
Skchaseadmin 10 Steps

STEP 1

Login and click on GIFT ADMIN

STEP 2

Search for the order or item ID

2 of 7



STEP 3

Click on the magnifying glass icon

This icon is there to view the voucher details and will open a new window

STEP 4

Click on the ITEM tab on the left
Here you can view the recipient details and the personal message.
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STEP 5

Go to PERSONAL MESSAGE and make the amendments needed

STEP 6

Don't forget to click on SAVE CHANGES!
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STEP 7

Changes Saved!

STEP 8

If the delivery method is Email, don't forget to re-send the voucher with the
 new message. Click on the RE-SEND VOUCHER EMAIL at the bottom of the
 ITEM tab
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STEP 9

The E-voucher with the new message has been re-sent!

STEP 10

PLEASE NOTE: 

Vouchers sent by post and with the status 'ISSUED' have already been dispatched so it is 
too late to update the message.

Please view 'How to re-issue your voucher' or contact us to cancel and reissue the order.

All the other types of vouchers will be updated straight away:
•  Sent by post but with status 'PURCHASED'
•  E-vouchers
•  Printed In-house
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