
Skchase 25 Steps

STEP 1

Click on ORDER MANAGEMENT 

STEP 2

You can search for an order using the order ID, item ID, name, email address
 or postcode
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STEP 3

Enter your chosen information and click the magnifying glass

STEP 4

Click the three dots
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STEP 5

Click RESEND ITEM

STEP 6

Amend the email address if required
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STEP 7

Click SEND

STEP 8

Click CONFIRM
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STEP 9

You can also save the e-voucher as a PDF and manually attach it to an email

STEP 10

Click the three dots
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STEP 11

Click VIEW E-VOUCHER

STEP 12

Scroll down and click on SAVE AND PRINT YOUR VOUCHER
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STEP 13

You can then attach the PDF to an email and send it to the buyer or recipient 

STEP 14

OR  Click on the ITEM ID
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STEP 15

Click on RESEND ITEM

STEP 16

Amend the email address if required
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STEP 17

Click on SEND

STEP 18

Click on CONFIRM
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STEP 19

You can also save the e-voucher as a PDF and manually attach it to an email

STEP 20

Click on VIEW E-VOUCHER
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STEP 21

Scroll down and click on SAVE AND PRINT YOUR VOUCHER

STEP 22

You can then attach the PDF to an email and send it to the buyer or recipient 
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STEP 23

If you would like to print the e-voucher, right click and select PRINT

STEP 24

Before printing, check your settings are correct
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STEP 25

Click PRINT
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