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Managing vouchers 

You can create vouchers with a dollar value that can be redeemed to pay for transactions. 

Each voucher is identified by a unique voucher code in the Portal, to track how much it is 

worth, the customer the voucher has been allocated to, and the dollar amount and time of 

redemptions. The Portal can maintain a variety of voucher types for different purposes, such 

as gift vouchers or pre-purchased meal cards, with different features.  

Types and sub-types 

The behaviour of vouchers in the Portal is controlled by the voucher type. You can create as 

many voucher types within the Portal as required. You can also create sub-types, which 

behave identically to the parent type, but are differentiated for reporting reasons. 

Redeeming and recharging 

Vouchers can be redeemed for all or part of their value during a transaction, and recharged 

by adding an amount back onto the voucher's value. For example, spending from and 

recharging a meal card in a food court. 

You can control whether a voucher can be redeemed, partially redeemed and recharged by 

the settings in the voucher type.  

Deposits and Fees 

You can create vouchers that require a deposit when creating the voucher. The deposit is 

not included in the value to be redeemed, but is returned to the customer when the voucher 

is refunded. For example, if a meal card has a $5 deposit and a customer wants to put $20 

on the card, they must pay $25 including the deposit. They can only spend the $20 they put 

on the card, but when they return the card, they receive the $5 deposit back. 

Alternatively, you can charge a fee for the creation of the card. This works similarly to the 

deposit, but the fee is not returned. Both deposits and fees are controlled entirely by the 

voucher type, and cannot be set or modified on a per-voucher basis. 

Masks 

Masks are pre-defined formulas that control what identification codes are valid for specific 

voucher types. For example, you can ensure that all gift vouchers start with 210, and are 

between 6 and 13 digits long. This helps prevent problems arising from incorrectly-scanned 

or mistyped voucher codes.  

See Managing masks on page 23. 

Also see: 

Á Voucher Type Maintenance screen on page 45. 

Á Voucher Sub-Type Maintenance screen on page 54. 
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Á Voucher Maintenance screen on page 57. 

Á Voucher Transaction History report on page 63 

Á Online Voucher Upload screen on page 68. 

Á Voucher Type report on page 70. 

Á Sub Voucher report on page 76. 

Á Search For Voucher report on page 80. 

Á Import Pending Upload report on page 104. 

Á Voucher Global report on page 87 

Á Voucher Summary report on page 91. 

Á Voucher Transaction report on page 98. 

What you can do: 

Á Creating a new voucher type on page 5. 

Á Editing a voucher type. 

Á Deleting a voucher type on page 11. 

Á Creating a new voucher sub-type on page 14. 

Á Editing a voucher sub-type on page 17. 

Á Deleting a voucher sub-type on page 20. 

Á Creating a voucher mask on page 25. 

Á Editing a voucher mask on page 26. 

Á Deleting a voucher mask on page 27. 

Á Creating a new voucher on page 29. 

Á Creating a new voucher with a deposit on page 31. 

Á Finding an existing voucher on page 33. 

Á Editing a voucher on page 35. 

Á Deleting a voucher on page 37. 

Á Preparing the voucher import CSV file on page 39. 

Á Importing voucher information from a file on page 43. 
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Creating a new voucher type 

Create a new voucher type so it can be used as a template to control how a specific kind of 

voucher should behave. 

To create a new voucher type: 

1. Press  from the menu bar. 

2. Press Vouchers > Maintenance > Setup. 

 

The Voucher Type report is displayed. 
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3. Press . 

The Voucher Type Maintenance screen is displayed. 

 

4. Type a name to identify the vouc her type in the Voucher Type field. 

5. Type a description of the voucher type in the Description field. 

6. Select the fields to control how the voucher behaves in the Portal. 

See Voucher Type Maintenance screen on page 45. 
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7. If you want to create a mask to enforce the voucher codes for this voucher type, press 

the Voucher Mask tab. 

See Creating a voucher mask on page 25. 

8. Press . 

The new voucher type is created. 
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Editing a voucher type 

Edit a voucher type when you want to change how it behaves in the Portal. 

Important Note:  If you edit a voucher mask, any existing vouchers of this type 

that do not match the mask are deemed invalid and cannot be redeemed, recharged or 

refunded. 

To edit a voucher type: 

1. Press . 

2. Press  Vouchers > Maintenance > Setup. 

 

The Voucher Type report is displayed. 
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3. Press the Description of the voucher type you want to view. 

A popup menu is displayed. 

 

4. Press Edit Voucher Type. 

The Voucher Type Maintenance screen is displayed. 
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5. Make the changes as required. 

See Voucher Type Maintenance screen on page 45. 

6. Press . 

The edits are saved. 
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Deleting a voucher type 

Delete a voucher type when you don't want it to be available in the Portal. 

 Important Note:  If you delete a voucher type, any existing vouchers of the type 

cannot be recharged, redeemed or refunded. 

To delete a voucher type: 

1. Press . 

2. Press  Vouchers > Maintenance > Setup. 

 

The Voucher Type report is displayed. 
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3. Press the Description of the voucher type you want to delete. 

A popup menu is displayed. 

 

4. Press Edit Voucher Type. 

The Voucher Type Maintenance screen is displayed. 
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5. Press . 

The voucher type is deleted. 



 

Managing vouchers 
  

 

14           AMC Convergent IT Portal Documentation 

Creating a new voucher sub-type 

Create a new voucher sub-type so it can be used as a template to control how a specific kind 

of voucher should behave. 

To create a new voucher sub-type: 

1. Press  from the menu bar. 

2. Press Vouchers > Maintenance > Setup. 

 

The Voucher sub-type report is displayed. 
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3. Press the Description of the voucher type you want to create a sub-type for. 

A popup menu is displayed. 

 

4. Press Sub Type Report. 

The Sub Voucher report is displayed. 

 

5. Press . 

The Voucher Sub-Type Maintenance screen is displayed. 
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6. Type a name to identify the voucher sub-type in the Sub-type field. 

7. Type a description of the voucher sub-type in the Description field. 

8. Press . 

The new voucher sub-type is created. 
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Editing a voucher sub-type 

Edit a voucher sub-type to change its description or the mask it uses to verify voucher 

codes. 

To edit a voucher sub-type: 

1. Press . 

2. Press  Vouchers > Maintenance > Setup. 

 

The Voucher Sub-Type report is displayed. 
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3. Press the Description of the voucher Sub-Type you want to view. 

A popup menu is displayed. 

 

4. Press Sub Type Report. 

The Sub Voucher report is displayed. 

 

5. Press the Description of the sub-type you want to edit. 

The Voucher Sub-Type Maintenance screen is displayed. 
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6. Edit the fields as required. 

See Voucher Sub-Type Maintenance screen on page 54. 

7. Press . 

The voucher sub-type is saved. 
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Deleting a voucher sub-type 

Delete a voucher sub-type to remove it from the Portal. 

To delete a voucher sub-type: 

1. Press . 

2. Press  Vouchers > Maintenance > Setup. 

 

The Voucher Sub-Type report is displayed. 
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3. Press the Description of the voucher Sub-Type you want to view. 

A popup menu is displayed. 

 

4. Press Sub Type Report. 

The Sub Voucher report is displayed. 

 

5. Press the Description of the sub-type you want to delete. 

The Voucher Sub-Type Maintenance screen is displayed. 
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6. Press . 

The voucher sub-type is deleted. 
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Managing masks 

The Portal uses three rules working together to verify if a voucher code is valid:  

Á The mask, which defines the numbers that a voucher code must start with to be valid,  

Á The minimum length of the code. 

Á The maximum length of the code. 

Note: The minimum and maximum can be the same number, allowing you to specify 

that a code must be an exact length. 

See: 

Á Creating a voucher mask on page 25. 

Á Editing a voucher mask on page 26. 

Á Deleting a voucher mask on page 27 

Mask rules 

You can configure multiple masks for a voucher type. The Portal attempts to match the 

longest mask first.  

For example, if you have a mask of 21 that allows 6 digits, and a mask of 210 that allows 13 

digits, the Portal attempts to match the 210 mask, and then the 21 mask. With these two 

masks, the following example voucher codes would be permitted or denied: 

Example Action Reason 

211000 Accepted 
Á Matches the 21 mask digits 

Á Matches the 21 mask length requirements. 

219456 Accepted 
Á Matches the 21 mask digits 

Á Matches the 21 mask length requirements. 

2100000000000 Accepted 
Á Matches the 210 mask digits 

Á Matches the 210 mask length requirements. 

210000 Denied 
Á Matches the 210 mask digits 

Á Fails the 210 mask length requirements. 
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2145658 Denied 
Á Matches the 21 mask digits 

Á Fails the 21 mask length requirements. 

2100000000 Denied 
Á Matches the 210 mask digits 

Á Fails the 210 mask length requirements. 

Enforcing masks 

You can control whether vouchers must always adhere to a mask, or only need to adhere to 

a mask if their initial digits match, allowing vouchers to be valid it they are totally different 

to listed masks. This is controlled by the Use Voucher Mask field on the Setup tab of 

Voucher Type Maintenance. 

See Voucher Type Maintenance screen on page 45. 

Using the example of the 21 and 210 masks above, the following codes would be accepted 

or rejected: 

Exam

ple 

Use Voucher Mask selected Use Voucher Mask unselected 

21100

0 

Accepted (full match with 21 

mask) 

Accepted (full match with 21 mask) 

21000

0 

Denied (matches 210 mask digits, 

fails length requirements). 

Denied (matches 210 mask digits, fails length 

requirements). 

84698

21 

Denied (does not match initial 

digits of any mask, so is denied). 

Accepted (does not match initial digits of any 

of the masks, so masks do not apply). 
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Creating a voucher mask 

Create a voucher mask to enforce a specific format for voucher identification codes, such as 

the length and starting digits. 

See Managing masks on page 23. 

Note: You can select whether all vouchers of this type must obey the mask, or only 

vouchers where the code matches the initial mask digits, using the Use Voucher Mask 

field in the Setup tab. See Voucher Type Maintenance screen on page 45. 

To create a voucher mask: 

1. Open Voucher Type Maintenance for the voucher type you want to create a mask for. 

See Finding an existing voucher on page 33. 

2. Press the Voucher Mask tab. 

The Voucher Mask tab is displayed. 

 

3. Press . 

A new mask entry is created. 

4. Type the minimum number of digits required for a voucher code in the Min Length 

field. 

5. Type the maximum number of digits allowed for a voucher code in the Max Length 

field. 

6. Press . 

The mask is created. 
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Editing a voucher mask 

Edit a voucher mask to change the format for voucher identification codes, such as the 

length and starting digits. 

See Managing masks on page 23. 

Important Note:  If you edit a voucher mask, any existing vouchers of this type 

that do not match the mask are deemed invalid and cannot be redeemed, recharged or 

refunded. 

To edit a voucher mask: 

1. Open Voucher Type Maintenance for the voucher type you want to edit a mask for. 

See Finding an existing voucher on page 33. 

2. Press the Voucher Mask tab. 

The Voucher Mask tab is displayed. 

 

3. Edit the fields of the mask. 

See Voucher Type Maintenance screen on page 45. 

4. Press . 

The mask is edited. 
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Deleting a voucher mask 

Delete a voucher mask if you do not want it to enforce the format of voucher codes. See 

Managing masks on page 23. 

Important Note:  If you edit a voucher mask, any existing vouchers of this type 

that do not match the mask are deemed invalid and cannot be redeemed, recharged or 

refunded. 

To delete a voucher mask: 

1. Open Voucher Type Maintenance for the voucher type you want to delete a mask 

from. 

See Finding an existing voucher on page 33. 

2. Press the Voucher Mask tab. 

The Voucher Mask tab is displayed. 

 

3. Select the mask you want to delete in the mask grid. 

 



 

Managing vouchers 
  

 

28           AMC Convergent IT Portal Documentation 

4. Press . 

The mask is deleted. 
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Creating a new voucher 

Create a voucher to provide a customer with credits to use in transactions at your company. 

To create a voucher: 

1. Press . 

2. Press  Vouchers > Maintenance > New Voucher. 

 

The Voucher Maintenance screen is displayed. 

 

3. Select the voucher type to create in the Voucher Type drop-down field. 
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4. Type a code to uniquely identify the voucher in the Voucher field. 

Note: If this voucher type uses a mask to control the format of the voucher code, 

the voucher code must obey the mask or the Portal will not create the voucher. 

5. Type the name of the voucher recipient in the Customer field. 

6. Type the recipient's address, phone and email address in the Address, Phone and 

Email fields. 

7. Type the amount of money the voucher is worth in the Value field. 

8. Select the date the voucher expires in the Expiry Date field. 

9. Press . 

The voucher is created. 
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Creating a new voucher with a deposit 

Create a voucher with a deposit to provide a customer with credits to use in transactions at 

your company, with a deposit to secure the voucher. The deposit amount is not available as 

a credit in a transaction, but can be returned to the customer if the voucher is refunded, 

encouraging the customer to return the voucher or card. If the voucher is created at the 

Point of Sale, the Point of Sale automatically includes the deposit amount in the transaction. 

Note: To create a voucher with a deposit, you must select a voucher type that requires a 

deposit. You cannot add a deposit to a voucher type that does not use deposits. See 

Voucher Type Maintenance screen on page 45. 

To create a voucher with a deposit: 

1. Press . 

2. Press  Vouchers > Maintenance > New Voucher. 

 

The Voucher Maintenance screen is displayed. 
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3. Select the voucher type to create in the Voucher Type drop-down field. 

Note: The maintenance screen does not indicate whether the voucher type uses 

deposits, because the deposit amount cannot be changed. If you want to check 

whether this voucher type uses deposits, view the voucher type. See Voucher Type 

Maintenance screen on page 45. 

4. Type a code to uniquely identify the voucher in the Voucher field. 

Note: If this voucher type uses a mask to control the format of the voucher code, 

the voucher code must obey the mask or the Portal will not create the voucher. 

5. Type the name of the voucher recipient in the Customer field. 

6. Type the recipient's address, phone and email address in the Address, Phone and 

Email fields. 

7. Type the amount of money the voucher is worth in the Value field. 

8. Select the date the voucher expires in the Expiry Date field. 

9. Press . 

The voucher is created. 
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Finding an existing voucher 

Find a voucher when you want to manually edit it via the Portal. 

To find a voucher: 

1. Press  from the menu bar. 

2. Press Vouchers > Maintenance > Find Voucher. 

 

The Search For Voucher report is displayed. 

 

3. Select the type of gift voucher you want to find using the Type filter field. 

4. Select the field you want to search on using the By field. 

5. Type all or part of the search information in the Voucher field. 
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See Search For Voucher report on page 80. 

A list of matching vouchers is displayed. 
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Editing a voucher 

Edit a voucher to change the value, allocate it to a customer, or change the voucher status. 

To edit a voucher: 

1. Press . 

2. Press  Vouchers > Maintenance > Find Voucher. 

 

The Search for Voucher report is displayed. 

 

2. Type the code of the voucher you want to view in the Voucher field. 

3. Press the Voucher field of the voucher you want to open. 
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The Voucher Maintenance screen is displayed. 

 

4. Edit the required fields. 

See Voucher Maintenance screen on page 57. 

5. Press . 

The voucher details are saved. 
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Deleting a voucher 

You cannot delete a voucher entirely from the Portal, but you can set it to a Cancelled 

status. 

Note: Vouchers with a Locked status are used when vouchers are created or purchased 

in a large block, to be allocated later. 

To delete a voucher: 

1. Press . 

2. Press  Vouchers > Maintenance > Find Voucher. 

 

The Search for Voucher report is displayed. 
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2. Type the code of the voucher you want to view in the Voucher field. 

3. Press the Voucher field of the voucher you want to open. 

The Voucher Maintenance screen is displayed. 

 

4. Select Cancelledfrom the Status drop-down field. 

5. Press . 

The voucher cannot be used. 












































































































































