
Skchase 27 Steps

STEP 1

Go to MANAGEMENT - p4.skchase.com

STEP 2

Click on CATALOGUE MANAGER
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STEP 3

Open VOUCHERS

STEP 4

Open the SELLER
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STEP 5

Click on the catalogue where you want to fle your new gi6t

•  Where you lNe your voucher does OTg impact where it wiNN appear on your kift shop
•  CataNokues are here to 4eep your kifts orkanised internaNNy

STEP I

Click on ACT7ONS in the top right o6 the screen
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STEP 8

Click on CREATE VOUCHER

STEP 9

Type the VOUCHER NAME
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STEP 0

Click on CREATE VOUCHER

STEP 1d

AYY the PR7CE
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STEP 11

Select the CURRENCK

STEP 12

AYY the MARDET7NG FESCR7PT7ON

•  ,ereB you are taN4ink to the YUERx onNy
•  Eou can format the teIt and even add hyperNin4s
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STEP 13

AYY the /ULL FESCR7PT7ON

•  ghis is what the xRCP-PROg of the kift wiNN read
•  CNearNy state what is incNuded M this wiNN be printed on the voucher
•  0aI 3(( characters .approI) H( wordsA

STEP 14

AYY an 7MAGE

•  8dd up to 3 imakes
•  8dditionaNNyB a stationery imake wiNN be automaticaNNy added to aNN kifts
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STEP 15

Click on the MeYia /olYer to select or uploaY an image

STEP 1I

Select or uploaY the image or images you wish to aYY

•  Voucher imakes wiNN be automaticaNNy cropped to lNN the voucher card space9
•  8spect xatio9 169z) SiGe9 1(((pI by H63p
•  ghe lrst imake added wiNN be the main imake and used in the eMvoucher
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STEP 18

Click on SELECT to aYY the chosen image v images

STEP 19

AYY a TAG to the ,oucher

•  gaks delne under which lNter the kift wiNN appear on your kift shop
•  Eou can seNect an eIistink tak)))
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STEP 10

...Or you can create a new Tag

•  gype the name of the new tak
•  -ress ROgRx to vaNidate the tak

STEP 2d

Click on AFF VAL7F7TK
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STEP 21

Choose the VAL7F7TK TKPE

•  Eou can choose to add a Choose the V8LPDPgE -RxPTD or a V8LPDPgE x8O'R)))
•  SeNect the kift VaNidity -eriodB i)e) how many months is the kift vaNid for from the date 
of purchase
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STEP 22

Choose the VAL7F7TK TKPE

•  Tr seNect a VaNidity xanke i)e) between which dates can the kift be redeemed

STEP 23

Click on SAVE

•  Don!t forket to save your chankes"
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STEP 24

Acti,ate your Gi6t

•  Yy defauNt a new kift is BinactiveB .i)e) wiNN not be visibNe on your websiteA
•  'o to the Sg8gUS tab to activate the kift

STEP 25

Once reaYy to go li,e! Acti,ate your gi6t

•  CNic4 the 8CgPVR tokkNe TO
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STEP 2I

Click on SAVE

•  Don!t forket to save your chankes"

STEP 28

Kour gi6t is li,e:

•  Eou can view the new kift on your voucher website
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