
STEP 1

Login to the system

https://p4.skchase.com/giftapp

Skchase 12 Steps

STEP 2

Click on Management
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STEP 3

Click on Catalogue Manager

STEP 4

Click on the arrow to expand the vouchers folder
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STEP 5

Click on the arrow to expand the Venue

If you manage more than one venue you may have multiple properties listed here.

STEP 6

Click on the arrow to expand the catalogue that the voucher sits in
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STEP 7

Click on the desired voucher

STEP 8

Hover your cursor on the voucher name and you will see three dots appear.
 Click on these three dots.
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STEP 9

This will open out a new menu with the below options.  Click on Preview
 E-Voucher.

STEP 10

Click on Open preview
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STEP 11

A new window will pop out displaying a preview of the gift voucher

STEP 12

Check that your voucher descriptions are clear, contain all voucher
 inclusions and that it 'ts within the parameters of the space. 
Please note, any voucher descriptions over the recommended word count may cause 
issues with the lay out of the e-voucher and overlap this designated space. We recommend 
keeping the full description under 300 characters to avoid text overlapping this space.
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STEP 13

Scroll down to the bottom where you can select Save and print your Vouch-
er

This will download the voucher to your desktop as a PDF. It will allow you to see what the 
e-voucher would look like printed out.
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