
Skchase 17 Steps

STEP 1

Login to p5.skchase.com

STEP 2

Click on ORDER MANAGEMENT
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STEP 3

Search for the order by using the order ID, item ID, name, email address or
 postcode

STEP 4

Click the search icon
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STEP 5

You can click on the three dots next to the voucher you want to extend

STEP 6

Click on EXTEND VALIDITY
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STEP 7

Or you can click onto the item ID 

STEP 8

And click on EXTEND VALIDITY
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STEP 9

Click on SELECT DATE 

STEP 10

Choose the date you would like to extend the voucher to
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STEP 11

Add a note to say who authorised the extension and the reason for extension. 

STEP 12

Click on SAVE

STEP 13

You can view the new extension date in two places:
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STEP 14

Hover your mouse over the Valid Until date to see the Extended Date

STEP 15

Or you can click onto the item ID
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STEP 16

And view the extension under the Voucher Details

STEP 17

The Extension Reason will appear under the notes section
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