration

Group: Portal -

[ Section: Artist - ]
Name Value
Artist Label Artist
CD Label Label CD Label
Catalog Label Catalog
Release Date Label Release Date
Title Label Title

Description

Set to to match company requirements =
Set to to match company requirements

Set to to match company requirements

Set to to match company requirements

Set to to match company requirements

-

| @ Update || == Delete

Press Loyalty Compulsory from the Section drop-down list.

The Loyalty Compulsory section is displayed.

Options Maintenance

Company: AMC Master

Configuration

Group: Portal -

Section: Loyalty Compulsory| | - |

MName Value Description

Address False Set if Compulsory S

Check On Enquiry True Set if Compulsory flags are to be checked on
Terminal Enquiry

DateOfBirth False Set if Compulsory

Either False Set if either Email or Mobile Compulsory

Email False Set if Compulsory

First Name True Set if Compulsory

Gender False Set if Compulsory

Home Phone False Set if Compulsory

Ignore False Set to allow Portal edit to ignore Compulsory
flags

Last Name True Set if Compulsory

Mobile Phone False Set if Compulsory

Occupation False Set if Compulsory

Postcode False Set if Compulsory

Suburb False Set if Compulsory

Work Phone False Set if Compulsory

-

| @ Update | | = Delete |
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Company Options - Loyalty Compulsory section key fields and

buttons

Field

Description

Address

Type True if the loyalty member's
address must be completed.

Check on Enquiry

Type True if the Portal should
check that compulsory fields are
complete when the customer's
details are checked at a terminal.

Date of Birth

Type True if the loyalty member's
date of birth must be completed.

Either Type True if either the loyalty
member's email or mobile number
must be completed.

First Name Type True if the loyalty member's
first name must be completed.

Gender Type True if the loyalty member's
gender must be completed.

Home Phone Type True if the loyalty member's

home phone number must be
completed.
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Field Description

Ignore Type True if Portal operators can
ignore compulsory fields when they
edit loyalty records through the
Portal, for example edit a loyalty
member and delete an incorrect
address, even though the address
field is compulsory.

Last Name Type True if the loyalty member's
last name must be completed.

Mobile Phone Type True if the loyalty member's
mobile phone number must be
completed.

Occupation Type True if the loyalty member's

occupation must be completed.

Postcode Type True if the loyalty member's
post code must be completed.

Suburb Type True if the loyalty member's
suburb must be completed.

Work Phone Type True if the loyalty member's
work phone number must be
completed.
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Configuring your company for loyalty emails

Use the Company Options - Loyalty Email section to configure your company for customer
loyalty emails.

Note: There are several sections for configuring loyalty within your company. Also see:
Configuring your company for loyalty information on page 21, Configuring your
company for loyalty on page 14, and Configuring your company for loyalty events on
page 29.

Opening the Company Options - Loyalty Email section
To open the Company Options - Loyalty Email section:

i| Company
1. Press & .

2. Press Company Maintenance > Company Options.

’_i_\ Home E Sales a@: Customers [l Products &4 vision u_'] Company 45 History (% Suggestions
...ﬂ Company Maintenance ¢ m} Edit Details -
[l5] Ledger / Cash Book ¥ | L] Companies
'\;‘3 Franchise Maintenance » |&) Promo Message
ﬁJ Fashion Maintenance * | Permission Levels
qﬂ' Site 4 ﬂﬂ' Regions
B= Access 4 ﬂiﬁ Postal Region
= Support 4 .I_ﬁTax Editor
‘!_3, FOT Emulator L4 ui"' Company Cptions
‘Pu Users * | i Options Report
._.J: Industry ¥ |5/ Edit Period

4 Edit CRON

E% Edit Screens

[Ed Image Manager

#° Edit Flash

fi Smash Report

fi Advertising »
25 Batch Report

[E Phone App Report
ﬁAlarm Setup

=0 Twitter Account

(s View Location Type

3 View Brand

E View Item Type

|Ll Wiew Phone Book

:, SM5 Account

| SMS Billing Reports
Send SMS -

The Atrtist section of the Company Options screen is displayed.

3. Open the Section drop-down list.
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Options Maintenance

Company: Example Company

Configuration

Group: Portal -
[Section: Artist - ]

Name Value

Artist Label Artist

CD Label Label CD Label

Catalog Label Catalog

Release Date Label Release Date

Title Label Title

Description

Set to to match company requirements =
Set to to match company requirements

Set to to match company requirements

Set to to match company requirements

Set to to match company requirements

-

|Q Update || == Delete

4. Press Loyalty Email from the Section drop-down list.

The Loyalty Email section is displayed.

Options Maintenance

Company: AMC Master

Enable SpamAssassin
Forward Default Message

Forward Message
From

Login
Lost
Lost URL

Opt In
Opt Out
Opt Out URL

Renlv Address

Configuration

Group: Portal -

Section: Loyalty Email | - |

MName Value Description

Confirm Click Here to Confirm Email Set message for email confirmation -
ConfirmReading Set URL for Confirmed Reading, leave blank for

True

T've just receieved this email and thought you
might find it interesting

Click here to Forward to a Friend

Click to Legin to update your card details

Click here for password recovery

Click Here to Confirm Opt In for emails
Click here to opt out

portal default

Set to True to enable Spam Assassin
evaluation of email

Set Default message when forwarding on to a
friend

Set Set message for forwarding on to a friend

Set to ‘From’ where customer sees email is
from

Set Default message for Login action
Set message for password recovery

Set URL for lost password recovery, leave blank
for portal default

Set message for email opt in confirmation
Set message for Opt Out

Set URL for Opt Qut, set blank for portal
default

Set to address where Client renlies to. leave h

| @ Update | | = Delete |

26
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Company Options - Loyalty Email section key fields and buttons

Field

Description

Confirm

Type the message to be displayed
for confirmation links in emails.

ConfirmReading

Type the URL the confirmation link
leads to, or leave blank to use the
Portal default.

Enable SpamAssassin

Type True to enable SpamAssassin
email evaluation to ensure your
email won't be automatically
marked as spam.

Forward Default Message

Type the message to be displayed
by default when marketing
messages are forwarded.

Forward Message

Type the link to display that helps
customers forward the email to a
friend.

From Type the name the email appears to
be from.

Login Type the message to display for
login links.
Type th to be displayed

Lost ype the message to be displaye

for recovering passwords.
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Field Description

Lost URL Type the URL link for customers to
recover their login password. Leave
blank to use the Portal default.

Opt In Type the message to display for
opt-in links.

Opt Out Type the message to display for
opt-out links.

Out Out URL Type the URL for customers to opt-

out of further emails, or leave blank
to use the Portal default.

Reply Address Type the email address to send
customer's replies to loyalty emails
to.

Return Address Type the email address to sent

email server messages to, for
example regarding emails that
failed to send.

Text Type the message to be displayed
when the email is opened in a text-
only viewer.

View Type the message to be displayed
for the link to view the email
online.
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Configuring your company for loyalty events

Use the Company Options - Loyalty Events section to configure your company for
customer loyalty reward systems.

Note: There are several sections for configuring loyalty within your company. Also see:
Configuring your company for loyalty information on page 21, Configuring your
company for loyalty emails on page 25, and Configuring your company for loyalty on
page 14.

Opening the Company Options - Loyalty Events section

To open the Company Options - Loyalty Events section:

i| Company
1. Press & .

2. Press Company Maintenance > Company Options.

’_i_\ Home E Sales a@: Customers [l Products &4 vision u_'] Company 45 History (% Suggestions
...ﬂ Company Maintenance ¢ m} Edit Details -
[l5] Ledger / Cash Book ¥ | L] Companies
'\;‘3 Franchise Maintenance » |&) Promo Message
ﬁJ Fashion Maintenance * | Permission Levels
qﬂ' Site 4 ﬂﬂ' Regions
B= Access 4 ﬂiﬁ Postal Region
= Support 4 .I_ﬁTax Editor
‘!_3, FOT Emulator L4 ui"' Company Cptions
‘Pu Users * | i Options Report
._.J: Industry ¥ |5/ Edit Period

4 Edit CRON

E% Edit Screens

[Ed Image Manager

#° Edit Flash

fi Smash Report

fi Advertising »
25 Batch Report

[E Phone App Report
ﬁAlarm Setup

=0 Twitter Account
(s View Location Type
3 View Brand

E View Item Type
|Ll Wiew Phone Book
:, SM5 Account

C SMS Billing Reports

Send SMS b

The Atrtist section of the Company Options screen is displayed.

3. Open the Section drop-down list.
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Options Maintenance

Company: Example Company

Configuration

Group: Portal -
[ Section: Artist - ]
Name Value ] Description
Artist Label Artist Set to to match company requirements =
CD Label Label CD Label Set to to match company requirements
Catalog Label Catalog Set to to match company requirements
Release Date Label Release Date Set to to match company requirements
Title Label Title Set to to match company requirements

-

| @ Update || == Delete

4. Press Loyalty Eventsfrom the Section drop-down list.

The Loyalty Events section is displayed.

Options Maintenance

Company: AMC Master

Configuration

Group: Portal -

Section: Loyalty Events| | - |

MName Value Description

From Set to 'From’ where customer sees email is S
from

Reply Address Set to address where Client replies to, leave
blank for portal default

Return Address Set to address where eMail Server messages

return to, leave blank for portal default

-

| @ Update | | = Delete |
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Company Options - Loyalty section key fields and buttons

Field

Description

From

Set the 'from' name that appears in
customer's inboxes as who the
email is from.

Reply Address

Set the address that emails are
directed to when a customer replies
to a loyalty email.

If you want to use the Portal
default, leave this field blank.

Return Address

Set the email address that messages
from the server are sent to, for
example regarding unsuccessful
mailing attempts.

If you want to use the Portal
default, leave this field blank.
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Configuring your site for loyalty

Use the Site Options - Loyalty section to configure your site for customer loyalty rewards
systems.

Opening the Site Options - Loyalty section
To open the Site Options - Loyalty section:

| Company
1. Press e .

2. Press Site > Control > Site Options.

D Home M sales M customers [ Procucts B visien | ] Company € Hatory (D Suggestor

. Company Maintenance *

) Ledger / Cash Book »
W Franchice Maintenance
1. Fashion Maintenance »
al Site ' Management »
Access ’ ' Control » 152 Portal X Transfer
Support Y § Tem
’ POT Emulator » $, Temperature Report
5 users v 'fJ,' Site Optons
’ J Options Report

Industry
8 site Details
Ts IP Addresses
4 Site Contacts

© nformation

ermunal Informator

s

The Cashup section of the Site Options screen is displayed.

3. Open the Section drop-down list.
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Options Maintenance

Site:  Chadstons -
Configuration | Opticns
Group: Partal -

[S-ﬂ:ti:m: Cashup = ]
IHImI WValue Descripkion
Bunking Ceperte True Gak ko Enable capturing Barking on ite own =
Blind Cashup Cash Trug Sk b true for bind cashup Cash Tender
Blind Cashup Tender 10 Falsa Sat to true for bénd cashup tender & 10
Blind Cashup Tender 11 False Set to true for biind chshup tender = 11
Blind Cashup Tender 12 False Saf to brue figr bhnd caghup tander & 132
Blind Cashup Tendar 13 Falsa Sat to true for bind cashup tender & 13
Blind Cashup Tender 14 False Set to true for bind cashup tender = 14
Blind Cashup Tender 15 False Sk to true for bhnd cashup tender & 15
Elind Cashup Tender 16 Falsa Sat to true for bind cashup tender & 16
Blind Ceshup Tander 2 Falee et ke true for blind cashup tender = 2
Blind Cashup Tender 3 Fakse Sek b true for bnd cashup tandsr & 3
Elind Cashup Tender 4 Falsa Sat to true for bind cashup tender & 4
Blind Cashup Tander § Fale Sak to true for bind cashup tender = 5
Blind Cashup Tender 6 Fatse Sek bo true for bend cashup tandsr & 6
Blind Cashup Tendar 7 Falsa Sat to true for biind cashup tender & 7

2 Undate | | == Dalta |

4. Press Loyalty from the Section drop-down list.
The Loyalty section is displayed.

Options Maintenance

Sikar  Chadstons =

Configuration | Oplions

GEroup: Fortal -

Taction: Levvalty ®

Hame Value Deseription

Adteeaticn Ttem Set o the item number wsed 1o activate a card =

|2 updats | | = Dalats |

AMC Convergent IT Portal Documentation 33



Managing loyalty

Site Options -Loyalty section key fields and buttons

Field Description

Activation Item Type the item code used to
activate a loyalty card through the
Point of Sale.
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Managing loyalty departments

Create loyalty department settings to manage how items within a department award loyalty
points, and how they can be redeemed.

See:

= Loyalty Department Maintenance screen on page 46
= Loyalty Department Defaults report on page 43.

What you can do:

= Creating a loyalty department setting on page 36.
= Editing a loyalty department setting on page 39.
= Deleting a loyalty department setting on page 41.
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Creating a loyalty department setting

Create a loyalty department setting when you want to define specific loyalty discounts,
bonuses and points settings for sites, departments or card types. For example, if you want
your highest-tier rewards card to have special discounts in certain departments.

Note: Any per-item loyalty configurations you have created via Frequent Shopper Items
override loyalty department settings. Loyalty department settings override the Card Type
discount and points settings or Company settings. See Loyalty Card Type Maintenance
screen on page 162. Also see Creating a frequent shopper item on page 321.

To create a loyalty department setting:

1. Press 4 customers )

2. Press Loyalty > Points Maintenance > Department Defaults.

Pt

‘s Home E Sales a@ Customers

Wl Products

4 Maintenance

2

Bl vision

mﬂ Company

* Loyalty

[

; Marketing

[Z] schedule

J& crm

[Z= Layby

i Debtors

%= Vouchers

By Micro Loan

=&\ \stamer Orders

ﬁ Home Delivery

(1

[ Restaurant

S Tipping

[

[

3

3

3

3

fi' General Maintenance »

45 History

E# Points Maintenance

[

[ Card Maintenance
4 Prize Maintenance
é,]ackpnts

| @ Lovalty Reports
%= Vouchers

T Filters

B3 Image Manager
Ei' Item Group Report
& Offer

|4 Mail Out

[ sms out

52 Email Out

[

[

3

u.; Company Options
ﬂ_ﬁf Site Options

[ Company Default
EZ Card Defaults

&. Department Defaults
Jg Find Ttems

A Edit Ttems

-ng-‘-.dd Items

The Loyalty Department Defaults report is displayed.
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Loyalty Department Defaults 2

Add to Favourites Create New Type
Site Department Card Type  Discount% | Points Redeem | Bonus Changed

Points Date

AMC Meats All 10 1 25 0 12/05/2014
Chadstone Turkey/Duc Default 10 1 25 5 22/08/2015
Fusion Beef All 10 1 25 0 13/05/2014

Create New Type
3. Press

The Loyalty Department Maintenance screen is displayed.

Loyalty Department Maintenance

Defaults

Site: Aall
Department: All
Card Type: All
Discount:

Points per $:

Redeem Points per $:

Bonus Points per Sale:

== Delete | |J Save | | £ Reset

4. Select the site you want to create a setting for in the Site drop-down field.

Tip: If you want to create a setting across all sites, select All.

5. Select the department you want to create a setting for in the Departmentdrop-down
field.

Tip: If you want to create a setting across all departments, select All.

6. Select the card type you want to create a setting for in the Card Typedrop-down
field.

Tip: If you want to create a setting across all card types, select All.

7. If you want to provide a discount, type the percentage discount in the Discount field.

For example, to provide a 20% discount, type 20.

8. If you want to override the points received per dollar for this site, department or card
type, type the number of points a loyalty member receives for every dollar they spend
in the Points per $ field.

For example, if you want to reward your loyalty members with 10 points for every
dollar spent, type 10. A loyalty member who spends $20 receives 200 points.
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9. If you want to override the number of points a loyalty member must redeem per
dollar for this site, department or card type, type it in the Redeem Points per $ field.

For example, if you want your loyalty members to redeem 100 points for each dollar,
type 100. If a loyalty member wants to pay for a $30 transaction with loyalty points,
they must redeem 3000 loyalty points.

10. If you want to assign bonus loyalty points to a loyalty member for each transaction,
type it in the Bonus Points per Sale field.

For example, if you want a loyalty member to receive 10 bonus loyalty points every
time they complete a transaction with you, type 10. A customer who makes 10
transactions receives 100 bonus points.

11. Press ko Save .

The loyalty settings are saved.
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Editing a loyalty department setting

Edit a loyalty department setting when you want to change the specific loyalty discounts,
bonuses and points settings for sites, departments or card types.

To edit a loyalty department setting:

1. Press ﬂ,@ Customers

2. Press Loyalty > Points Maintenance > Department Defaults.

“'j'_‘ Home E Sales ,_,'#: Customers | [ll] Products &3 vision mJ Campany 45 Histary
fi Maintenance 4
v Loyalty L4 fi General Maintenance ¥
; Marketing * E# Points Maintenance 4 u_," Company Options
ﬁ Schedule » |0 Card Maintenance 4 qﬂ' Site Options
Si crm %P Prize Maintenance ¥ || Company Default
|25 Layby r é__;, Jackpots * |EZ Card Defaults
i Debtors * | @ Lovalty Reports r &. Department Defaults
%! Vouchers | %] Vouchers b | Jg Find Ttems
&4 Micro Loan H T Filters A Edit Ttems
:f Customer Orders » |[E] Image Manager 'EQ Add Items
*’E Home Delivery  » E Item Group Report
| Restaurant b & Offer r
“¥ Tipping b () Mail out 3
E smMs out »
52 Email Out *

The Loyalty Department Defaults report is displayed.

Loyalty Department Defaults »
Add to Favourites Create New Type
Site Department Card Type Discount Points Redeem  Bonus Changed
Points Date
AMC Meats All 10 1 25 0 12/05/2014
Chadstone Turkey/Duc Default 10 1 25 522/09/2015
Fusion Beef All 10 1 25 0 13/05/2014

3. Press the Loyalty Department you want to edit.

The Loyalty Department Maintenance screen is displayed.
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Loyalty Department Maintenance

Defaults

Site: All
Department: Al
Card Type: Al
Discount:

Points per $:

Redeem Points per §:

Bonus Points per Sale:

== Delete | |[J Save | |g) Reset |

4. Select the site you want to edit the setting for in the Site drop-down field.

Tip: If you want to edit a setting that was created across all sites, select All.

5. Select the department you want to edit the setting for in the Departmentdrop-down
field.

Tip: If you want to edit a setting that was created across all departments, select
All.

6. Select the card type you want to edit the setting for in the Card Typedrop-down
field.

Tip: If you want to edit a setting that was created across all card types, select All.

7. The loyalty setting is displayed.

Note: If the existing settings are not displayed, you may have selected the wrong
Site, Department or Card Type.

8. Make the required changes.

See Loyalty Department Maintenance screen on page 46.

9. Press b 53ve |

The loyalty settings are saved.
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Deleting a loyalty department setting

Delete a loyalty department setting when you want to remove the specific loyalty discounts,
bonuses and points settings for sites, departments or card types.

Note: Points and discounts that have already been awarded are not affected.

To delete a loyalty department setting:

Customers
1. Press & .

2. Press Loyalty > Points Maintenance > Department Defaults.

"lh Home ﬂ Sales _@ Customers | W Froducts &S Vision ..._'I Company #4 History
4 Maintenance L
¥ Loyalty » * General Maintenance »
Z7 Marketing * |E@ Foints Maintenance  ® | [ Company Options
™ schedule ¥ BB Card Maintenance * [§*® site Options
J& CRM b W Prize Maint=nance ¥ | [ Company Default
& Layby ¥ E,]ackpnts * BB Card Defaults
:i[behl:-nn' * | g Loyalty Reports ¥ lﬂl}:pc-’tm:rt Defaults
¥ Vouchers k| Vouchers ¥ | J§ Find Itemns
& Micro Loan * | T Filters A Edit Ttems
=% Customer Orders » |E Image Manager =ls Add Items

4B Home Delivery  » B Item Group Report

[ Y| Restaurant ¥ & Offer L
W Tipping * g Mail Out *
& sMs out »
L5 Email Out L

The Loyalty Department Defaults report is displayed.

Loyalty Department Defaults »
Add 10 Favourites Create New Type
Site Depanment Card Type Discount®e Ports Redeem  Bonus Changead
Points Date
AMC Meats All 10 1 25 0 12052014
Chadstone  Turkey/Due Default 10 1 25 2015
Fusion Beed All 10 1 25 0 13052014

3. Press the Loyalty Department you want to delete.

The Loyalty Department Maintenance screen is displayed.
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Loyalty Department Malntenance

Defaults
Site: all
Dapartmant: all
Card Typa: all
Disooiant:
Points per §:
Recicem Points por !

Borwus Ponts per Sale:

= Delete | Save | ) Reset

Select the site you want to delete the setting for in the Site drop-down field.

Tip: If you want to delete a setting that was created across all sites, select All.

Select the department you want to delete the setting for in the Departmentdrop-down
field.

Tip: If you want to delete a setting that was created across all departments, select
All.

Select the card type you want to delete the setting for in the Card Typedrop-down
field.

Tip: If you want to delete a setting that was created across all card types, select
All.

The loyalty setting is displayed.

Note: If the existing settings are not displayed, you may have selected the wrong
Site, Department or Card Type.

Press lL"EtEl.

The loyalty settings are deleted.

AMC Convergent IT Portal Documentation




Managing loyalty
departments

Loyalty Department Defaults report

Use the Loyalty Department Defaults report to view the department defaults created for
loyalty, create new departments or edit existing departments.

Opening the Loyalty Department Defaults report
To open the Loyalty Department Defaults report:

1. Press 4 customers .

2. Press Loyalty > Points Maintenance > Department Defaults.

‘ﬂ._h Home ﬂ Sales ﬂ Customers | Il Products &S vision ..._'Ii Company 44 History
4 Maintenance .
¥ Loyalty * ~ General Maintenance »
£ Marketing * |EH Points Maintenance  ® | oY Company Options
™ schedule L Card Maintenance * 4" site Options
K cRmM b 0 Prize Maintznance * | [ Company Default
& Layby * |, Jackpots » |BP Card Defaults
M Debtors ¥ | | Loyalty Reports * *ﬂDcpu—tm:r'tD:FaL.ltz
1 Vouchers k| Vouchers ¥ | j§ Find Items
&a Micro Loan * | T Filters Ak Edit Items

= Customer Orders »

‘:‘&Hnme Delivery
[ )| Restaurant L
W Tipping ¥

[EF Imaos Manager

oy Add Items
‘ Item Group Report '

& Offer *
Uil Mail Out ¥
& sMs Out »
g Email Out ¥

The Loyalty Department Defaults report is displayed.

Loyalty Department Defaults

Site Depanment Card Type Discount®e Ports

Points
AMC Meats All 10 1
Chadstone Turkey/Due Default 10 1
Fusion Bewd All 10 1
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Date
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Loyalty Department Defaults report key fields

Filters area

Use this area to filter the results shown in the report.

Field Description

Add to Favourites Press to add this report to your Portal favourites for
easier access.

Create New Type Press to create a new loyalty department type.
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This area displays report information.

Managing loyalty
departments

Note: Not all fields may be displayed at once. Some fields depend on your filter field

selections.

Field Description
Department Name of the loyalty department
Card Type Applicable loyalty card types for

this loyalty department.

Discount %

Default discount applied to this
loyalty department.

Points

Default points accrued per dollar
spent in this department.

Redeem Points

Default points redeemed per dollar
in this department.

Bonus

Default bonus points awarded in
this department.

Changed Date

Date this loyalty department was
last edited.

AMC Convergent IT Portal Documentation

45




Managing loyalty
departments

Loyalty Department Maintenance screen

Use the Loyalty Department Maintenance screen to create default loyalty settings for
departments. You can use these to control the loyalty points, bonuses, discounts and
redemptions that loyalty members receive by site, department and card type.

Note: Any per-item loyalty configurations you have created via Frequent Shopper Items
override loyalty department settings. Loyalty department settings override the Card Type
discount and points settings or Company settings. See Loyalty Card Type Maintenance
screen on page 162. Also see Creating a frequent shopper item on page 321.

Opening the Loyalty Department Maintenance screen

To open the Loyalty Department Maintenance screen:

1. Press a@CUS‘EDI‘ﬂEFS

2. Press Loyalty > Points Maintenance > Department Defaults.

AN

'a Home E Sales ,_,@s Customers

W Products

=

=2 Vision

4 Maintenance 3

mﬂ Company

::' Custormer Orders
"’E Haome Delivery
Y Restaurant

'"ﬁ” Tipping

44 History

[

[Ed Image Manager
% Item Group Report
- Offer

|4 Mail Out

E smMs out

52 Email Out

[

[

[

* Loyalty 4 fi General Maintenance ¢
¥ Marketing ¥ | Points Maintenance

ﬁ Schedule b |F0 Card Maintenance

Si crm ¥ 0 Prize Maintenance

|E5 Layby 4 é.-i Jackpots

i Debtors b | g Loyalty Reports

%! Vouchers ¥ |=1 Vouchers

25 Micro Loan 4 ? Filters

.__3 Company Options
qﬂ' Site Options

ﬁ. Company Default
EZ Card Defaults

&. Department Defaults
Jg Find Ttems

Al Edit Ttems

-Eaﬁ.dd Items

The Loyalty Department Defaults report is displayed.

Loyalty Department Defaults

Site Redeem

Points
10 1
10 1
10 1

Department Card Type Discount Points

AMC All
Chadstone Turkey/Duc Default
Beef All

Meats

Fusicn

46

2

Bonus Changed

Date
0 12/05/2014
5 22/09/2015
0 13052014

25
25
25

Add to Favourites

Create New Type
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3. Press the Loyalty Department you want to edit.

The Loyalty Department Maintenance screen is displayed.

Loyalty Department Maintenance

Defaults

Site: Aall
Department: All
Card Type: All
Discount:

Points per $:

Redeem Points per $:

Bonus Points per Sale:

== Delete | | Save | | ) Reset

Loyalty Department Maintenance screen key fields and buttons

Field Description

Site Select the site to create a loyalty setting for, or All to create a
setting for all sites.

Note: If you want to navigate to a specific loyalty setting, select
the site the loyalty setting is for.

Department Select the department to create a loyalty setting for, or All to create
a setting for all departments.

Note: If you want to navigate to a specific loyalty setting, select
the department the loyalty setting is for.

Card Type Select the card type to create a loyalty setting for, or All to create a
setting for all card types.

Note: If you want to navigate to a specific loyalty setting, select
the card type the loyalty setting is for.
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Field Description
Discount Type the discount to apply to the selected sites, departments and
card types.
Note: Loyalty department discounts are only available through
the PosPortal Point of Sale.
Points per $ Type the points earned per dollar spent for the selected sites,

departments and card types.

For example, if you want loyalty members to accrue 10 points for
each dollar they spend, type 10. A $10 purchase will award the
loyalty member with 100 points.

Redeem Points
per $

Type the number of points redeemed per dollar for the selected
sites, departments and card types.

For example, if you want loyalty members to redeem 25 points for
each dollar, type 25. The loyalty member will redeem 250 points to
pay for a $10 transaction.

Bonus Points per
Sale

Type the number of points awarded as a bonus for each transaction
for the selected sites, departments and card types.

= Delete Delete the selected loyalty settings.
i Save .
Save any changes made to the selected loyalty settings.
g Reset . .
Undo any changes made to the selected loyalty settings since they
were last saved.
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Managing loyalty members

You can manage loyalty member accounts to maintain customer contact details, the loyalty
card type, loyalty groups, family memberships and other information.

Also see:

Member Maintenance screen on page 106.
Process Lost Cards Report on page 103.
Loyalty Family Cards report on page 100.
Loyalty Expired Cards report on page 97.
Import Pending Upload report on page 88.
Online Card Import screen on page 126.

What you can do:

Creating a new loyalty member on page 50

Editing a loyalty member on page 61.

Finding a loyalty member on page 53.

Adding a loyalty member to a loyalty group on page 186.
Removing a loyalty member from a loyalty group on page 188.
Replacing a lost or damaged card on page 80.

Adding a loyalty member's photo on page 69.

Adding or removing a loyalty member from a family on page 71.
Creating a loyalty voucher from loyalty points on page 78.
Editing a loyalty member's card type on page 57.

Editing a loyalty member’s contact details on page 59.

Editing a loyalty member's marketing preferences on page 63.
Editing a loyalty member's points accumulation on page 66.
Deactivating a loyalty member on page 82.

Deleting a loyalty member on page 85.

Importing loyalty cards on page 86.

Preparing a loyalty CSV file for import on page 91.
Synchronising loyalty information on page 96.

AMC Convergent IT Portal Documentation 49



Managing loyalty members

Creating a new loyalty member

Create a new loyalty member to add the member information to your Portal and provide
loyalty rewards for that customer.

To create a new loyalty member:

50

j@a Customers

1. Press
2. Press Loyalty > Card Maintenance > New Card.
ﬂ'f Home @ Sales I B customers | [l Products & vision =} company 5 Histon,
4 Maintenance r
|' Loyalty b | /° General Maintenance
=2 Marketing * (8 Points Maintenance ¥
[= schedule [

Ji cRm C
= Layby 4
:E Debtors 4
# Vouchers »
2 Micro Loan L4

'_'_'f Customer Orders #
"E Home Delivery b
1| Restaurant L
}E Tipping 3

¥S Card Maintenance  * | Promotion Message

1 Prize Maintenance * |B§ New Card

&, Jackpots * | Jg Find Member
|4 Loyalty Reports k |BE Family Cards
# Vouchers * | Expired Card
¥ Filters '

[E5 Image Manager

i Item Group Report

& Offer »
g Mail Out ¥
& SMS Out k
2 Email Out »

The Member Maintenance screen is displayed.
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Mambar Maintenance - Exampls company
Member Name:

Member Number:  New Customer [] * indicates compulsory field

Name Card  Comtrol | Points | Transactions | Family | Groups | Extemnal | Related | Vouche
Member Number: MNew Custome Adcress:
Prafy
Tike: Flease Select Suburh
First Mamee State:
SLIMaIme (e Rl
uiff Post Code:
Contact Nama:
domie Fhone

k Phone
robile:

Email Address:

Managing loyalty
members

Replacement | Surveys | Photo
Referral: Hone
ther Raferral
Staff Mame:

Comments

v

Find Card add [ Update

3. Select the title of the loyalty member in the Title drop-down field. For example, Dr.

Type the given name of the loyalty member in the First Name field.

5. Type the family name of the loyalty member in the Surname field.

Mambar Maintenance - Exampls company
Member Name:

Member Number:  New Customer [] * indicates compulsory field

Name Card  Comtrol | Points | Transactions | Family | Groups | Extemnal | Related
Member Number: MNew Custome Adcress:
Praif
Tikle: Flease Select Suburh
First Marmee State:
SUMmame (el
i Post Code:
Contact Nama:
domie Phone

k Phone
Mobule:

6. Press the Card tab.
The Card tab is displayed.
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Voucher | Replacernent | Surveys | Photo

Referral: Hone
ther Raferral
Staff Mame:

Comments

v

Find Card add [ Update
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j Mambsr Maintenance - Example company
Member Name:

Member Mumber: [] ® ndicates compulsory feld

Nams C#"d Control | Poinks | Transactions | Family | Groups | Extemnal | Related | Mowcher | Replacement | Surveys | Photo

Card Number PN :

Join Date LoL/197n QCcunation

Expiry Date : 6f10/2016 = Referencs :

Card Typa: Dafaulk - Source Ske : |(Chadstona
Poents Rule - Follew Card @ | False -

Card Active : True

Gandar: Flease Salect -

Diate of Birth! 10171900 -

Deescriptscn :

Find Card | | Add / Update |

Type the new card number in the Card Number field.

~ Member Maintenance - Example company
Member Name:

Member Number: [] ® ndicates compulsory Fekd

Nams C#"d Control | Poinks | Transactions | Family | Groups | Extemal | Related | Mowcher | Replacement | Surveys | Photo

[E:n:l Number ] PN :
Join Date L1970 Qecunation
Expiry Date : 6/10/2016 = Referencs :
Card Typa: Dafaulk - Source Ske : |(Chadstona
Poents Rule - Follew Card @ | False -
Card Active : True
Gandar: Flease Salect -
Diate of Birth! 10171900 -
Deescriptscn :

Find Card | | Add f Update |

Tip: You can add other fields before you save the card. These are just the required
fields that must be completed to create the card.

preso PS8 Uit |

The new card is added.
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Finding a loyalty member
Find a loyalty member when you want to edit their loyalty account. You can either:
= List all loyalty members whose names start with a chosen letter.
= Search for a loyalty member by typing information in the search fields.
Opening the Find loyalty screen
To open the Find loyalty screen:
1. Press ﬂa Customers .
2. Press Loyalty > Card Maintenance > Find Member.
‘ﬂ:" Home ﬂ Sales | ﬂCustnmers B Products &l vision _5 Company 44 Histon
4 Maintenance »
¥ Loyalty b | /° General Maintenance »
== Marketing b B Foints Maintenance  »
™ Schedule * |ES Card Maintenance  * | ) Promation Message
-T'L- CRM P | Prize Maintenance ¢ g New Card
i Layby 4 &, Jackpots ¥ | Jg Find Member
M pebtors ¥ || g Loyalty Reports b BB Family Cards
% Vouchers | # vouchers * |Bg Expired Card
L4 Micro Loan ¥ 'Y Filters

=% Customer Orders » |[EJ Image Manager

ﬁ Home Delivery # i Item Group Report

1| Restaurant b & Dffer *
W Tipping k|G Mail Out k
' 1 [& sms out v

&2 Email Out r

The Find Loyalty screen is displayed.
: Fimd Loyalty
" A B CODEFGHIJELMNOPRPORSTUYNWEYZ
Please choose a field to search on

Manie:

Coard Muniber;
Email:

Mo lsile:

SeAnh
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Listing all loyalty members by letter:

To list loyalty members that start with a specific letter alphabetically:

1. Press the corresponding letter of the alphabet at the top of the search screen.

Find Loyalty

ﬂﬂEDEEEHIJELHHEEEHEIHIHEII

Please choose a lield o search on

Hanme:

Card Muniber;
Email:

Mo lsile:

searn

The loyalty members that start with that letter are listed alphabetically.

| Find Loyatty
Custom (A B C/D/EEG/H|1JE LM Hu[oPoERSTuly wFir 2]

Names starting with "X’

‘ﬂr?-ﬂ-ﬂﬂ]
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Searching for loyalty members

You can search for a loyalty member based on their:

= Name.

= Loyalty card number.
= Email address.

= Mobile phone number.

The Portal searches for matches:
= Anywhere within the words of the field.

For example, LIS matches both Lisa, and Elise. If a field contains multiple words, it
matches any word in the field.

= From the start of the loyalty card number.

For example, a search for a loyalty card number of 3 returns all loyalty card numbers
starting with 3, not all loyalty member numbers that contain 3.

= Using the first search field that contains data.

For example, if you type LISin the Name field and 3 in the Card Number field, the
Portal ignores the Card Number field and searches for matches to the loyalty
member name.

To search for loyalty members:

1. If the custom search fields are not displayed, press the Custom tab.
Find Loyalty
Gustem
Please choose & feld o search on

Mamae:

Card Mumber:
Emnail
Hobile:

Saanch

2. Type the term you want to search on in the search fields.
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Find Loyalty

Please choose a lield o search on

3. Press -

The search results are displayed.
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Editing a loyalty member's card type

Edit a loyalty member's card type if you want to change them to a different loyalty card

type.

To edit a loyalty member's card type:

1. Press L@Custnmem

2. Press Loyalty > Card Maintenance > Find Member.

’j_“ Home E Sales d'ﬁ» Customers

iz -
# Maintenance

3

[ Products & vision

Managing loyalty
members

1 Company 45 History

v Loyalty

3

E-l Marketing

ﬁ Schedule

J& crm

[Z= Layby

i Debtors

% Vouchers

g Micro Loan

= Customer Orders
ﬁ Home Delivery
) Restaurant

'h"" Tipping

fi General Maintenance

E# Points Maintenance

[

Card Maintenance

3

_/ Promotion Message

The Find Loyalty screen is displayed.

Find Loyalty

“¥ Prize Maintenance
é.-i Jackpots

| @ Lovalty Reports

= Vouchers

f Filters

[Ed 1mage Manager
E Item Group Report
& Offer

% Mail Out

E sMs out

52 Email Out

3

-

3

-

Mew Card

#f Find Member
R Family Cards
Expired Card

g Biclp E[EIGIaIITIKIL[M[N]oR[ORIS|T{Ulv|W(X]Y[Z]

Please choose a field to search on

Name: |

Card Number: |

Email: |

Mobile: |

3. Search for the loyalty member by name.

See Finding a loyalty member on page 53.

The Member Maintenance screen is displayed.
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b e - E le ¢ v

Member Name: Xanatos, Xavier

Member Number: 10002199 [2731444304495] * indicates compulsory field

Name | Card | Control | Points | Transactions | Family | Groups | External | Related | Voucher | Replacement || Surveys | Photo

Member Number: 10002199 Address: Referral: None

Prefix: Other Referral:

Title: Dr - Suburb: Staff Name:

First Name *: Havier State: VIC Comments:

Surname *: Xanatos Country: | Australia

Suffix: Post Code: | 3167

Contact Name:

Home Phone: 0945698725

Work Phone:

Mobile: 0416659785

Fax:

Email Address: XavXan@email.com

4| 3
. | Find Card | | Add / Update |

See Member Maintenance screen on page 106.

4. Press the Card tab.
The Card tab is displayed.

h

+ e - E 1

Member Name:

Member Number:

Xanatos,Xavier

10002199 [2731444304495] * indicates compulsory field

Name | [Card | Control | Points | Transactions | Family | Groups | External | Related | Voucher
Card Number 2731444304495 PIN :
Join Date : 6/10/2015 Occupation:
Expiry Date : 6/10/2016 A Reference :
Card Type: Default - Source Site @
Points Rule - Follow Card : |False -
Card Active : True -
Gender: Please Select -
Date of Birth: 1/01/1900 -
Description :

Replacement | Surveys

Chadstone

Photo

| Find Card | | Add / Update |

5. Select the new type in the Card Type drop-down field.

6. Press [Ml

The changes are saved.
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Editing a loyalty member’s contact details

Edit a loyalty member's contact details if you need to change their name or address.

To edit a loyalty member's contact details:

Customers
1. Press #
2. Press Loyalty > Card Maintenance > Find Member.
A Home E Sales d'ﬁa Customers | [l Products &3 vision i Company 45 History
Ll
fi Maintenance L4
* Loyalty L4 fi General Maintenance
; Marketing ¥ B Points Maintenance B
ﬁ Schedule » Card Maintenance k| Promotion Message
_,E-E CRM [ 'h"" Prize Maintenance » Mew Card
|Z= Layby 4 é.-i Jackpots b | 4q Find Member
i Debtors b || @ Loyalty Reports * |BE Family Cards
%! Vouchers ¥ | =1 Vouchers * |Eg Expired Card
44 Micro Loan v | Filters
:f Customer Orders » @ Image Manager
ﬁ Home Delivery  # E Item Group Report
Y| Restaurant b & Dffer [
'h"" Tipping b [ Mail out »
E sMs out ’
(52 Email Out r

The Find Loyalty screen is displayed.

Find Loyalty

efEtu) A B CID EIEIG HIIIIIKILIMINIO2IOR S TIUIVIW XY Z

Please choose a field to search on

Name: |

card Number: |

Email: |

Mobile: |

3. Search for the loyalty member by name.
See Finding a loyalty member on page 53.

The Member Maintenance screen is displayed.
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b e - E le

Member Name: Xanatos, Xavier

Member Number: 10002199 [2731444304495] * indicates compulsory field

Name | Card | Control | Points | Transactions | Family | Groups | External | Related | Voucher | Replacement || Surveys | Photo

Member Number: 10002199 Address: Referral: None
Prefix: Other Referral:

Title: Dr Suburb: Staff Name:

First Name *: Havier State: VIC Comments:

Surname *: Xanatos Country: | Australia

Suffix: Post Code: | 3167

Contact Name:
Home Phone: 0945698725

Work Phone:

Mobile: 0416659785

Fax:

Email Address: XavXan@email.com

4| 3
. | Find Card | | Add / Update |

See Member Maintenance screen on page 106.

4. Make the required changes in the contact fields.

5. Press [Ml

The loyalty member is updated.
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Editing a loyalty member
Edit a loyalty member's information when you want to:
= Change their contact details, such as their name or address.
= Change the type of card or how they accumulate loyalty points or rewards.
= Change whether they receive jackpots, mail-outs or SMS messages from your
company.
= Add or remove them from family relationships or loyalty groups.
= View the transactions and external transactions for the loyalty member.
= Convert loyalty points to a loyalty voucher.
= Replace a lost or broken card for the loyalty member.
= Upload or change their member photo.
To edit a loyalty member:
S Customers
1. Press B
2. Press Loyalty > Card Maintenance > Find Member.
“_'f._?" Home E Sales ,_,':ﬂ‘s Customers | [l Products &2 Vision mj Company 45 History
4~ Maintenance 3
v Loyalty L4 fi' General Maintenance #
¥ Marketing ¥ B Points Maintenance B
ﬁ Schedule b |3 Card Maintenance F |} Promotion Message
J& crm ¥ |4 Prize Maintenance  * |EQ] New Card
|EZ= Layby 4 éJ Jackpots b | 4q Find Member
i Debtors b || @ Lovalty Reports * |BE Family Cards
% Vouchers ¥ | =1 Vouchers * |Eg Expired Card
4 Micro Loan » | T Filters
"& Customer Orders # [EH Image Manager
ﬁ Home Delivery  # E-i Item Group Report
[ 1| Restaurant » |8 Offer »
A Tipping v (L) Mail out r
E sMs out »
52 Email Out r

The Find Loyalty screen is displayed.
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Find Loyalty

custom |33 51 20 0 e A M E

Please choose a field to search on

Name: |

Email: |

|

Card Number: | |
|

Mobile: | |

3. Search for the loyalty member by name.

See Finding a loyalty member on page 53.

The Member Maintenance screen is displayed.

bhear Maint _E pany
Member Name: Xanatos,Xavier
Member Number: 10002199 [2731444304495] * indicates compulsory field
Name | Card | Control | Points | Transactions | Family | Groups | External | Related | Voucher | Replacement | Surveys | Photo
Member Number: 10002199 Address: Referral: None
Prefix: Other Referral:
Title: Dr - Suburb: Staff Name:
First Name *: Kavier State: VIC Comments:
Surname *; Xanatos Country:  Australia
Suffix: Post Code: [3167
Contact Name:
Home Phone: 0945698725
Work Phone:
Mobile: 0416659785
Fax:
Email Address: XavXan@email.com
4| »
- [ Find Card | [ Add / Update |

See Member Maintenance screen on page 106.

4. Make the required changes.

5. Press [Ml

The changes are saved.
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Editing a loyalty member's marketing preferences

Edit a loyalty member's marketing preferences to change whether they receive jackpots,

SMS or email mail-outs.

To edit a loyalty member's marketing preferences:

1. Press L@Custnmem

2. Press Loyalty > Card Maintenance > Find Member.

’j_“ Home E Sales d'ﬁ» Customers

iz -
# Maintenance

3

[ Products & vision

1 Company 45 History

v Loyalty

3

¥ Marketing

ﬁ Schedule

J& crm

[Z= Layby

i Debtors

% Vouchers

g Micro Loan

= Customer Orders
ﬁ Home Delivery
) Restaurant

'h"" Tipping

fi General Maintenance

E# Points Maintenance

[

Card Maintenance

3

The Find Loyalty screen is displayed.

Find Loyalty

“¥ Prize Maintenance
é.-i Jackpots

| @ Lovalty Reports

= Vouchers

f Filters

[Ed 1mage Manager
E Item Group Report
& Offer

% Mail Out

E sMs out

52 Email Out

3

-

3

-

_/ Promotion Message
Mew Card

#f Find Member

R Family Cards
Expired Card

g Biclp E[EIGIaIITIKIL[M[N]oR[ORIS|T{Ulv|W(X]Y[Z]

Please choose a field to search on

Name: |

Card Number: |

Email: |

Mobile: |

3. Search for the loyalty member by name.

See Finding a loyalty member on page 53.

The Member Maintenance screen is displayed.
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Member Maintenance - Example company

Member Name: Xanatos, Xavier

Contact Name:
Home Phone: 0945698725

Work Phone:

Mobile: 0416659785
Fax:
Email Address: XavXan@email.com

Name | Card | Control | Points | Transactions | Family | Groups | External | Related

Member Number: 10002199 Address:
Prefix:

Title: Dr Suburb:
First Name *: Havier State:
Surname *: ¥anatos Country:
Suffix: Post Code:

Member Number: 10002199 [2731444304495] * indicates compulsory field

VIC

Australia

3167

Voucher | Replacement || Surveys | Photo

Referral: None
Other Referral:
Staff Name:

Comments:

3

| Find Card | | Add / Update |

See Member Maintenance screen on page 106.

4. Press the Control tab.
5. The Control tab is displayed.

Member Maintenance - Example company

Member Name: Xanatos,Xavier

Jackpot:

Mail:

Email:

Email Confirmation:
Email Opt In:

SMS:

Purged:

Member Number: 10002199 [2731444304495] * indicates compulsory field

Name | Card | [Control | Points | Transactions | Family | Groups || External | Related | Voucher

opt In
Opt In
Opt In
False
False
Opt In

False

Replacement | Surveys | Photo

| Find Card | | Add / Update |

member in those marketing streams.

member from those marketing streams.

Select Opt In in the Jackpot, Mail, Email or SMS fields to include the loyalty

Select Opt Out in the Jackpot, Mail, Email or SMS fields to exclude the loyalty
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8. Pressl Add f Update |

The loyalty member is updated.
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Editing a loyalty member's points accumulation

Edit a loyalty member's points accumulation if you want to create specific rules for how

that loyalty member accrues or redeems points.

To edit a loyalty member's points accumulation:

Customers
1. Press &

2. Press Loyalty > Card Maintenance > Find Member.

A

'a Home E Sales d'ﬁ» Customers

I Products

iz -
# Maintenance

3

=1

&2 Vision

mﬂ Company

v Loyalty

3

Marketing

i

Schedule
CRM

[

Layby
Debtors
Vouchers

Micro Loan

e w

Customer Orders
ﬁ Home Delivery
) Restaurant

'h"" Tipping

fi General Maintenance

EH Points Maintznance

[

Card Maintenance

3

The Find Loyalty screen is displayed.

Find Loyalty

“¥ Prize Maintenance
é.-i Jackpots

| @ Lovalty Reports
= Vouchers

f Filters

[Ed 1mage Manager
E Item Group Report
& Offer
|2 Mail Out
E sMs out

52 Email Out

3

-

-

-

_/ Promotion Message
Mew Card

#f Find Member

R Family Cards
Expired Card

Custom

Please choose a field to search on

Name: |

Card Number: |

Email: |

Mobile: |

3. Search for the loyalty member by name.
See Finding a loyalty member on page 53.
The Member Maintenance screen is displayed.
66
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P e e T-1 le ¢ v
Member Name: Xanatos,Xavier
Member Number: 10002199 [2731444304495] * indicates compulsory field
Name | Card | Control | Points | Transactions | Family | Groups | External | Related | Voucher | Replacement || Surveys | Photo
Member Number: 10002199 Address: Referral: None
Prefix: Other Referral:
Title: Dr Suburb: Staff Name:
First Name *: Havier State: VIC Comments:
Surname *: Xanatos Country: | Australia
Suffix: Post Code: | 3167
Contact Name:
Home Phone: 0945698725
Work Phone:
Mobile: 0416659785
Fax:
Email Address: XavXan@email.com
4 »
. | Find card | | Add / update |
See Member Maintenance screen on page 106.
4. Press the Points tab.
The Points tab is displayed.
P e e T-1 le ¢ v
Member Name: Xanatos,Xavier
Member Number: 10002199 [2731444304495] * indicates compulsory field
Name | Card | Control | Pointd | Transactions | Family | Groups | External | Related | Voucher | Replacement | Surveys | Photo
Sales to Date : 0
Sales To Year : 4]
Date of Last Sale : No Transactions
Points Earned : 0
Points Redeemed : 0
Jackpot : 4]
Expired : 0
Points Balance : 0
Points per § : 1
Redeem Points per $: |25
Discount %: 0
. | Find card | | Add / update |

5. Type the number of points the loyalty member accrues per dollar spent in the Points
per $ field.

6. Type the number of points the loyalty member redeems per dollar in the Redeem
Points per $.
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7. Pressl Add / Update |

The changes are saved.
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Adding a loyalty member's photo

You can upload a photo of the loyalty member to be included in their loyalty details.

To upload a photo:

Customers
1. Press #
2. Press Loyalty > Card Maintenance > Find Member.
’j} Home ﬂ Sales jﬁa Customers | [l Products &3 vision _J Company 45 History
fi Maintenance L4
* Loyalty L4 fi General Maintenance
; Marketing ¥ B Points Maintenance B
ﬁ Schedule » Card Maintenance k| Promotion Message
_,f-ls CRM » "ﬁ" Prize Maintenance 4 MNew Card
|Z= Layby 4 é’i Jackpots b | 4q Find Member
.»Ii Debtors b | | g Lovalty Reports * |BE Family Cards
%! Vouchers ¥ | =1 Vouchers * |Eg Expired Card
44 Micro Loan v | Filters
:f Customer Orders ¥ |[&] Image Manager
ﬁ Home Delivery  # ﬁ Item Group Report
Y| Restaurant b & Dffer »
"ﬁ" Tipping b |zl Mail Out 4
E sMs out ’
(52 Email Out r

The Find Loyalty screen is displayed.

Find Loyalty

custonn 5/ 5 03 5 0 e o e A e

Please choose a field to search on

Name: |

card Number: |

Email: |

Mobile: |

3. Search for the loyalty member by name.
See Finding a loyalty member on page 53.

The Member Maintenance screen is displayed.
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h

e - E: le y

Member Name: Xanatos, Xavier

Member Number: 10002199 [2731444304495] * indicates compulsory field

Name | Card | Control | Points | Transactions | Family | Groups | External | Related | Voucher | Replacement || Surveys | Photo

Member Number: 10002199 Address: Referral: None
Prefix: Other Referral:

Title: Dr Suburb: Staff Name:

First Name *: Havier State: VIC Comments:

Surname *: Xanatos Country: | Australia

Suffix: Post Code: | 3167

Contact Name:
Home Phone: 0945698725

Work Phone:

Mobile: 0416659785

Fax:

Email Address: XavXan@email.com

4 3

. | Find Card | | Add / Update |

See Member Maintenance screen on page 106.

4. Press the Photo tab.
The Photo tab is displayed.

h

e - E: le y

Member Name: Xanatos, Xavier

Member Number: 10002199 [2731444304495] * indicates compulsory field
Name | Card | Control | Points | Transactions | Family | Groups | External | Related | Voucher | Replacement | Surveys | [Photd

| Upload Photo |

| Find Card | | Add / Update |

5 Pressl Upload Photo |

Your browser's File Chooser window is displayed.

6. Choose the file to upload from your local computer using the File Chooser window.

The new photo is uploaded.
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Adding or removing a loyalty member from a family

Loyalty members can share points across a family card. You can add or remove a loyalty
member from a family on the Family tab of Member Maintenance.

Note: You must know the card number of the family you want to add or remove the

loyalty member from. See Finding a loyalty member on page 53.

To add or remove a loyalty member from a family:

1. Press L@Custnmem

2. Press Loyalty > Card Maintenance > Find Member.

’j_“ Home E Sales d'ﬁa Customers

iz -
# Maintenance

3

[ Products & vision

1 Company 45 History

v Loyalty

3

Marketing
Schedule
CRM
Layby
Debtors
Vouchers

Micro Loan

A Wi R b

Customer Orders
*‘E Home Delivery
) Restaurant

'h"" Tipping

fi General Maintenance

E# Points Maintznance

2

Card Maintenance

3

The Find Loyalty screen is displayed.

Find Loyalty

“¥ Prize Maintenance
é.-i Jackpots

| @ Lovalty Reports

%= Vouchers

f Filters

[Ed 1mage Manager
E Item Group Report
& Offer

|2 Mail Out

E sMs out

52 Email Out

3

-

-

-

_/ Promotion Message
Mew Card

#f Find Member

R Family Cards
Expired Card

ofuf s 8 icip E[E(GIa[1a/K|L[M[N[o[R[o[RS[Tuly|w(X]y[Z]

Please choose a field to search on

Name: |

Card Number: |

Email: |

Mobile: |

Search
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3. Search for the family you want to add the loyalty member to and record the Card
Number.

See Finding a loyalty member on page 53.
4. Search for the loyalty member you want to edit.

The Member Maintenance screen is displayed.

Member Maintenance - Example company

Member Name: Xanatos,Xavier

Member Number: 10002199 [2731444304495] * indicates compulsory field

Name | Card | Control | Points | Transactions | Family | Groups | External | Related | Voucher | Replacement || Surveys | Photo

Member Number: 10002199 Address: Referral: None
Prefix: Other Referral:

Title: Dr Suburb: Staff Name:

First Name *: Havier State: VIC Comments:

Surname *: ¥anatos Country: Australia

Suffix: Post Code: | 3167

Contact Name:

Home Phone: 0945698725
Work Phone:

Mobile: 0416659785

Fax:

Email Address: XavXan@email.com

3

| Find Card | | Add/ Update |

See Member Maintenance screen on page 106.

5. Press the Family tab.
The Family tab is displayed.
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h P

e - E

Member Name: Xanatos,Xavier

Member Number: 10002199 [2731444304495] * indicates compulsory field

Family Card:
.4 Add Points to Family
[(Add card |
['Remove Card |

Not a Family Member

L

Name | Card | Control | Points | Transactions | Family | Groups | External | Related | Voucher | Replacement || Surveys | Photo

| Find Card | | Add / Update |

6. Type the card number you recorded earlier in the Family Card field.
7. If you want to:

= Add the loyalty member to this family, press |M|.

= Remove the loyalty member from this family, press |M|.
8. Press |—ML

The loyalty member is updated.
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Adding a loyalty member to a loyalty group

You can add loyalty members to loyalty groups to provide special loyalty rates or
promotions, or link their loyalty points to a single card.

To add a loyalty member to a group:

Customers
1. Press &

2. Press Loyalty > Card Maintenance > Find Member.

A

'a Home E Sales d'ﬁ» Customers

I Products

iz -
# Maintenance

3

= vision

mﬂ Company

v Loyalty

3

Marketing

i

Schedule
CRM

[

Layby
Debtors
Vouchers

Micro Loan

e w

Customer Orders
ﬁ Home Delivery
) Restaurant

'h"" Tipping

fi General Maintenance

EH Points Maintznance

[

Card Maintenance

3

The Find Loyalty screen is displayed.

Find Loyalty

“¥ Prize Maintenance
é.-i Jackpots

| @ Lovalty Reports
= Vouchers

f Filters

[Ed 1mage Manager
E Item Group Report
& Offer
|2 Mail Out
E sMs out

52 Email Out

3

-

-

-

_/ Promotion Message
Mew Card

#f Find Member

R Family Cards
Expired Card

Custom

Please choose a field to search on

Name: |

Card Number: |

Email: |

Mobile: |

Search

3. Search for the loyalty member you want to edit.

See Finding a loyalty member on page 53.

The Member Maintenance screen is displayed.
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Mermbar Maint o-E o v
Member Name: Xanatos,Xavier
Member Number: 10002199 [2731444304495] * indicates compulsory field

Name | Card | Control | Points | Transactions | Family | Groups | External | Related | Voucher | Replacement || Surveys | Photo

Member Number: 10002199 Address: Referral: None

Prefix: Other Referral:

Title: Dr Suburb: Staff Name:

First Name *: Havier State: VIC Comments:

Surname *: Xanatos Country: | Australia

Suffix: Post Code: | 3167

Contact Name:

Home Phone: 0945698725

Work Phone:

Mobile: 0416659785

Fax:

Email Address: XavXan@email.com

4 »
. | Find card | | Add / update |

See Member Maintenance screen on page 106.

4. Press the Groups tab.
The Groups tab is displayed.

M har Maint,

e - E le c y

Member Name: Xanatos,Xavier

Member Number: 10002199 [2731444304495] * indicates compulsory field

Name | Card | Control | Points | Transactions | Family | Groups | External | Related | Voucher | Replacement | Surveys | Photo
Groups: |FLC
| Add To Group |

Group Id Group Command

999 FLC Remove From Group

. | Find Card | | Add / Update |

5. Find the group you want to remove them from in the group grid.
6. Press Remove From Group.

The loyalty member is removed from the loyalty group.
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Removing a loyalty member from a loyalty group

Remove a loyalty member from a group if you do not want them to receive the group's

loyalty privileges.
To remove a loyalty member from a group:

Customers
1. Press &

2. Press Loyalty > Card Maintenance > Find Member.

A

'a Home E Sales d'ﬁa Customers

I Products

iz -
# Maintenance

3

=1

&2 Vision

mﬂ Company

v Loyalty

3

Marketing

i

Schedule
CRM

[

Layby
Debtors
Vouchers

Micro Loan

e w

Customer Orders
ﬁ Home Delivery
) Restaurant

'h"" Tipping

fi General Maintenance

EH Points Maintznance

[

Card Maintenance

3

The Find Loyalty screen is displayed.

Find Loyalty

“¥ Prize Maintenance
é.-i Jackpots

| @ Lovalty Reports
= Vouchers

f Filters

[Ed 1mage Manager
E Item Group Report
& Offer
|2 Mail Out
E sMs out

52 Email Out

3

-

-

-

_/ Promotion Message
Mew Card

#f Find Member

R Family Cards
Expired Card

Custom

Please choose a field to search on

Name: |

Card Number: |

Email: |

Mobile: |

Search

3. Search for the loyalty member you want to edit.
See Finding a loyalty member on page 53.
The Member Maintenance screen is displayed.
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Mermbar Maint o - E le o v
Member Name: Xanatos,Xavier
Member Number: 10002199 [2731444304495] * indicates compulsory field

Name | Card | Control | Points | Transactions | Family | Groups | External | Related | Voucher | Replacement || Surveys | Photo

Member Number: 10002199 Address: Referral: None

Prefix: Other Referral:

Title: Dr Suburb: Staff Name:

First Name *: Havier State: VIC Comments:

Surname *: Xanatos Country: | Australia

Suffix: Post Code: | 3167

Contact Name:

Home Phone: 0945698725

Work Phone:

Mobile: 0416659785

Fax:

Email Address: XavXan@email.com

4| 3
v [ Find Card | [ Add/ Update |

See Member Maintenance screen on page 106.
4. Press the Groups tab.
The Groups tab is displayed.

M har Maint, e - E le ¢

Member Name: Xanatos,Xavier

Member Number: 10002199 [2731444304495] * indicates compulsory field
Name | Card | Control | Points | Transactions | Family | Groups | External | Related | Voucher | Replacement | Surveys | Photo
Groups: |FLC

|_ Add To Group |

Group Id Group Command

999 FLC Remove From Group

. | Find Card | | Add / Update |

5. Select the group you want to add the loyalty member to in the Groups drop-down
field.

6. Press | Add To Group |

The loyalty member is added to the loyalty group.
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Creating a loyalty voucher from loyalty points

You can convert a loyalty member's loyalty points into a voucher for them to spend at your

company.

To create a loyalty voucher from loyalty points:

Customers
1. Press &

2. Press Loyalty > Card Maintenance > Find Member.

A

'a Home E Sales d'ﬁa Customers

I Products

iz -
# Maintenance

3

=1

&2 Vision

mﬂ Company

v Loyalty

3

Marketing
Schedule
CREM

i

[

Layby
Debtors
Vouchers

Micro Loan

e w

Customer Orders
ﬁ Home Delivery
) Restaurant

'h"" Tipping

fi General Maintenance

EH Points Maintznance

[

Card Maintenance

3

The Find Loyalty screen is displayed.

Find Loyalty

“¥ Prize Maintenance
é.-i Jackpots

| @ Lovalty Reports
= Vouchers

f Filters

[Ed 1mage Manager
E Item Group Report
& Offer
|2 Mail Out
E sMs out

52 Email Out

3

-

-

-

_/ Promotion Message
Mew Card

#f Find Member

R Family Cards
Expired Card

Custom

Please choose a field to search on

Name: |

Card Number: |

Email: |

Mobile: |

3. Search for the loyalty member by name.
See Finding a loyalty member on page 53.
The Member Maintenance screen is displayed.
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Member Maint: e - E le Y
Member Name: Xanatos,Xavier
Member Number: 10002199 [2731444304495] * indicates compulsory field
Name | Card | Control | Points | Transactions | Family | Groups | External | Related | Voucher | Replacement || Surveys | Photo
Member Number: 10002199 Address: Referral: None
Prefix: Other Referral:
Title: Dr Suburb: Staff Name:
First Name *: Havier State: VIC Comments:
Surname *: Xanatos Country: | Australia
Suffix: Post Code: | 3167
Contact Name:
Home Phone: 0945698725
Work Phone:
Mobile: 0416659785
Fax:
Email Address: XavXan@email.com
4 »
. | Find Card | | Add / Update |
See Member Maintenance screen on page 106.
4. Press the Voucher tab.
The Voucher tab is displayed.
Member Maintenance - Example company
Member Name: Xanatos,Xavier
Member Number: 10002199 [2731444304495] * indicates compulsory field
Name | Card | Control | Points | Transactions | Family | Groups | External | Related | Moucher | Replacement || Surveys | Photo
Voucher:
Points:
Amount:
Convert To Voucher |
. | Find Card | | Add / Update |

Type the unique code to identify the voucher in the Voucher field.

Type the number of loyalty points to subtract from the loyalty member's account in
the Points field.

Note: This does not have to correlate to their normal points redemption amount.

Type the dollar value of the voucher in the Amount field.

Pressl Convert To Voucher |

The voucher is created.
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Replacing a lost or damaged card
You can replace a loyalty member's lost or damaged card individually.

To replace a lost or damaged card:

1. Press L@Custnmem

2. Press Loyalty > Card Maintenance > Find Member.

’j} Home ﬂ Sales jﬁa Customers | [l Products &3 vision _J Company 45 History
fi Maintenance 4
v Loyalty g fi General Maintenance
; Marketing ¥ B Points Maintenance B
ﬁ Schedule » Card Maintenance b |} Promotion Message
_,f-ls CRM » "ﬁ" Prize Maintenance » Mew Card
|Z= Layby 4 é’i Jackpots b | 4q Find Member
.»..'E, Debtors || @ Lovalty Reports  |BR Family Cards
%! Vouchers ¥ | =1 Vouchers * |Eg Expired Card
1 Micro Loan v | Filters
:f Customer Orders ¥ |[&] Image Manager
ﬁ Home Delivery  # ﬁ Item Group Report
1Y Restaurant » & Offer [
"ﬁ" Tipping b |zl Mail Out 4
E sMs out »
(52 Email Out r

The Find Loyalty screen is displayed.

Find Loyalty

Custorn 3/ 5 703 5 0 s e e S e A e e

Please choose a field to search on

Name: |

card Number: |

Email: |

Mobile: |

3. Search for the loyalty member by name.
See Finding a loyalty member on page 53.

The Member Maintenance screen is displayed.
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Member Maint: e - E le Y
Member Name: Xanatos,Xavier
Member Number: 10002199 [2731444304495] * indicates compulsory field
Name | Card | Control | Points | Transactions | Family | Groups | External | Related | Voucher | Replacement || Surveys | Photo
Member Number: 10002199 Address: Referral: None
Prefix: Other Referral:
Title: Dr Suburb: Staff Name:
First Name *: Havier State: VIC Comments:
Surname *: Xanatos Country: | Australia
Suffix: Post Code: | 3167
Contact Name:
Home Phone: 0945698725
Work Phone:
Mobile: 0416659785
Fax:
Email Address: XavXan@email.com
4 »
. | Find Card | | Add / Update |
See Member Maintenance screen on page 106.
4. Press the Replacement tab.
The Replacement tab is displayed.
Member Maintenance - Example company
Member Name: Xanatos,Xavier
Member Number: 10002199 [2731444304495] * indicates compulsory field
Name | Card | Control | Points | Transactions | Family | Groups | External | Related | Voucher | Replacement] | Surveys | Photo
Replacement:
Lost Card
Broken Card
Comment:
| Replace Card |
. | Find Card | | Add / Update |

Type the unique code to identify the new card in the Replacementfield.
Select whether you are replacing a Lost Card or a Broken Card.
7. Add any additional information needed in the Comment field.

8 Pressl Replace Card |

The card is replaced.
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Deactivating a loyalty member
If a loyalty member is no longer active at your company, you can make their card inactive.

To deactivate a loyalty member:

1. Press L@Custnmem

2. Press Loyalty > Card Maintenance > Find Member.

’j_“ Home E Sales d'ﬁa Customers | [l Products &3 vision mj Company 45 History
fi Maintenance 4
v Loyalty L4 fi General Maintenance
; Marketing ¥ B Points Maintenance B
ﬁ Schedule » Card Maintenance b | Promotion Message
J& crm ¥ | Prize Maintenance  » Mew Card
|Z= Layby 4 é.-i Jackpots b | 4q Find Member
i Debtors b | | g Lovalty Reports  |BR Family Cards
%! Vouchers » Youchers » Expired Card
21 Micro Loan 4 Filters

T
Customer Orders ¥ |[&] Image Manager

ﬁ Home Delivery  # Item Group Report

1Y Restaurant » & Offer »
“F Tipping b [ Mail out [
E sMs Out g
(52 Email Out r

The Find Loyalty screen is displayed.

Find Loyalty

et A 8 clD EEIGHITKkIL/MINo/2[o[RIS/TIUlviw Xy Z]|

Please choose a field to search on

Name: |

card Number: |

Email: |

Mobile: |

3. Search for the loyalty member by name.
See Finding a loyalty member on page 53.

The Member Maintenance screen is displayed.
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M, har Maint e - E 1

Member Name: Xanatos,Xavier

Member Number: 10002199 [2731444304495] * indicates compulsory field

Member Number: 10002199 Address:

Prefix:

Title: Dr - Suburb:

First Name *: Havier State: VIC
Surname *: Xanatos Country: | Australia
Suffix: Post Code: | 3167

Contact Name:

Home Phone: 0945698725
Work Phone:

Mobile: 0416659785

Fax:

Email Address: XavXan@email.com

Name | Card | Control | Points | Transactions | Family | Groups | External | Related | Voucher | Replacement || Surveys | Photo

Referral: None
Other Referral:
Staff Name:

Comments:

Al

[3

[ Find Card | [ Add/ Update |

See Member Maintenance screen on page 106.

4. Press the Card tab.
The Card tab is displayed.

M, har Maint e - E e

Member Name: Xanatos,Xavier

Member Number: 10002199 [2731444304495] * indicates compulsory field

Card Number 2731444304495 PIN :

Join Date : 6/10/2015 Occupation:
Expiry Date : 6/10/2016 A Reference :
Card Type: Default - Source Site @
Points Rule - Follow Card : |False -

Card Active : True -

Gender: Please Select -

Date of Birth: 1/01/1900 -

Description :

Name | [Card | Control | Points | Transactions | Family | Groups | External | Related | Voucher | Replacement | Surveys | Photo

Chadstone -

[ Find Card | [ Add/ Update |

5. Select False in the Card Active drop-down field.
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b i e-E le ¢

Member Name: Xanatos, Xavier

Member Number: 10002199 [2731444304495] * indicates compulsory field

Name | [Card | Control | Points | Transactions | Family | Groups | External | Related | Voucher | Replacement | Surveys | Photo

Card Number 2731444304495 PIN :
Join Date : 6/10/2015 Occupation:
Expiry Date : 6/10/2016 A Reference :
Card Type: Default - Source Site : |Chadstone -
Points Rule - Follow Card : |False -
lCard Active : True - I
Gender: Please Select -
Date of Birth: 1/01/1900 -
Description :

| Find Card | | Add / Update |

Press | Add/ Update |

The loyalty member is deactivated.
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Deleting a loyalty member

You cannot delete a loyalty member once created. If you want a loyalty member to no
longer be listed for your company, you can make their card inactive. See Deactivating a
loyalty member on page 82.
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Importing loyalty cards

Import loyalty cards if you have a large number of cards you need to create in the Portal.

Note: You can view the progress of current imports using the Pending Imports report.

See Import Pending Upload report on page 88.

To import loyalty cards:

1. Press d,'ﬁ‘il:ustcurﬂvam

2. Press Loyalty > General Maintenance > Card Import.

from the menu bar.

’j_"Home ## szles | Hh customers | I products B2 vision |5 Company 45 History (& sy

/~ Maintenance

»

¥ Loyalty

3

f*i General Maintenance ¥

EJ Marketing

ﬁ Schedule

Ji crm

[Z5 Layby

i Debtors

%! Vouchers

& Micro Loan

:f Customer Orders
’_&ﬁ; Hame Delivery
Y| Restaurant
“F Tipping

3

3

3

3

3

Efl Points Maintenance
] card Maintenance
“F Prize Maintenance
é,- Jackpots

| @ Lovalty Reports

=] Vouchers

? Filters

[Ed Image Manager
E Item Group Report
& Offer

& Mail Out

E sms out

5@ Email Out

]

]

]

b

E7 Process Lost Card

| #h Lost Card Rpt

% Edit Groups

% Edit PLU Group

k) Edit Events

[l Process Renew Cards

[@ Frocess Expired Points

e Card Import

& Pending Imports

28 Loyalty Synchronisation Toaol

:ﬁ Extract Transactions

The Online Card Upload screen is displayed.

Online Card Upload

Card Import CSV File

Filename: [ Browse... |

| @ Update |

3. Press | Browse.. |

The browser's Open file window is displayed.

4. Navigate to the file you want to upload.

5. Press .

The file name is displayed in the Filename field.
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6. Press X Update |

The Portal imports the file.
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Import Pending Upload report

Use the Import Pending Upload report to view the progress of loyalty card imports.

Opening the Pending Imports report
To open the Import Pending Upload report:

ﬂa Customers

1. Press from the menu bar.

2. Press Loyalty > General Maintenance > Pending Imports.

T Home @ Sajee | MR customers | B Products [ vision f company 44 History (% Su
# Maintenance L
W Loyalty | General Maintenance b |!.1 Process Lost Card
I Marketing ¥ B Points Maintenance  #| & Lost Card Rpt
? Schedule 3 Card Maintenance ¥ ﬁ_'.; Edit Groups
j{ CRM L4 }f Prize Maintenance 3 'ﬁ Edit PLU Group
& Layby k &, Jackpots k _w'/ Edit Events
q"i Debtors ¥ | Ly Loyalty Reports [ Process Renew Cards
% Vouchers k| [ Vouchers ¥ |M Process Expired Points
%4 Micro Loan k I Filters § card Impoert
'_": Customer Orders ¥[8 Image Manager 8 Pending Imports
ﬁ Home Delivery 4 i Item Group Report 2§ Lo valty Synchronisation Tool
Y Restaurant k&= Offer ¥ |E& Extract Transactions
"Ef Tipping k| Mail Out [
& 5MS Out ’
(52 Email Out b

The Pending Imports report is displayed.

Import Pending Upload Report

Add to Fawaurites
Filename Size (K) File
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Import Pending Uploads report key fields
Filters area
Use this area to filter the results shown in the report.
Field Description
Add to Favourites Press to add this report to your Portal favourites for

easier access.
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Report area

This area displays report information.

Field Description

Filename Name of the file being uploaded.

Size (K) Size in kilobytes of the file being
uploaded.
File Name of the file.
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Preparing a loyalty CSV file for import

You can import loyalty member information into the Portal using a Comma Separated
Value (CSV) file.

Note: All dates must be written as YYYY-MM-DD. For example, July 12th 1989 is
represented as 1984-07-12.

To prepare an import file:

1.
2.

Create a text file.

At the top of the file, add the following fields, separated by a comma: Card, Site,
First, last, Mobile, Email.

Tip: You can use a space in addition to the comma if you want the file to be easier
to read, as in the example shown.

j Untitled - Motepad
File Edit Format View Help
Card, Site, First, last, Mobile, Email

Note: These fields are compulsory. Each loyalty member record you want to
import must have a value for each field.

Add any of the other fields you want to add from the table below.

Add the loyalty member record values in the same order as the fields, each record on
a new line.

T Untitled - Motepad |
File Edit Format WView Help

Card, 5ite, First, Lpst, Mobile, Email, State, DOB

123456789456123, 501, John, Barrowman, 0424498746, j.barrowmiexample.com, VIC, 1954-07-23
123087654321456, 501, sally, macintosh, 04236654807, s.macin@example.com, NSW, 1976-12-09
123654871286511, 502, Harry, Salislade, 0413369748, salis.h@example.com, VIC, 1966-08-01

Save the text file.

The file is ready for import.
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CSV Field Description

Card The loyalty card number.

Site The loyalty member's home site.

First The loyalty member's first name.

Last The loyalty member's last name.

Mobile The loyalty member's mobile number.

Email The loyalty member's email address.

Address1 The loyalty member's address.

Address2 Additional lines for the loyalty member's address,
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CSV Field Description
Suburb The loyalty member's suburb.
State The loyalty member's state.
Country The loyalty member's country.
Postcode The loyalty member's postcode.
DOB The loyalty member's date of birth.
Gender The loyalty member's gender.
Title The loyalty member's preferred salutation. For exampl