< Skchase 215teps (2

STEP 1

Login to the system - https:/p4.skchase.com/giftapp

STEP 2
Click on MANAGEMENT

Management | Quick Redeem | Catalog

Welcome to youl

What would you like to do?
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STEP 3
Click on CATALOGUE MANAGER

£ = w

) to gift manager Create vouchers

>wnload a report Edit vouchers

@

STEP 4
Click on the ARROW next to Vouchers

Management | Quick Redeem | CatalogueManager | Content | Media

Catalogue Manager

& Vouchers soe

» B Promo Codes
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STEP 5
Click on the ARROW next to your hotel name

Catalogue Manager

v @ Vouchers

@ﬂ The Palmerston Hotel “ee

» B Promo Codes

STEP 6
Click on the ARROW next to the catalogue to open it

* mm vouuie
v #4 The Palmerston Hotel
» IO Black Friday
» I Christmas
G)d Dining see
» I8 Monetary
» IO Valentine's Day 2022
» 1@ Wedding - hidden campaign

» @ Promo Codes
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STEP 7

Click on the voucher you would like to edit
¥ B Vouchers
v e84 The Palmerston Hotel
» I8 Black Friday
» 1I&@ Christmas

v @ Dining

o [Aftcrnuun Tea for Two ] e

» |IB@ Monetary
» I8 Valentine's Day 2022
» 1@ Wedding - hidden campaign

» @@ Promo Codes

STEP 8

You can edit the voucher title here

htalogue Manager | Content | Media | Real Time Reports

Afternoon Tea for Two

Details Status
Name * [ Afternoon Tea for Threg| ]
Thi the
Price * 50 GBP v
| Jisplayed on the
in any it
B /I E = = = 5 .
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STEP 9

You can edit the price here

Name * Afternoon Tea for Three

This will be displayed on the

site, and in any
'.Ll_.l_h'_'lh O
el er

Pl’ice' [ 75[ ] GBP v

o=}
~
M
(1]
Wil
i
i
%
N
)
n

other promotional channels.

(Optional - the start of the

STEP 10

You can edit the marketing description here (this is to entice the buyer)

k Redeem | Catalogue Manager | Content | Media | Re
Catalogue Manager Afternoon Tea for Two -
T e Details Status

N Aft T T
i GB v
) Marketing Description s s e = o= -
- i
ul Description * [
Ful Descript B/ E ® 3 .
Enjoy a delicious afternoon tea for two in our beautiful garden room.
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STEP 11

You can edit the full description here (this is printed on the voucher)

n the website and any
ther promotional channels
Optional - the start of the
ull Description will be
hown instead.). This
escription is also used for
he meta description on the
oucher detail page. Since
he first 160 characters will

e used in search engine

A classic treat

asults, make surgeeSTtTETR

he right keyworgs there

‘ull Descriptigh

v full description|
oods and servig
wner of the vou
ntitled to. Visibl|
etail page and w
rinted on the vg

self. Max of 304

of the
s the
her is
on the
Il be
licher

characters

wpprox 50 word

B /I E E = == - & & a0

Enjoy a delicious afternoon tea for two in our beautiful garden room for three.

mages *
elect images for your

oucher. Aspect Ratio: 16:9.
ize: 1000px by 563px. (The

ret nna will ha tha main

STEP 12

You can add an image here

approx 50 words)

mages *

ielect images for your
oucher. Aspect Ratio: 16:9.
iize: 1000px by 563px. (The
irst one will be the main
ne and used in the e-

‘oucher)

ags
welect tags for your voucher.
‘ags are used to group
‘ouchers by similar themes

W OCCasions

Add

Press Enter to confirm a tag

TAGS USED ELSEWHERE
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STEP 13
Click on the folder title to open it

rﬁ,‘;‘ Lo searcn..

Search only this folder

Media

D —
DO NOT USE PLEASE he Palmerston Hotel

STEP 14
Click on the image you would like and click SELECT

Pexels Daria Shevtsov... Carousel Bf Gold Stars2 081018 Shutterstock Palmerston Hotel Rose..

¥

A 4 3 {1, ':
N5 TP | oY

_ =

Palmerston Hotel Cha... Palmerston Hotel Wed.. Red Hearts Afternoon Tea Palmers...

afternoconteacopy Celebrate

- |
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STEP 15

You can delete an image by hovering over it and clicking the bin icon

iges *

«t images for your

cher. Aspect Ratio: 16:9.
1000px by 563px. (The

one will be the main

and used in the e-

% +

cher)
081018 Shutterstock
s”® .
m Birthday Afternoon Tea
«t tags for your voucher.
; are used to group Press Enter to confirm a tag

chers by similar themes
. TAGS USED ELSEWHERE

STEP 16

You can add a new tag by tying it in and clicking ENTER on your keyboard (this
will add the voucher to the corresponding filter)

. — =
g k@}?&{v\v

m Birthday Afternoon Tea

ress Enter to confirm a tag

AGS USED ELSEWHERE
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STEP 17

To delete a tag hover over it and click the "X"

g " »
i m Birthday J Afternoon Tea X
ect tags for your voucher.

s are used to group

ichers by similar themes
I Press Enter to confirm a tag
JCCasions.

TAGS USED ELSEWHERE
liditw =
STEP 18

To edit the validity period click EDIT VALIDITY

Valid for 12 months from the date of purchase

[ Edit validity ]
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STEP 19

You can change the validity months here

D vy

-

Validity types:

Period
The voucher will be valid for the set amount of time from purchase. E.g. 1
month

Range
The voucher will be valid from a specific date to another specific date.

Validity Type
Period v
! Period Length (months)
." 1 :
i = a
Add
4
STEP 20

Click on UPDATE VALIDITY

f purchase

Close Update validity

SKCHASE Mof 13



STEP 21

Click SAVE to save any changes made

[l
S
v I Add

o | oo |

atag

JHERE

SKCHASE

Valid for 18 months from the date of purchase
Edit validity

Changes saved 4. minutes a0 ﬁ
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