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

● Process gift transactions

● Research gift card activity

● Load multiple cards at once

● 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

● 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 - View standard and bulk orders.
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Reports
From the Home page or side navigation select “Reports .ˮ

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.

2. Select Store - Look through the list of existing stores,then click on the Actions] drop down and select Store Details].

3. Filter your search - On the store details page filter the search by time period, currency or value type to narrow your results.

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

Examples of reports below:

● 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

● Detailed Report- specific transaction information such as time, store, terminal, etc.

● Liability Report - provides the totals of outstanding balances of accounts.

● Liability reports can be pulled a store level or chain level

● Chain Report - a type of liability report that will show you multiple or all locations at once.
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AccountManagement
From the Home page or side navigation, select “Account Management .ˮ

In this section you can:

● Activate/Add funds, including promotional
value.

● Redeem

● Freeze/Unfreeze

● Transfer to a new account

● Close an account

● Void a transaction

To begin using the Account Management
section, first search for the account that you
would like to view/edit.
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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.
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Redeem
To redeem a value from an account, follow the steps below.
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Freeze/Unfreeze
To temporarily disable use of an account, follow the steps below.
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Transfer to a new account
To transfer balance to a different account, follow the steps below.
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Close account
To permanently close an account, follow the steps below.
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Void a transaction
To cancel the latest transaction on an account, follow the steps below.
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Bulk request
From the Home page or side navigation, select “Bulk Request .ˮ

In this section you can:

● Bulk Activate/Add Value

● Bulk Deactivate

● Bulk Adjust Balance

● Bulk Freeze

● Bulk Unfreeze
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Bulk Activate/Add Value
To activate or add value on a range of accounts, follow the steps below.
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Bulk Deactivate
To set the unused range of accounts return to the new/inactive state, follow the steps below.
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Bulk Adjust Balance
To add or deduct value to adjust balances on a range of accounts, follow the steps below.
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Bulk Freeze
To temporarily disable use on a range of accounts, follow the steps below.
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Bulk Unfreeze
To enable use on a range of frozen accounts, follow the steps below.
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Ordermanagement
From the Home page or side navigation, select “Order Management .ˮ To manage orders, follow the steps below.
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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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