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Managing vouchel
Managing vouchers

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

as gift vouchers or prpurchased meal cards, with different features.

Types and subtypes

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 canaikate subypes, 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 backtorthe 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 vouchethat 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 thecard, 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 avpecher basis.

Masks

Masks are prelefined formulas that control what identification codes are valid for specif
voucher types. For example, you can ensure that all gift vouchers sta?tl@ihmd are
between 6 and 13 digits long. This helps prevent problems arising from incosesiyed
or mistyped voucher codes.

SeeManaging masken page23.
Also see:

A Voucher Type Maintenance scremmpagess.
A Voucher Suiype Maintenance screem pages4.
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A Voucher Maintenance screen pages7.
Voucher Transaction History repooh pages3
Online Voucher Upload screem pagess.
Voucher Typeeporton pagerO.
Sub Voucher repodn pager6.
Search For Voucher repoan page30.
Import Pending Upload repbon pagel04.
Voucher Global reporbn page87

> > > > >y > D> D>

Voucher Summary repoon page9l.

>\

Voucher Transaction repodn pae 98.

What you can do:

>\

Creating a new voucher tymsa pageb.

Editing a voucher type

Deleting a voucher typen pagell.

Creating a new voucher stigpeon pagel4.
Editing a voucher subypeon pagel?.

Deleting a voucher sutypeon page20.

Creating a voucher masin page25.

Editing a voucher masén page26.

Deleting a voucher masikn page?7.

Creating a new vouchem page29.

Creating a new voucher with a depasit page31.
Finding an existing voucham page33.

Editing a voucheon page3b.

Deleting a voucheon page37.

Preparing the voucher import CSV fia page39.

> > > D>y D> D> D>y D>y D>y D>y >y D>y D>y D> D

Importing voucher information from a fiten paget3.
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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:

dﬁ‘i Customers

1. Press from the menu bar.

2. Pressvouchers > Maintenance > Setup

’j_‘ Home E Sales ,_ﬁ» Customers | [l Products &l yision mj Company
/~ Maintenance ¢
¥ Loyalty »
E Marketing r
ﬁ Schedule r
J& crRMm v
¥ Gsa »
[E= Layby 4
i Debtors »
% Vouchers ¥ |~ Maintenance ¥ | .. Setup
B Micro Loan ¥ || ] Reports ¢ |k New Voucher
:f Customer Orders » J,__*'." Find Woucher
4% Home Delivery T Voucher Import
1) Restaurant 4 & Pending Imports
“¥ Tipping ]

The Voucher Type report is displayed.
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Voucher Type Report

2

Add to Favourites

Create Voucher

Desc Vouc Allow Allow Allow Allow Pre  Pre  Auto Linke Give Enab Enab Type Sales Expir Vioucl Type
Type Sale Rech Rede Part Alloc Alloc Assicto Fee Peno Case
Rede Sale Rede
Coffe Coffe v v v Norm $0.00 None Non
Card Case
Sens
Git GC v ¥ v ¥ ¥ ¥ Globz $0.00 None Non
Certit Case
Sens
Gift Gift v ¥ v ¥ v Norm $0.00 Mone Mon
Case
Sens
Give Gives v L4 Norm $0.00 Mone Mon
Away Case
Sens
Phon Phon v Globz $0.00 18 Nen
ard Mentl Case
Sens
Test TEST v Norm $0.00 Mone Mon
Wouc Case
Sens
Chris XMA v v v Norm $0.00 Mone Mon
lub Case
Sens
Create Voucher
T‘_-,I'DE
3. Press
The Voucher Type Maintenance screen is displayed.
Voucher Type Maintenance
Setup | Voucher Mask
Voucher Type:
Description: Allow Sale: False
Type: MNoermal Allow Recharge: False
Expiry Period: Mo Expiry Allow Redeem: False
Voucher Case: MNon Case Sensitive Allow Part Redeem: False
Deposit: Pre Allocated Sale: False
Sales Fee: Pre Allocated Redeem: False
Auto Assign: False Sales Department: Use Default
Encrypted: False Redeem Department: Use Default
Linked to Loyalty: False Enable Sale Denominations: False
Linked to Give Away: False Enable Redeem Denominations: False
Use Voucher Mask: False
| save |

Type a name to identify the vouc her type inVWoeicher Typefield.

Type a description of the voucher type in Bescription field.

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

SeeVoucher Type Maintenance scremmpagetb.
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7. If you want to crete a mask to enforce the voucher codes for this voucher type, press
the Voucher Mask tab.

SeeCreating a voucher masin page?5.
ki Save

8. Press

The new voucher type is created.
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Editing a voucher type

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

To edit a voucher type

1. Press ﬂ- Customers

2. PressVouchers > Maintenance > Setup

ﬁ} Home g Sales ﬂ- Customers . Products Vision % Company
é" Maintenance ]
¥ Loyalty k
Marketing r
Schedule r
S crm >
GSA g
Layby k
ﬁ Debtors r
% Vouchers PM Maintenance PJ Setup
24 Micro Loan b || ] Reports b =k New Voucher
= Customer Orders » #& Find Voucher
ﬁ Home Delivery ¥ ﬁ Voucher Import
ﬁ Restaurant r ﬁ Pending Imports
? Tipping 3

The Voucher Type report is displayed.
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Voucher Type Report ol
: ; Add to Favourites (reate voucner
Desc Vouc Allow Allow Allow Allow Pre  Pre  Auto Linke Give Enab Enab Type Sales Expir Vioucl Type
Type Sale Rech Rede Part Alloc Alloc Assicto  Away Sale Rede Fee Peno Case
Rede Sale Rede Loyal Deno Deno
Coffe Coffe v v v Norm $0.00 None Non
Card Case
Sens
Git GC v ¥ v ¥ ¥ ¥ v Globz $0.00 Mone Mon
Certit Case
Sens
Gift Gift v ¥ v ¥ v Norm $0.00 Mone Mon
Case
Sens
Give Gives v L4 L4 Norm $0.00 Mone Mon
Away Case
Sens
Phon Phon v Globz $0.00 18 Nen
Card Mentl Case
Sens
Test TEST v v Norm $0.00 Mone Mon
Wouc Case
Sens
Chris XMA v v v Norm $0.00 Mone Mon
Club Case
Sens

3. Press th®escription of the voucher type you want to view.

A popup menu is displayed.

Voucher Type Report ol
” 2 Add to Favourites Creste Voucher
Desc Vouc Allow Allow Allow Allow Pre  Pre | Auto Linke Give Enab Enab Type Sales Expir Voucl Type
Type Sale Rech Rede Part |Alloc. Alloc| Assicto | Away Sale Rede Fee |Perio Case
Rede Sale Rede Loyal Deno Deno
Coffe Coffe v v Norm $0.00 None Non
€ Edit Voucher Type Case
Sub Type Report Sens
Gt GC v v v v v v Globz $0.00 None Non
Certit Case
Sens

4. PressEdit Voucher Type.

The Voucher Type Maintenance screen is displayed.
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Voucher Type Maintenance
Setup | Voucher Mask
Voucher Type: Coffee
Description: Coffee Card Allow Sale: True
Type: Normal Allow Recharge: True
Expiry Period: Mo Expiry Allow Redeem: True
Voucher Case: Mon Case Sensitive Allow Part Redeem: True
Deposit: Pre Allocated Sale: False
Sales Fee: Pre Allocated Redeem: False
Auto Assign: False Sales Department: Cake Decorations
Encrypted: False Redeem Department: Cake Decorations
Linked to Lovyalty: False Enable Sale Denominations: False
Linked to Give Away: False Enable Redeem Denominations: |False
Use Voucher Mask: False
["] New | | i Save | | = Delete

5. Make the changes as required.

SeeVoucher Type Maintenance scremmpagels.

6. Pres:l.

i save |

The edits are saved.

10
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Deleting a voucher type

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

To delete a voucher type:

,ﬂ- Customers

1. Press
2. PressVouchers > Maintenance > Setup

m' Home gSales #Custn-mers | . Products ‘u’isiun % Company
f’ Maintenance k
' Lovyalty »
Marketing »
Schedule r
5o crm r
GSA v
Layby 4
a Debtors k
Vouchers b | /¥ Maintenance | Setup
5 Micro Loan » @ Reports ¥ |k New Voucher
=% Customer Orders » & Find Voucher
‘m Home Delivery ﬁ YVoucher Import
i restaurant » “F Pending Imports
T Tipping »

The Voucher Type report is displayed.
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Voucher Type Report o

Creabe Wauchsr
Add o Favouriles _
Dz Woue Allow Allos Allow Allow Pre  Pre | Aule Links Give Enab Erab Type Sales Exper Vouel Vpe

Type Sale Rech Reds Pat Alloc Alloc Assigto Away Sale Riede Fee Peno Case
Rede Sale Rede Layal Denc Deno

Cofle Coffe w7 & & & Hoirn 5000 Kore Hon
Card Case
Sens
Gift GG w W W W W W L Giobs 5000 Kore Non
Cigrti Case
Sens
Gift Gift " W W W o Horn S0.00 More Non
Case
Sens
Giivg Givas C o e Hemn £0 00 Mona Non
Fuy Case
Sens
Phgn Phan Globi 80 0C 18 Men
Card Mol Case
Sens
Test TEST v Morm &0 00 Mors Hen
Vot Case
Sans
Chrig XM "« Womn $0 0C Kone Mon
Club Case
Sans

3. Press th®esaiption of the voucher type you want to delete.
A popup menu is displayed.

Voucher Type Report 2

Create \Voucher
Add to Favourites Tt
Desz Vouc Allow Allow Allow Allow Pre  Pre  Auto Linke Give Enab Enab Type Sales Expar Voue! o ype
Type Sae Rech Rede Part Allcc Allce Assicto  Away Sale Rede Fee Peno Case

Rede Sale Rede  Loyal  Deno Deno

CoftaCotte v ¥ v Normn $0.00 Neows Non
‘ Edit Voucher Type Case
Sub Type Report Sens

(GG W [ || W[ v Gloke $0.0C None Non
Certid Case
Sens

4. PressEdit Voucher Type.

The Voucher Type Maintenance screen is displayed.
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Voucher Type Maintenance
Setup | Voucher Mask
Voucher Type: Coffes
Description: Coffee Card Alow Sale: True v
Type: Neemal » Alow Recharge: True
Expiry Pericd: No Expiry - Allow Redeern: True
Voucher Case: Non Case Senskive \ Allow Part Redeem: True »
Deposit: Pro Allocated Sale: False -
Sales Fee: Pre Allocated Redeem: False .
Auto Assign: False - Sales Department: Cake Decorations -
Encrypted: False v Redeem Department: Cake Decorations -
Linked to Loyalty: Fales - Enable Sale Denominations: False -
Linked to Give Away: Falee . Enable Redeem Dencminations: False
Use Voucher Mask: False

I New | [[d Save | == Delete |

5 Pres

The voucher type is deleted.
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Creating a new voucher suktype

Create a new voucher stype ® it can be used as a template to control how a specific kind
of voucher should behave.

To create a new voucher stipe:

dﬁ‘i Customers

1. Press from the menu bar.

2. Pressvouchers > Maintenance > Setup

’j_‘ Home E Sales ,_ﬁ» Customers | [l Products &l yision mj Company
/~ Maintenance ¢
¥ Loyalty »
E Marketing r
ﬁ Schedule r
J& crRMm v
¥ Gsa »
[E= Layby 4
i Debtors »
% Vouchers ¥ |~ Maintenance ¥ | .. Setup
B Micro Loan ¥ || ] Reports ¢ |k New Voucher
:f Customer Orders » J,__*'." Find Woucher
4% Home Delivery T Voucher Import
1) Restaurant 4 & Pending Imports
“¥ Tipping ]

The Voucher sulbype report is displayed.
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Voucher Type Report o

Creabe Wauchsr
Add o Favouriles
Dz Woue Allow Allos Allow Allow Pre  Pre | Aule Links Give Enab Erab Type Sales Exper Vouel ' Type

Type Sale Rech Reds Pat Alloc Alloc Assigto Away Sale Riede Fee Peno Case
Rede Sale Rede Layal Dienc Dena

Cofle Coffe w7 & & & Hoirn 5000 Kore Hon
Card Case
Sens
Gift GG ¥ W ¥ W W W o Gilioig 5000 Mome Non
Cigrti Case
Sens
Gift Gift ¥ W W W L Worn S0 00 Mona Mon
Case
Sens
Givg Givas ¥ ¥ o Herrn 5000 Mors Nen
ATy Case
Sens
Phgn Phan Glck; 20 00 18 Men
Card Mol Case
Sens
Tesi TEST « Mo £ 00 Mora Mon
ol Case
Sans
Chrig XM "« Womn $0 0C Kone Mon
Club Case
Sens

3. Press th®escription of the voucher type you want to create a-sye for.

A popup menu is displayed.

Voucher Type Report 2

Create Voucher
Add to Favourites Mg eas =i
Desz Vouc Allow Allow Allow Allow Pre  Pre  Auto Linke Give Enab Enab Type Sales Expar Voue! O % ype
Type Sae Rech Rede Part Alloc Allce Assicto  Away Sale Rede Fee Peno Case

Rede Sale Rede  Loyal  Deno Deno

CofteCotte v v v Norm $0.00 Neoe Non
‘ Edit Voucher Type Case
Sub Type Report Sens

B TV | V| | v Glob $0 0C None Non
Certid Case
Sens

4. PressSub Type Report
The Sub Voucher report is displayed.

Sub Voucher Report o
Ad 1o Favauries Frese Sub

Descriplion Sub Type Type Mask - = voucher
Test & A Gift [ Gift] 3

Test B B Gill [Gil) T2

Create Sub
“oucher
5. Press

The Voucher SuType Maintenance screen is displayed.
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Sulb Voucher Maintenance
Voucher: Coffag Card [Coffes)
Sub Type:

De=cription:

Mask:

H sawe

Type a name to identify the voucher dype n theSub-type field.
Type a description of the voucher styipe in theDescription field.

b Save

8. Press

The new voucher sutype is created.
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Editing a voucher subtype

Edit a voucher subype to change its description or the mask it uses to verify voucher
coces.

To edit a voucher sutype:

1. Press d'ﬁ‘i Customers

2. PressVouchers > Maintenance > Setup

’j_‘ Home E Sales ﬂ Customers | [l Products &l yision mj Company
/~ Maintenance ¢
¥ Loyalty »
E Marketing r
m Schedule r
J& crRMm v
B3 GSA »
[E=S Layby »
i Debtors »
% Vouchers ¥ |~ Maintenance ¥ | .. Setup
24 Micro Loan ¥ || ] Reports ¢ |k New Voucher
=% Customer Orders » #& Find Voucher
“’E Home Delivery * T Voucher Import
1) Restaurant 4 & Pending Imports
“¥ Tipping ]

The Voucher SufType report is displayed.

AMC Convergent IT Portal Documentation 17
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Voucher Type Report ol
: ; Add to Favourites (reate voucner
Desc Vouc Allow Allow Allow Allow Pre  Pre  Auto Linke Give Enab Enab Type Sales Expir Vioucl Type
Type Sale Rech Rede Part Alloc Alloc Assicto  Away Sale Rede Fee Peno Case
Rede Sale Rede Loyal Deno Deno
Coffe Coffe v v v Norm $0.00 None Non
Card Case
Sens
Git GC v ¥ v ¥ ¥ ¥ v Globz $0.00 Mone Mon
Certit Case
Sens
Gift Gift v ¥ v ¥ v Norm $0.00 Mone Mon
Case
Sens
Give Gives v L4 L4 Norm $0.00 Mone Mon
Away Case
Sens
Phon Phon v Globz $0.00 18 Nen
ard Mentl Case
Sens
Test TEST v v Norm $0.00 Mone Mon
Wouc Case
Sens
Chris XMA v v v Norm $0.00 Mone Mon
Club Case
Sens

3. Press th®escription of the voucher Suliype you want to view.

A popup menu is displayed.

Voucher Type Report ol
” 2 Add to Favourites Creste Voucher
Desc Vouc Allow Allow Allow Allow Pre  Pre | Auto Linke Give Enab Enab Type Sales Expir Voucl Type
Type Sale Rech Rede Part |Alloc. Alloc| Assicto | Away Sale Rede Fee |Perio Case
Rede Sale Rede Loyal Deno Deno
Coffe Coffe v v ~ Norm $0 00 Mone Non
€ Edit Voucher Type Case
Sub Type Report Sens
Gt GC v v v v v v Globz $0.00 None Non
Certit Case
Sens
4. PressSub Type Report
The Sub Vouchereport is displayed.
Sub Voucher Report »

— Add to Favourites Create Sub
Description Sub Type Type Mask Voucher
Test A A Gift [Gift] 723
Test B B Gift [Gift] 724

5. Press th®escription of the subtype you want to edit.

The Voucher SulType Maintenance screen is displayed.

18 AMC Convergent IT Portal Documentati



Managing vouchel

Sub Voucher Maintenance

Voucher: Gift [Gift]
Sub Type: A

Description: |Test A

Mask: 723

[ New | | == Delete | |E] Save |

6. Edit the fields as required.

SeeVoucher Sullype Maintenance screem pageb4.

7. Pres:lﬂ].

The voucher sulype is saved.
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Deleting a voucher suktype
Delete a voucher stiype to remove it from the Portal.

To delete a voucher stippe:

1. Press L@ Customers

2. PressVouchers > Maintenance > Setup

’j_‘ Home E Sales ﬂ Customers | [l] Products &2 visjon uj Company
f Maintenance [
* Loyalty »
% Marketing k
ﬁ Schedule ]
J& crm ’
E: GSA ’
[E Layby ¢
i Debtors »
% Vouchers » |~ Maintenance ¥ | .. Setup
5 Micro Loan ¥ ||| Reports * |=% New Voucher
:f Customer Orders ¢ & Find Voucher
"E Home Delivery # T Voucher Import
1) Restaurant * T Pending Imports
'“ﬁ" Tipping r

The Voucher SulType report is displayed.
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Voucher Type Report 2

Creabe Waucher
Add o Favouriles _
Dz Woue Allow Allos Allow Allow Pre  Pre | Aule Links Give Enab Erab Type Sales Exper Vouel ' Vpe
Typs Sale | Rech Rede Pat Allec Ao Assicbe  Away Sak | Rede Fee Perio Case
Rede Sale Rede Layal Denc Deno

Cofle Coffe w7 & & & Hoirn 5000 Kore Hon
Card Case
Sens
Gift GG ¥ W ¥ W W W o Gilioig 5000 Mome Non
Cartif Case
Sens
Gift Gift " W W W o Horn S0.00 More Non
Case
Sens
Giivg Givas W o e Hemn £0 00 Mona Non
Fuy Case
Sens
Phgn Phan Gloks; 80 00 18 Hen
Card Mol Case
Sens
Tesf TEST Mo &0 00 Morme Hon
ol Case
Sans
Chrig Ml " " " Morm S0 00 Nore Men
Club Case
Sens

3. Press th®escription of the voucher Suliype you want to view.

A popup menu is displayed.

Voucher Type Report 2

Create \Voucher
Ada to Favourites Ao
Desz| Vouc| Allow Allow Allow Allow Pre | Pre | Auto, Linke Give Enabl Enab Type, Salet Expir Voue| Orschin % ype
Type Sade Rech Rede Part Alloc Allce Assicto  Away Sale Rede Fee Peno Case

Rede Sale Rede  Loyal  Deno Deno

CofteCotte v v ¥ Norm $0.00 Neee Non
‘ Edit Voucher Type Case
Sub Type Report Sens

BB TVl |~ | v Glob $0.0C None Non
Certid Case
Sens

4. PressSub Type Report
The Sub Voucher report is displayed.

Sub Voucher Report o

Ad 1o Favauries Frese Sub
Descriplion Sub Type Type Mask - e voucher
Test A A Gift |Gift] 5
Test B B Gift [Gi ™

5. Press th®escription of the subtype you want to delete.

The Voucher SufType Maintenance screemdisplayed.
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Sub Voucher Maintenanoe
Woucher: Gift [Git]

Sub Type A

Dascription: Test &

Magk: 723

New | | == Dieheta | | [] Save

6. Presle"EtE.l.

The voucher subype is deleted.
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Managing masks
The Portal uses three rules working together to verify if a voucher code is valid:

A The mask, which defines the numbers that a voucher code must start with to be valid,
A The minimum éngth of the code.
A 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:

A Creating a voucher masin page2s.
A Editing a voucher mas&n page26.
A Deleting a voucher masin page27

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 woulddsmjited or denied:

Example Action Reason

211000 Accepted A Matches the 21 mask digits

A Matches the 21 mask length requirements.

219456 Accepted Matches the 21 mask digits

A Matches the 21 mask length requirements.

\ >\

2100000000000 Accepted Matches the 210 mashgits

A Matches the 210 mask length requirements

\ >\

210000 Denied Matches the 210 mask digits

A Fails the 210 mask length requirements.

\ >\

AMC Convergent IT Portal Documentation 23
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2145658 Denied A Matches the 21 mask digits

A Fails the 21 mask length requirements.

2100000000 Denied A Matches the 210 maskgits

A 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 tbhse Voucher Maskfield on the Setup tab of

Voucher Type Maintenance.

SeeVoucher Type Maintenance scremmpagetb.

Using the example of the 21 and 210 masks above, tloeving codes would be accepted
or rejected:

Exam Use Voucher Mask selected Use Voucher Mask unselected
ple

21100 Accepted (full match with 21 Accepted (full match with 21 mask)
0 mask)

21000 Denied (matches 210 mask digits Deried (matches 210 mask digits, fails lenc
0 fails length requirements). requirements).

84698 Denied (does not match initial ~ Accepted (does not match initial digits of ar
21 digits of any mask, so is denied). of the masks, so masks do not apply).
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Creating a voucher mask

Create a vocher mask to enforce a specific format for voucher identification codes, such as
the length and starting digits.

SeeManaging masken page?23.

Note: You can select whether all vouchers of this type must dimynask, or only
vouchers where the code matches the initial mask digits, usitdsth®oucher Mask
field in the Setup tab. S&oucher Type Maintenance scremmpageib.

To create a voucher mask:

1.

Open VoucheType Maintenance for the voucher type you want to create a mask for.
SeeFinding an existing vouchem page33.

Press the Voucher Mask tab.
The Voucher Mask tab is displayed.

Voucher Type Maintenance

Setup | Voucher Mask

Mask Min Length Max Length
21 5] 5]
210 13 13

== Add | | €} Update || == Delete

[] New | | i Save || == Delete

== Add

Press
A new mask entry isreated.

Type the minimum number of digits required for a voucher code iMihd.ength
field.

Type the maximum number of digits allowed for a voucher code iMt&helLength
field.

Press ‘) Update

The mask is created.

AMC Convergent IT Portal Documentation 25



Managing vouchers

Editing a voucher mask

Edit a voucher masto change the format for voucher identification codes, such as the
length and starting digits.

SeeManaging masken page?23.

* Important Note: If you edit a voucher mask, any existing vouchers of this type
thatdo 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.
SeeFinding an existing vouchem page33.
2. Press the Voucher Mask tab.
The Voucher Mask tab is displayed.

Voucher Type Maintenance

Setup | Voucher Mask

Mask Min Length Max Length
21 5] 5]

210 13 13

| 4= Add || @ Update || == Delete |

| [[] New | | ] Save || == Delete |

3. Edit the fields of the mask.

SeeVoucher Type Maintenance scremmpagels.
4. Presd ¥ Update |

The mask is edited.
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Deleting avoucher mask

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

Managing masken page23.

Managing vouchel

|
* 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, recharge

refunded.

d or

To delete a voucher mask:

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

from.

SeeFinding an existing vouchem page33.

2. Press the Voucher Mask tab.

The Voucher Mask tab is displayed.

Voucher Type Maintenance

Setup | Voucher Mask
Mask

21
210

Min Length
6
13

Max Length
6
13

| 4= Add || @ Update || == Delete |

| [[] New | | ] Save || == Delete |

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

Voucher Type Maintenance

Setup | Voucher Mask

Mask
21
210

Min Length
5]
13

Max Length
5]
13

| 4= Add || €4 Update | | == Delete |

| [] mew | | & Save || == Delete |
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A Press == [Nelete

The mask is deleted.
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Creating a new voucher
Create a voucher to provide a customer widdits to use in transactions at your company.

To create a voucher:

1. Press ﬂ,@ Customers

2. PressVouchers > Maintenance > New Voucher

’j_‘ Home E Sales a':fgl Customers | [l] Products &2 visjon uj Company
f Maintenance k
* Loyalty »
% Marketing k
ﬁ Schedule ]
J& crm ’
Fo Gsa v
[E Layby ¢
i Debtors »
% Vouchers » |~ Maintenance ¥ | .. Setup
B2y Micro Loan ¥ ||| Reports * |=% New Voucher
:f Customer Orders * _’,__f: Find Youcher
"E Home Delivery # T Voucher Import
1) Restaurant * T Pending Imports
'“ﬁ’ Tipping r

The Voucher Maintenance screen is displayed.

Viucher Maintenanca
Voucher Type: Christmas Cub
Vouches:

Customear:

Address:

Phgne:

Ermal:

Value:

Used:

Expiry Data: ERNRFTrd b
[zsue Dake: 2/05/2016
Recharge Date: 2053016
Redemption Date: 1/01,/1970

Ekatus: Sold

3. Select the voucher type to create inWwicher Type drop-down field.
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4. Type a code taniquely identify the voucher in théoucher 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.

Type the name of the voucher recipientia Customer field.

Type the recipient's address, phone and email addressAddiness Phoneand
Email fields.

Type the amount of money the voucher is worth invakie field.
Select the date the voucher expires inEkpiry Date field.

b Save

9. Pres<

The vaucher 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 transacti

ons at

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

he

Point of Sale, the Point of Sale automatically includes the deposit amount in the toansacti

Note: To create a voucher with a deposit, you must select a voucher type that requi
deposit. You cannot add a deposit to a voucher type that does not use deposits. Se
Voucher Type Maintenance scremmpagess.

‘es a
e

To create a voucher with a deposit:

.1} Customers

1. Press
2. PressVouchers > Maintenance > New Voucher

’_f._?”" Home @ Sales __@ Customers | [l Products &4 Vision [ Company
4 Maintenance b
¥ Loyalty b
¥ Marketing k
ﬁ Schedule [
Jo crm C
¥ GsA b
[E=S Layby »
i Debtors [
%= Vouchers ¥ |/~ Maintenance P | ) Setup
& Micro Loan * || ] Reports » |=% New Voucher
"‘ Customer Orders » ,f Find Voucher
ﬁ Home Delivery ¥ T Voucher Import
I || Restaurant * ™5 Pending Imports
A Tipping 3

The Voucher Maintenance screen is displayed.
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Voucher Maintenance
Voucher Type: Christmas Club
Voucher:

Customer:

Address:

Phone:

Email:

Value:

Used:

Expiry Date: 31/12/2112
Issue Date: 2/05/2016

Recharge Date: 2/05/2016
Redemption Date: 1/01/1970

Status: Sold

H save

Select the voucher type to create inWoeicher Typedrop-down field.

Note: The maintenance screen does imdicate whether the voucher type uses

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

whether this voucher type uses deposits, view the voucher typ¥o8eleer Type

Maintenance screeon pagess.

Type a code to uniquely identify the voucher inmicher field.

Note: If this voucher type uses a mask to control the format of the voucher coc
the voucher code must obey the mask or the Portal will not create the vouche

le,

Type tre name of the voucher recipient in thestomer field.

Type the recipient's address, phone and email addressAdldiness Phoneand

Email fields.

Type the amount of money the voucher is worth invtakie field.

Select the date the voucher expires mERpiry Date field.

b Save

Pres<

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:

ﬂ,@ Customers

Press from the menu bar.

Pressvouchers > Maintenance > Find Voucher

z_f._h Home E Sales a':fgl Customers | [l] Products &2 visjon uj Company
4~ Maintenance r
* Loyalty »
ET Marketing k
[ Schedule C
J& crm C
o GSA r
[ES Layby 3
i Debtors ]
= Vouchers ¥ |/~ Maintenance P | ;) Setup
B2y Micro Loan ¥ ||| Reports b ey New Voucher
"‘ Customer Orders * _,,.f Find Voucher
ﬁ Home Delivery } T Voucher Import
[) Restaurant ¢ T Pending Imports
Y Tipping 3

The Search Fovoucher report is displayed.

Search for Voucher R

Voucher

Vouct Type Custc Phont Email Status Issue Rech: Redee Expiny Value Used Depos Availz Liabili
Date Date Date |Date

Mot

B
Founc Y

Number

Type
Gift

Add to

Search
Favourites

3. Select the type of gift voucher you want to find usingTipe filter field.
4. Select the field you want to search on usingBidield.
5. Type all or part of the search information in theucher field.
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SeeSearch For Vouchateport on pages0.

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:

Press ﬂ,@ Customers

PressVouchers > Maintenance > Find VVoucher

z_f._h Home E Sales a':fgl Customers | [l] Products &2 visjon uj Company
4~ Maintenance r
* Loyalty »
ET Marketing k
[ Schedule C
J& crm C
E> GsA r
[ES Layby 3
i Debtors ]
= Vouchers ¥ |/~ Maintenance P | ;) Setup
B2y Micro Loan ¥ ||| Reports b ey New Voucher
"‘ Customer Orders * _,,.f Find Voucher
ﬁ Home Delivery } T Voucher Import
[) Restaurant ¢ T Pending Imports
Y Tipping 3

The Search for Voucher report is displayed.

Search for Voucher »
Voucher
Vouct Type Custc Phont Email Status Issue Rech: Redee Expiny Value Used Depos Availz Liabili
Date Date Date Date
Mot
Founc By
Number
Type
Gift
Add t
.0 Search
Favourites

2. Type the code of the voucher you want to view in\tbacher field.
3. Press th&/oucher field of the voucher you want to open.
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The Voucher Maintenance screen is displayed.

Voucher Maintenance

Voucher Type: Christmas Club
Voucher:

Customer:

Address:

Phone:

Email:

Value:

Used:

Expiry Date: 31/12/2112
Issue Date: 2/05/2016
Recharge Date: 2/05/2016
Redemption Date: 1/01/1970

Status: Sold

| save |

Edit the required fields.

SeeVoucher Maintenance screen pageb7.
Presd b Save |

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@aocalled

status.

Managing vouchel

Note: Vouchers with d.ocked status are used when vouchers are created or purchas

in a large block, to be allocated later.

sed

To delete a voucher:

1. Press ﬂ,@ Customers

2. PressVouchers > Maintenance > Find Voucher

’j_"‘ Home E Sales ,_,@ Customers | [l Products &l yision uj Company
ji Maintenance ]
¥ Loyalty b
¥ Marketing k
ﬁ Schedule [
Jo crm C
¥ GsA b
[E=S Layby »
i Debtors [
% Vouchers » |~ Maintenance ¥ | .. Setup

5 Micro Loan k
_'_f Customer Orders »
“’E Home Delivery ¥
1) Restaurant r

“¥ Tipping 3

| | Reports k

The Search for Voucher report ispiayed.
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Search for Voucher

Vouoher
Wouck Type Custa Phom Email Stalu: |ssus| Rechs Reder Expin Value Used | Depos Avails Liabsli

Date Date Date Date

Mot

B
Fours v

Type

Add 1o

Fawountes

2. Type the code of the voucher you want to view in\tbacher field.
3. Press th&/oucher field of the voucher you want to open.

The Voucher Maintenance screen is displayed.

4. SelectCancelledrom the Status dredown field.

5. Press

The voucher camt be used.
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