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STEP 1

To take a gift off sale you need to !nd the gift and edit the status2

You can:
•  Deactivate a single gift
•  Schedule gifts to automatically Activate / Deactivate
•  Use the 'Quick Edit' tool to Activate / Deactivate or Schedule multiple gifts at once

STEP v

To deacti3ate a single gift...

First, click on CATALOGUE MANAGER
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STEP O

Vpen UVCHRELS

STEP 4

Vpen the SE55EL
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STEP A

Hlick on the HGTG5VwCE rhe6e the gift sits

Note: The GREEN present icon shows that the gift is 'Active'

STEP 7

Hlick on the UVCHREL you rant to deacti3ate
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STEP b

Hlick on to the STGTCS ta8

STEP '

Slide the toggle to XDX to IEGHT9UGTE the gift
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STEP 0

Hlick on SGUE to sa3e the changes

STEP 1N

The gift is nor 9…GHT9UE,

Note: The GREY present icon shows that the gift is 'INACTIVE'
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STEP 11

Glte6nati3ely( you can nor also SHREIC5E the acti3ation and deacti3ation
 date and time of a gift( i.e. rhen it rill 8e 3isi8le )o6 not& on you6 gift shop.
Find the gift in the CATALOGUE MANAGER and go to the SATUS tab

STEP 1v

Hlick on GII SHREIC5E
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STEP 1O

Set an acti3ation IGTE Y T9ME...

STEP 14

Set a deacti3ation IGTE Y T9ME...
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STEP 1A

Hlick GPP5B to apply the selected dates Y times fo6 8oth the acti3ation and
 deacti3ation 

STEP 17

Hlick on SC/M9T to con!6m the chosen acti3ation : deacti3ation dates and
 times
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STEP 1b

Hlick on SGUE

STEP 1'

The Gcti3ation : Ieacti3ation time is nor set

10 of 18



STEP 10

…VTEQ The XGcti3ateX 8utton o3e66ides the XGcti3ation ScheduleX

Make sure to UNTICK this if you want your gift to go live on your gift shop at a later date 
(i.e. the date you have scheduled).

STEP vN

Bou can also use the XKC9HF EI9TX tool to Gcti3ate : Ieacti3ate o6 Schedule
 MC5T9P5E w9 TS at once

To use 'QUICK EDIT', go to CATALOGUE MANAGER and click on the SELLER
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STEP v1

Hlick on The Palme6ston Rotel

STEP vv

Hlick on the KC9HF EI9T ta8
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STEP vO

Bou can open each Hatalogue 8y clicking on X5VGI UVCHRELSX unde6 the
 catalogue name

STEP v4

Cse the TVww5E to acti3ate o6 deacti3ate multiple 3ouche6s
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STEP vA

Hlick on SGUE

STEP v7

V6 SHREIC5E multiple gifts to acti3ate : deacti3ate

In 'Quick Edit', CHECK the gifts you would like to schedule
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STEP vb

Hlick on SHREIC5E

STEP v'

Select the Gcti3ation : Ieacti3ation IGTE Y T9ME
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STEP v0

Hlick on HV… 9LM

STEP ON

Bou can 6e3ier the scheduled Gcti3ation : Ieacti3ation dates and times in
 the XKuick EditX section and on the XStatusX ta8 of each gift...
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STEP O1

…VTEQ The XGcti3ateX 8utton o3e66ides the XGcti3ation ScheduleX

Make sure to UNTICK this if you want your gift to go live on your gift shop at a later date 
(i.e. the date you have scheduled).

STEP Ov

Hlick on SGUE to sa3e any changes. 
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