
Skchase 19 Steps

STEP 1

Login to the SK Chase System and go to 'Order Management'.
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STEP 2

Enter the order ID, item ID, name, email address or postcode into the search
 bar to locate the order.

STEP 3

When the order appears you will see three dots on the far right hand side of
 the order. Click on these three dots.
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STEP 4

 There will be a drop down with a series of actions. Click on 'Redeem
 Voucher'.

STEP 5

A window will slide out from the right hand side. Select the venue you wish to
 redeem the voucher at (If you manage multiple websites or venues you may
 have different options here). Add a note if required.
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STEP 6

Click on 'Redeem Voucher' at the bottom right of the window.

STEP 7

You will get a pop out telling you that the voucher has been successfully
 redeemed. You can then close this window.
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STEP 8

Another way in which you can redeem this, still in the order management
 section of the system, is by clicking on the voucher reference.

STEP 9

This will open out the voucher details window which will allow you to carry
 out many different actions. At the top you can choose 'Redeem Voucher'.
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STEP 10

A window will slide out from the right hand side. Select the venue you wish to
 redeem the voucher at (If you manage multiple websites or venues you may
 have different options here). Add a note if required.

STEP 11

Click on 'Redeem Voucher' at the bottom right of the window.

7 of 14



STEP 12

You will get a pop out telling you that the voucher has been successfully
 redeemed. You can then close this window.
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STEP 13

Another way in which you can redeem a gift voucher is through 'Quick
 Redeem'.

Please note, you can only search for the voucher number in quick redeem. The order 
number will not work.
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STEP 14

Enter the Voucher number. 

Note, you can not search for the order number only the voucher number.
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STEP 15

The voucher will show up as 'Redeemable' with a green tick next to it. Click
 into this to redeem the voucher.

STEP 16

Click on 'Redeem Voucher'
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STEP 17

A window will slide out from the right hand side. Select the venue you wish to
 redeem the voucher at (If you manage multiple websites or venues you may
 have different options here). Add a note if required.

STEP 18

Click on 'Redeem Voucher' at the bottom right of the window.
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STEP 19

You will get a pop out telling you that the voucher has been successfully
 redeemed. You can then close this window.
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