CUSTOMER ENGAGEMENT

User Guide
Global Payments

Gift card management tool
Reference guide
Reward loyal customers and attract

new ones, while building your brand
and revenue.
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Introduction

Gift card management tool is a one stop shop platform for all your gift card needs. Within the tool's user interface, you and your employees
have the ability to:

e Process gift transactions
e Research gift card activity
e | 0ad multiple cards at once

e View gift reporting

To help you get the most out of your gift experience we recommend that you familiarize yourself with the following key terms:

Boarding The Gift Support team process of adding a merchant to our platform.
Account Number The 16-19 digit number on the gift card.
Chain Number Automatically generated number by the client manager at the time of boarding.

This number is specifically linked to a card for usability.

Chain Name Manually designated at the time of boarding. Typically the Owner's Last name
and the last four digits of his or her social security number.

Merchant ID (MID) The unique account number that refers to an individual location.

Terminal ID The unique number associated with your point of sale device.

Now that you know some of the key terms, let's take a look at the main functions of Gift card management tool.
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Home

From the home page you will have the options of
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Reports - Pull transaction reports, chain reports, and liability reports.

Account Management - Fund reloading, redeem cards, view transaction details, and address lost card issues.

Bulk Request - Activate, reload, adjust value, freeze and more on multiple accounts at once.

Order Management - VView standard and bulk orders.

Overview

Reports

Account
Management

Bulk Request

Order Management

OVERVIEW

()

Reports

Access to transactional reports
and liability reports

Provide summary and detail
infarmation on gift card sales and
redemptions.

©

Account Management

Handle various gift card account-
related activities

Includes balance checks, fund
reloading, card redemption, transaction
details, and address lost card issues.

Bulk Request

Handle a large number of gift
card requests at once

Activate, reload, adjust value, freeze,

and maore key actions on & large
number of accounts at one time.

Order Management

Manage all orders in one place

Search and view standard and virtual
gift cards, as well as bulk orders.
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Reports

From the Home page or side navigation select “Reports”.

1.

Enter Credentials - Search for your store by confirming and/or entering the Domain, Chain ID, Merchant Name, and Merchant ID. Then
click the [Search] button.

Store Search Clear Search

Domain Chain ID Merchant Name Merchant ID

| | | | | |

Select a Domain v

Select Store - Look through the list of existing stores,then click on the [Actions] drop down and select [Store Details].
Filter your search - On the store details page filter the search by time period, currency or value type to narrow your results.

Export - The report information on screen can be exported as a CSV or an Excel document.

Examples of reports below:

e Transactional Report - data on individual transactions per store that can be searched on a daily, weekly, monthly, year to date, or custom
date range basis
e Detailed Report- specific transaction information such as time, store, terminal, etc. Note:
e Liability Report - provides the totals of outstanding balances of accounts. Any unused or unactivated
e Liability reports can be pulled a store level or chain level YLI”'M\TI”IL'[’ m'c“r'“'
e Chain Report - a type of liability report that will show you multiple or all locations at once.
g‘lobalpayments © 2024 Global Payments Inc. All rights reserved.
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Account Management

From the Home page or side navigation, select “Account Management".

In this section you can:

e Activate/Add funds, including promotional
value.

e Redeem

e Freeze/Unfreeze

e Transferto a new account
e Close an account

e \/oid a transaction

To begin using the Account Management
section, first search for the account that you
would like to view/edit.

globalpayments
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GIFT
MANAGEMENT] _

Home
ACCOUNT MANAGEMENT
Reports
Account Account Search Clear Search
Management
Bulk Request Domains Full Account Number/Alias Chain ID
Select a domain v ‘ ‘ ‘
Manage Inventory
Last 4 digits Account Number/Alias Last Name Phone Number Email
Settings

Search Result

L

No Account Found
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o Enter Credentials - Search for your account by

confirming the Domain, and at least one of the other s
fields - Account Mumber either the Tull number ar — : A —— -
last 4 digits, Chain 1D, Last Name, Phone Number, '
and Email. Then click the [Search] button. bt e A Menbiles L Wi Pl B Emed
— [ souh |

Select Account - Look through the search —
results, then click on the Account Mumber o
. ey mars T Do Rerrpmed Deawvay
open the account details page. ]
T— . v W
reoard Manbee T Klisn 3 roemard Molder T Merches! Neme § Chen © 2 Aroman| Dpen Date | Stalus § Lnet Trmemsction &
Py T— — SEAEFET] I — Rwie Chaptake lk: a4 oo 2018 & Aiihes 1103022
D e— RO \“ Frat] st Syt A Chaprsake ll'_" o O3:oE2n18 s Frozen 11 oA 022
11 FIgerrras ¥ LT T anrrahl iy gl Aanive Cupiahe ‘I.. - 22098 o Cloged 11.00/537027
e 1] e gy - Py setedy 110 of B Py Pagen 1 of 3 Mexi
Take Action - Cn the account detaills page you Account Number - 11723000005335 | @ Astes S —
will find the Account Summary, Transaction
History,and Actions Section with buttons that Available Balance . P
R sss.u L T John S [ TR SRR o) OO O00000d |
show what actions are available for the account, _— (— Chainit HaTHMs
Brrisil e thgreml e W Fbiel Aahliaas R p r...:-..u-.
i iy Aridremn i i 4:1.1 1':'»-. ----- Wy . :,.:_, _IH::_ ;
e
Acoourd Opsn Date PO Oe 2

Lmat Tranaaction Dete 11 U&STY

Follow the sections below to learn how to manage your gift accounts.
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Activate / Add funds

To activate a card or add funds to an account, follow the steps below.

o Click the [Activate/tdd Funds] button

[ Achawnsareds >

S0 wglysy W0 This

ACTIVATE RIS FUNDS

Pamlabin s

n Bl b b e iy Bk i e d

Vo paely b yo BB e e ¢
A canfirmation window will appear, fomrme
if you would like to move forward —_——
click [Confirm)

Vol Tase 1
W tia

D oo Rsmsr o
il Frmdn i
i Harber | 15733344
e o dmare weiend B0 aeid $50 1 B ottt Prooms On &
40 Tt ™ BTl BT T & ebarphri
Ak Mdoaps
—
Fean baw
U
e I

R

o Cnce the funds have been added you will get this notification at the top of the account details page.

® Your add fund request has been processed successfully and this account has been
activated

globalpayments

o Fill out the required fields then click [Add total Amount]

o B T B M

Activate/Add Funds >
Activate or add value to this
account

Mote: The steps far
Promotional funds are almaost
exactly the same. The only
difference is that when you
select Promotional in the
Yalue Type section you will be
given an option for an
expiration date.

Value Type @
Rea

& Promotional
Expiration Daie
B Select a date

If you do not want the promo
1o expire leave the field blank
otherwise type in the
preferred date and the funds
will automatically be removed
from the card on date,

Promaotional fund will not
show on liability reports,
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Redeem

$  Redeem >
To redeem a value from an account, follow the steps below. = Redeen a value from this
Click the [Redeem] buttan Fill out the requirad figlds then click [Redeem Total Amount]
5 Redeem > BT PR —
Redeem a vabe from this

account F—— Note: If the
B CUstom amaount

Fam b d b e b e

exceeds tha

PA—— funds available,
: an errar message

will populate, and

A confirmation window will appear, Pomcen 0 the amount must
if you would like to move forward . be corrected to
click [Cenfirm] o rmove forward,

) rEvEEM vaLuE? o

Are you sure want 1o redesm 5557 Pﬂ_“"'

P The walus m rechesrred from S oo, The vl wil be Secuced : R

= X
@

Once the funds have been added you will get this notification at the top of the account details page.

Your redemption has been processed successfully

globalpayments
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Freezelu nfreeze [% Freeze/Unfreeze

Temporarily disable use of this

To temporarily disable use of an account, follow the steps below. account
o Click the [Freeze/Unfreeze] button o Fill out the required fields then click [Freeze Account)
&I FfﬂZl‘i’u i - > FREEZE/UNFREEZE ACCOUNT
Termnpararily disable use of ths

account

Witk dn SOt i6 roden, thi sxcount wil be
dimablid Trom Tuthil wss wsl il § wifosen

Fresas Aocoun
Aseaiin Mumibtsar 11723544
& confirmation window will appear, Proceas Bn {8
if wou would like to move forward Wemchan 13
click [Confirm)
A noles
Ak FREEIE ACCOUNTY? o
Are you sure you wani to freese this sceowni? =
B mn mozen = zaen, e sccousl wil e d e from furBeruse Past Date
wriil ol in unfroeen 122653032

— “ oo
o The account will also show
that is it frozen to the right o

of the account number in
the Summary section,

Once the funds have been added you will get this
notification at the top of the account details page.

Thiti account hag been lrozan succaasdully

o To unfreeze an account that is in a Frozen status,

click the [Unfreeze] button,

globalpayments
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& Make a Transfer S

Transfer to a new account

To transfer balance to a different account, follow the steps below. account

o Click the [Make a Transfer] button o Fill aut the required fizlds then click [Submit]

@ Make a Transfer >

Tramaler balance io o different

o A confirmation window will appear,
click [Ok] to continue. e
£b TRANSFER BALANCE? o ot
— =
Are you sure you wanl o iranafer S56. 407 ‘
Urwoa thes babasow be s bened, this scoosr sl be clessd permasesiby
: o Once the account has been transferred an
fa infarmaticn window for the new account will appear.
Take note of the account number and PIN for future
referance, then click [Confirm]
o Cince the new card is active the old card AL NEW ACCOUNT INFORMATION °
will show that it is "Closed” by showing this
icen directly ta the right of the account i syt o s el
number on the account details page, Mocoust Murrhar 173458
] 1234

Aceoant Humber - 11723000005335 £ Cloasd

=
Availabs Halare LELL]
SDDU Bzzoust Holde:
Phone
Ervanl fedwia IR il
Mmi iy Aaddrens BB Whan WaLing Wi

Forflang, OR ST200
Ureled Stalms
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Close account Close Account 5

Permanently close this account

To permanently close an account, follow the steps below.

o Click the [Close Account] button o Fill out the required fields then click [Close Account]

CLOSE ACCOUNT
Close Account 5
Permanently close this account

T i still & balance on this eccounl! 'Wiken
B SOGOUNT 18 chosed, the batance will b losi
and e acoounl well b permsnenily
deabied

Cose Accoanl

Actoun] Number 11273544
o A confirmation window will appear, Precess O 0
click [confirm] to continue, ——
a ° B Important:
Once an account is
Are you Sure you want o chods this sccouni™ 10 Clﬂ'ﬂed |T GANN'DT
—— ey — )
o I o |

® L

o Once the account |5 closed, the details will show that it is "Closed” by showing this icon
directly to the right of the account number on the account details page.

Accoum Mumbsr - 11223000008338 | O Clossd ; Cawiamer Wansgamari

Avallable Balsnce Alls Bl thasing Muscham
$D.CI!:I Awsiniin il i John Bk bt il 10
Phane Chmairi 1D
Fmedl Mot hard Adiderma
Maiirg Ao

Accour Dgen Dalwe (it

Last Trarsaction Date 1706/ 302D
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Void a transaction Ry ved

To cancel the latest transaction on an account, follow the steps below. this account

Click the [Void] button

f?'ﬂ Void >
Cancel latest transaction on
this account

Or select the Void option in the transaction history

MNote:
Dnly the most
Transaction History B Deoesber 10 2071 (b Decembe: 30, FI77 recent transaction
Trwmaction Type can be voided,
Ehvom W1 w Swaich Trarmnrlion by Amouni Dimmibnad S1alamens £l ~ -
If a corraction is
Post Date § rvenicg Merchant § Mction Type & Amount §  Siohm § palance § needed for an
Ider tran 1on
s Av Cupcshe - 1299 A s5.48 R older fransaction,
w ay - — an adjustment
promir- o Lo e sdpproved A3 veus transaction should
Ansts Cupeste " ‘ be performed.
Bllstar Wiy Redeerm e  hpproved Actions =
:;:.:tr.“. Redpe .i.ilﬂ * Approved -':a.,'-' Actions =
WVDE/20Z2 Anns Gupcake el
by presiream Ao — o hpproves 100X F—
MYDE20E2 Ann's Cupeaks . : 7602
.Ir _I;r_ 2 - Allstar Way Heder I._J."F = Failed .|:::-:l actons =
l ':' 54 o ET HI-.‘: Figy — jlﬂ.ll.'l. + Mpproasd 1;]:‘! . Actions =
Show 10 paf page - S ineg Mecorcs 1:-10 of 96 Per Page 1 of3 M

An information window will display the transaction details. A note must be entered in the Add
Notes box. Press Process to void the transaction.

globalpayments
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Bulk request

From the Home page or side navigation, select “Bulk Request".

In this section you can:
e Bulk Activate/Add Value
e Bulk Deactivate
e Bulk Adjust Balance
o Bulk Freeze

e Bulk Unfreeze

globalpayments
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y  Gmme BULK REQUEST

a1 Reports

@ Account Bulk Activate/Add Value 3 E]
Management Activate or add value on a range
of accounts
Bulk Request

@ Order Management & Bulk Freeze > | ‘
Temporarily disable use on a range

Bulk Deactivate > —>E Bulk Adjust Balance >
Set the unused range of accounts Add or deduct value to adjust
return to the new/inactive state balances on a range of accounts

Bulk Unfreeze
Enable use on a range of frozen

of accounts accounts
Bulk Request Search Clear Search
Domain Chain ID Merchant ID Order ID
‘ Select a domain v ‘ ‘ ‘ ‘ ‘ ‘
Order Status Action Type
[ show al -| [ showai - Search
Bulk Request History

B

L

No search criteria is entered
Please Search

© 2024 Global Payments Inc. All rights reserved.
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Bulk Activate/Add Value

To activate or add value on a range of accounts, follow the steps below.

Click the [Bulk Activate/Add Valug] button

Bulk Activate/Add Value 5

Activale of add value on a range

of accounts n A

B A forrason

A confirmation window will appear. It

will include the number of accounts, the

currency and amount, and card

numbers range that will be affected by B e
the bulk add. If you would like ta

continue click [Canfirm]

" T PRI PR
) suLk ACTIVATE/ADD vALLET o

APe youi SRS el 10 BRSNS B vkt 10 thede 11
i

A notification will appear to confirm
completion

n Tras byl pctvsteadd walue regues] Fas been submSied successiully,

globalpayments
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@ Hemomal

Accowm Bwges Trps 17

[raeeTy

[ atrgmry

[EETy ey e—

Saki Fame

o Fill out the required fields and then Click [Submit]

BULE ACTIVATEXADD VALLUE

L

Bulk Activate/Add Value 3

Activate or add value on a range
of accounts

»
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Bulk Deactivate

To set the unused range of accounts return to the new/inactive state, follow the steps below.

o Click the [Bulk Activate/Add Value] button

—| Bulk Deactivate >

Sel the unused range of accounts
return fo the new/mactive state

A confirmation window will appear, [t
will include the number of accounts and
card number range that will be affected
by the bulk deactivation. If you would
like to continue click [Confirm]

Ak BULK DEACTIVATE ACCOUNTS? [=2

fure you sure you want to deactivate these 11 sccounts?

A notification will appear ta confirm
completion

globalpayments

o Fill out the required fields and then Click [Submit]

BULE DEACTIVATE
O -

W Reteso v

W teaeeees

[Let]

ket 1 e
Chaa b
Presan Ir
Bubriians Vo
T
dosmrd [
-
deemnd Rarge

Al K

M=t o Breresh

Bulk Deactivate >

Set the unused range of accounts
return to the new/inactive state

CERTER o

© 2024 Global Payments Inc. All rights reserved.
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Bulk Adjust Balance

_)E Bulk Adjust Balance >
Add or deduct value to adjust

To add or deduct value to adjust balances on a range of accounts, follow the steps below. balances on a range of accounts
o Click the [Bulk Adjust Balance] button o Fill out the required fields and then Click [Submit]
—> Bulk Adjust Balance e s s I

E Add or deduct value to adjust

balances on & range of accounts B em—
A confirmation window will appear. It e -+
will include the number of accounts and
card number range that will be affected R
by the bulk adjusted balance. If you ¢ a—
wiould like to continue click [Confirm)] s b

) BULK ADJUST FUNDE? [}

Are you sure you wenl 10 sdd vales 1o esch of thess 11
scgpunte?

A notification will appear to confirm e —
completion —

e e Tl
This bulk Bulk aclivate/ add value requsess has been passed o prOCESSNG o eirar ey
sucCedaluly
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Bulk Freeze

& Bulk Freeze >
Temporarily disable use on a range

To temporarily disable use on a range of accounts, follow the steps below. of accounts
o Click the [Bulk Freeze] button o Fill out the required figlds and then Click [Submit]
& Bulk Freeze >
lTemporanly disable use on & range BULK FREEZE e e P e
al accounia

Wl Pewed b [
Cha i
A confirmation window will appear. It R
will include the number of accounts and s
card number range that will be affected
by the bulk freeze. If you would like to
continue click [Confirm) B i ki &
ﬂ BULK FREEZE ACCOLNTS? (=] o
Are you sure you want to freaze these 11 accounts? F i TR
reeze the fndowing ge 10000000 e 0 -
Kb ey
h Pro D
[ i
. R . . [pr— Hormary ol Lermris
A notification will appear to confirm :
completion i Mgty

u Thes bulk freere requesi hes been subimiised successiully

®
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Bulk Unfreeze

To enable use on a range of frozen accounts, follow the steps below.

o Fill out the required fields and then Click [Submit]

o Click the [Bulk Unfreeze] button

[E] Bulk Unfreeze > —

Enable use on a range of frozen

SCCOUNTS u

B Senew ivorreies

A confirmation window will appear. It

will include the number of accounts and

card number range that will be affected

by the bulk Unfreeze. If you would like B aae

to continue click [Confirm]

) BULK UNFREEZE ACCOUNTS? a

P T T

Are you sure ypou want 1o unireeze these 11 sccounts?

W hesaen

A natification will appear ta confirm
campletion

globalpayments
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i M

dimad Fangs Type =

hcoward Rarg

Bid ol

Pt Bani

Wi o RIx

&l Bulk Unfreeze >
Enable use on a range of frozen

accounts

Frn v b g

o ﬂ
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Order management

From the Home page or side navigation, select "Order Management”. To manage orders, follow the steps below.

Enter Credentials - Szarch for your stare by

o confirming and/or entering the Domain, Chain T
1D, Merchant Mame, and Merchant ID. Then
click the [Search] button,

Select Store - Lock through the list of i
existing stores then click on the [Actions] Ik G GRS

drop down and select [Store Details).

Filter your search - On Lhe search resulls

o page you can filter the search by time Tod & e @ ez
period, Qrder status or order Type to narrow I ¢ —p— Bec 2038 y
Yyour results.

Cancel Apply

Export - The report information on screen
can be exported as an CSY or an Excel
document,

globalpayments
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Support

For additional support, contact the Global Payments Gift Card team at: 1.888.682.3309, and select option 2.
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