
Skchase 2 Steps

STEP 1

Login to the system

https://p4.skchase.com/giftapp

STEP 2

Click on Gift Admin

Skchaseadmin 5 Steps
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STEP 3

Retrieve the gift voucher that you would like to cancel and reissue

STEP 4

Click SEARCH once you have added your chosen retrieval method

(This could be order ID, Item ID, or you can search by a three month date range/speci'c 
date and FSearch )ieldF3
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STEP 5

Click on the MAGNIFYING GLASS

STEP 6

Click onto the ITEM TAB to view the voucher details
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STEP 7

Go back to Management and click PROCESS AN ORDER

Skchase 7 Steps

STEP 8

Choose the relevant venue
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STEP 9

Find the voucher that matches the order and click on ADD TO BASKET

STEP 10

Click on CHECKOUT
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STEP 11

Click on the desired delivery method

STEP 12

Enter the email address/delivery address that the gift should be sent to

Copy this directly from the original order or add in new details if the gifts are being sent 
by a different delivery method/to a different address. 9ou may wish to send this to your 
personal email address so that you can send this onto the customer directly.
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STEP 13

Click on CONTINUE TO PERSONALISATION

STEP 14

If the original order has a gift message, click YES, I WANT TO ADD A GIFT 
MESSAGE or click NO THANKS
Copy and paste the message directly from the original order to minimise any errors
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STEP 15

Click on CHECKOUT NOW
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STEP 16

Click CHANGE ORDER VALUE and change to '0'

9ou need to change the value to FAF as you are not charging the customer. The funds sit on 
the original order.
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STEP 17

Add the buyer details (copy directly from the order to minimise any errors)

Odding in a receipt of purchase email is optional as you may not want the customer to 
receive another receipt

STEP 18

Click on OFFLINE as the payment method
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STEP 19

Click on OTHER from Payment Method

STEP 20

Add in a reason and add details for the original voucher

e.g. FCancel and reissue. Nriginal order number: 6646127. Lost in post.F
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STEP 21

Click on PLACE ORDER

Double check that the FtotalF is showing as FAF

STEP 22

Copy the new order number
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STEP 23

Go to SK Chase System

Skchaseadmin 5 Steps

STEP 24

Tick the original voucher to update the status

STEP 25

Choose CANCELLED from the drop down list and click UPDATE STATUS
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STEP 26

Open the order by clicking on the magnifying glass

STEP 27

Add a note to the order to say it has been cancelled and reissue and provide 
the new order number so that the two orders are linked. 
e.g FCancel and reissue. 6ew order number: 66447Y5. Lost in post.
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STEP 28

Click SAVE CHANGES
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