
Skchase 2 Steps

STEP 1

Login to the system

https://p4.skchase.com/giftapp

STEP 2

Click on MANAGEMENT
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STEP 3

Click on Gift Admin

STEP 4

Retrieve the gift voucher that you would like to refund
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STEP 5

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 )ieldF5

STEP 6

Click on the magnifying glass icon
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STEP 7

Click on the Transactions tab

STEP 8

Untick any Item ID's that you DO NOT want to refund. Ticked Items will be
 refunded. 
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STEP 9

Add in a reason for refund

STEP 10

Click REFUND
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STEP 11

When you refresh the page, the voucher status will change to 'Refunded'

Skchaseadmin 2 Steps

STEP 12

Click on the Update Status icon to view the Item Status History
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STEP 13

This will show the date that the voucher was refunded and which admin user
 this was processed by
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