Skchase @ 46 Steps

STEP 1

Go to p5.skchase.com

STEP 2

First, you will need to INVALIDATE the original voucher number so that the
voucher cannot be redeemed.

Click on ORDER MANAGEMENT

R0 =
mjHiY =1

1er validity Manage Orders Create vouchers
ichers Edit vouchers

@
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STEP 3

SEARCH for the original order by using the order ID, item ID, surname, email
address or postcode

Management | QuickRedeem | CatalogueManager | Content | Media | RealTimeReports | Order Management

Q ¥ Filter
Amount 9
i Status Venue Voucher Value Paid Balance  Valid Until Delivery
PSKCOLB? — v
e ) gl Hotel Group A - Our Gateway == £49.50 A salesteam@skehase.com
® AGEIE2IY @ Valid Hotel 1 Luxury Manicure £49.50 £45.50 £45.50 28 Mar 2024 & Delivered

STEP 4
OPEN THE VOUCHER by clicking on the Item ID, e.g. AG63E2JY

PSKCOLB7

ID Status Venue

PSKCOLB7
28 Mar 2023 9:20

% AGE3E2J]Y ® valid Hotel 1

%4 Hotel Group A - Our Gatew
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STEP 5
Click on INVALIDATE VOUCHER

This will 'void' the voucher so that it can no longer be redeemed.

Resend Item i Refund ltem [ X Invalidate Voucher ]

Greeting
To To Alex
Personal Message Happy Birthday! x

STEP 6

TYPE A REASON for the status change, for example: "Lost voucher -
Cancelled and reissued"

LTI N P AL AL R EE LI EEEE LI EAL BL S EASL R AATELE 4§ e R e

This is usually done in conjunction with a full refund.

It can also be used when re-issuing a voucher or when a voucher is being
investigated as fraudulent.

Reason

Lost voucher - Cancelled and reissued|

|
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STEP 7
Click on INVALIDATE to confirm the status change.

Close l Invalidate l

STEP 8
Click on CLOSE to close this window.

ssfully invalidated

y Manicure
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STEP 9
Next, you can PROCESS A NEW IDENTICAL VOUCHER.
You will need to be LOGGED IN in order to process an OFFLINE ORDER

- Make sure you are putting though the same voucher

- Edit the recipient email address, if required (for example, if the original voucher was
issued to the wrong email address)

- Enter the same personal message

- Enter the same buyer's details

- Select 'Offline' as the payment method

- Quote the original order number in the notes

- Change the order value to 0.00

STEP 10

Go to your voucher website and find the same voucher as on the original
order

Click on ADD TO BASKET

ricauv _\ULLI-)‘.-II Vi SVIHITVHIT QPT\.IGI LW LT uiviniiawce iy
pampering experience with a luxury manicure gift or ¢
voucher. can
£49.50 More Details Frc

Sel,
[ ADD TO BASKET ]

Food & Drink
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STEP 11
Click on CHECKOUT

Have a promo code?

Total: £49.50

CHECKOUT

STEP 12

CLICK ON 'Enter an email address (this is where your gifts will be sent to)’

COPY the recipient email address from the original order OR ENTER A NEW EMAIL ADDRESS
for the voucher to be sent to (for example, if the original email address was incorrect).

Hotel A

Delivery Personalise Payment Confirmation
DELIVERY
Order Summary
View delivery information here (add link to delivery page) Have a promo code?
How would vou like to receive vour items? Lusury Manicure £4950
EMAIL Subtotal E49.50
Postage § Packaging (Email £0.00
(Private))

Enter an email address (this Is where your gifts will be sent to)

| lalesteam@skchase.com|

CHANGE ORDER VALUE
CONTINUE TO PERSONALISATION

You are logged in and viewing private checkout.
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STEP 13
Click on CONTINUE TO PERSONALISATION

N,

Delivery Personalise Payment Confirmation

DELIVERY

Order Summary

View delivery information here (add link to delivery page) Have a promo code?

How would you like to receive vour items? Luxury Manicure £4950

- -
Postage € Packaging (Email E0.00

[Privats
Enter an email address (this Is where your gifts will be sent to) (Private))

ualesteam@skehase.com

Ia‘
E

CHANGE ORDER YALUE

—_—1 —

|| CONTINUE TO PERSONALISATION

You are logged in and viewing private checkout.

STEP 14

If the original gift had a personal message, make sure you COPY this over to
the new voucher.

Click on YES, | WANT TO PERSONALISE

@ O O

Delivery Personalise Payment

PERSONALISE

Do you want to personalise vour gifts?

[ YES, I WANT TO PERSONALISE ] NO THANKS
CHECKOUT NOW
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STEP 15

GO TO THE ORIGINAL ORDER and open the voucher by clicking on the Item

ID, e.g. AG63E2JY

ID Status Venue

PSKCOLB7
28 Mar 2023 9:20

@ Invalidated Hotel 1

g24 Hotel Group A - Our Gateway |

STEP 16
Click on EDIT GREETING

Luxury Manicure - AG63E2JY (L0

Voucher Details Redemptions

4% View E-Voucher [ ® Edit Greeting J [ Edit Notes Exter

Voucher Details

Reference AG63E2JY
Number

SKCHASE
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STEP 17
COPY the gift message from the original order

Edit Greeting

To

Personal Message
7 9\

Happy Birthday! x

STEP 18

PASTE the gift message to the new order

T
Subtotal

Postage & Packaging (Ema

\ (Private))
Add a greeting (e.g. Dear have)

Total

To Alex

Enter vour gift message

Happy Birthday!

You are logged in and viewing private checkout.
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STEP 19
Click on CHECKOUT NOW

Do you want to personalise vour gifts?

Luxury Manicure E£4950
YES, | WANT T0 PERSONALISE NO THANKS
Subtotal £48.50

Postage & Packaging (Email £0.00
\ (Private))
Luxury Manicure Add a greeting (e.g. Dear have)
Total £4950

£4950 To Alex
(CHANGE ORDER VALUE

Enter your gift message

Happy Birthday! x

[| CHECKOLT NOW H

STEP 20

Next COPY THE BUYER'S DETAILS from the original order.

GO TO THE ORIGINAL ORDER and open the voucher by clicking on the Order ID, e.g.
PSKCOLB7

Search for order ID, item ID, name, email address, postce

ID Status Venue
[ PSKCOLB/ ] gBA Hotel Group A - Our Gateway =
% AG63E2]Y @ Invalidated Hotel 1
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STEP 21

COPY the buyer's name from the original order

1yer Information

rst Name
ist Name

ympany
ame

ddress

SKCHASE

Bloggs

SK Chase 31 Palmerston Place,

Fdinhnireh FH12 5AP GR
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STEP 22

PASTE the First Name and Last Name to the new order

PLEASE NOTE
- You can leave out the buyer's email address as this is where a receipt would be sent
to; there is no need to send a receipt for the reissued voucher since we are not charging
the buyer again
- You can also leave out the billing address as we are not charging the buyer for the
replacement voucher
- All of the buyer's contact information will remain on the original order

Deli:er_\' Personalise I

PAYMENT .
AY VILI Ord
We do not store credit card details. Have
First Name Last Name Luxur
Greetil
doe{ Messa
Email Address (Optional) Subto

This is where the receipt will be sent to

Posta
Total
Phone No (Optional) .

B
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STEP 23
Next, click on OFFLINE PAYMENT

Card Details

B This is a secure 128-bit SSL encripted pavment. Please note that an extra international bank charge fee mav a

Chase Ltd will appear on vour bank statement.

OFFLINE PAYMENT CARD PAYMENT COMPLIMENTARY

Payment Method

— Select offline method —-

STEP 24
SELECT 'Other' from Payment Method list

First Name Last Name Luxury Mantcure £49.50 *
Gresting: To Alex
JoeBloggs Bloggs Message: Happy Birthday! x
Email Address (Optional) Subtotal E40.50
This iz where the receipt will be sent to
Postage & Packaging (Email (Private)) £0.00
Total £4950

Phone No (Optional)
CHANGE ORDER VALUE

PLACE ORDER

Card Details

B This iz 2 secure 125-bit S5L encripted pavment. Please note that an evtra international bank charge fee mav apph: Sh
Chase Ltd will appear on your bank statement.

OFFLINE PAYMENT CARD PAYMENT OOMPLIMENTARY

Pavment Method

Other v
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STEP 25
TYPE a reason for the Offline Payment

It is important to quote the original Order ID. For example:

Cancel and reissue - Lost voucher - Original order PSKCOLB7

Phone No (Optional) CHANGE ORDER ¥

PLACE ORDEH

=

Card Details

8 This is a secure 128-bit SSL encrypted pavment. Please note that an extra interational bank charge fee mav apph: Sk
Chase Ltd will appear on vour bank statement.

OFFLINE PAYMENT CARD PAYMENT COMPLIMENTARY

Payment Method

Other v

Reason

Cancel and reissue - Lost voucher - Original order PSKCOLBT

You are logoed in and viewing private checkout.
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STEP 26
Click on CHANGE ORDER VALUE

We do not need to take any additional payment for the replacement voucher.

vreeung: 10 Alex

Message: Happy Birthday! x

Subtotal £4950

Postage & Packaging (Email (Private)) £0.00

Total £49.50

[ CHANGE ORDER VALUE ]

PLACE ORDER

STEP 27

Type "0.00" to change the order value to zero

vix

\Private)) £0.00

[ 000 ]
L APPLY
PLACE ORDER
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STEP 28
Click on APPLY

This will allow you to process the order without taking payment.

vate)) £0.00

l 0.00

PLACE ORDER

STEP 29

Click on PLACE ORDER
Fostage o rackaging (Cman FInae) ruv
Applied Manual Discount - £4950
Total £0.00

CHANGE ORDER VALUE
[ PLACE ORDER ]
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STEP 30
TAKE NOTE of the new ORDER NUMBER, for example "PSKCOHB7"

STEP 31

Now, you will need to CROSS REFERENCE the vouchers in the order NOTES
so that your finance team can reconcile the replacement voucher.

STEP 32
CLICK on 'Order Management'

u] L[]
s o =

wer validity Manage Orders Create vouchers

ichers Edit vouchers

T ) T

i @

SKCHASE 18 of 26



STEP 33
SEARCH for the ORIGINAL ORDER

You can find the order using the order ID, item ID, name, email address, postcode

Management | QuickRedeem | CatalogueManager | Content | Media | RealTimeReports | Order Managem)

[ PSKCOLB7| ] Q v Filter

STEP 34
OPEN the order by clicking on the Order ID, e.g. PSKCOLB7

PSKCOLB7
ID Status Venue
_ . ﬁg Hotel Group A - Our Gateway
% AGB3E2]Y @ Invalidated Hotel 1

SKCHASE
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STEP 35

In 'Order Details' click on 'Edit Notes'

Order PSKCOLB7

Order Details Payments and Refunds Delivery

4. Edit Buyer [ 0O Edit Notes ] C Resend Receipt

Order Information

Order Number PSKCOLB?
Amount Paid £49.50
Order Date 28 Mar 2023 09:20:54

STEP 36

Add a note to the original order - make sure to provide the NEW ORDER
NUMBER

Edit Order Notes

Notes

Cancelled and reissued - Lost voucher - NEW ORDER
PSKCOHBY

2
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STEP 37

Click on Save

STEP 38

Click on Close

SKCHASE

=
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STEP 39
Next search for the NEW ORDER

Management | Quick Redeem | CatalogueManager | Content | Media | RealTimeReports | Order Managem)

PSKCOLB Q ¥ Filter
An
D Status Venue Voucher Value Pai
PSKCOLB7
= 4 @: 1
28 Mar 2023 9:20 ﬁ Hotel Group A - Our Gateway == £49.50 X salesteam@skchase.com
# AG63E2IY @ Invalidated Hotel 1 Luxury Manicure £49.50 £4

STEP 40
OPEN the new order by clicking on the Order ID, e.g. PSKCOHB7

PSKCOHB7

ID Status Venue

B3 Hotel Group A - Our Gateway

8 RTSUANLV ® Vvalid Hotel 1
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STEP 41
Click on 'Edit Notes'

Order PSKCOHB7

Order Details Payments and Refunds Delivery

4. Edit Buyer [ 0O Edit Notes ] C Resend Receipt

Order Information

Order Number PSKCOHB7
Amount Paid £0.00
Order Date 28 Mar 2023 10:12:06

STEP 42

Type a note on the new order - make sure you provide the ORIGINAL ORDER
NUMBER. E.g. "Cancel and Reissue - Original Order PSKCOLB7 was lost"

Edit Order Notes

Notes

-

Cancel and Reissue - Original Order PSKCOLB7 was lost|
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STEP 43

Click on Save

STEP 44

Click on Close

SKCHASE

=
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STEP 45
THE ORDERS ARE NOW LINKED!

STEP 46
PLEASE NOTE

- The funds for the voucher will sit on the original order
- The replacement voucher will be marked as 0.00 value

- Therefore, please ensure that the original voucher and the reissued voucher are both
marked as 'Redeemed" at the time of redemption

PSKCOHB7

28 Mar 20231042 534 Hotel Group A - Our Gateway == £0.00 A salesteam@skchase.com
# rTsuanLy ® valid Hotel 1 Luxury Manicure £49 50 £0.00 £49 50 28 Mar 2024 =& Delivered
2BP3:(2:[?2L3897.20 IEQ Hotel Group A - Our Gateway == £49.50 1 salesteam@skchase.com

W AGE3E2DY @ Invalidated Hotel 1 Luxury Manicure £49.50 £49.50 £0.00 28 Mar 2024 & Delivered
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