Internal Gift Cards — Pro 9

“GETTING STARTED GUIDE”
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Requirements:

» CAP SellWise or CAP Cash n’ Carry Pro 9.
» A Keyboard Wedge 2 or 3 Track Card swipe. You may also use manual entry.
» Properly formatted gift cards. Contact Sales for further information on purchasing these.

Current Limitations:

» Internal Gift Cards cannot be used in multistore polling locations.
» Existing balances from external Gift Cards cannot be transferred to CAP internal Gift Cards.

Internal Setup/Configuration:

1. Go to Help>Configuration>Departments and create a Department named ‘Gift Cards’. Make a note of
the department code as it will be needed later on in this process. (See example below)

||DB£1.[]D[].DDD Gift Card I

072 000,000 testme e 0
673 000,000 Liguor 0 2
674,000,000 Jatto. 0
075 000,000 RENTAL 0
076 000 000 TEST [
077,000,000 Tobacco n "

078,000,000 Deposit A 0
079,000,000 Membesship 0
090,000,000 DISCOUNT § 0
091,000,000 DISCOUNT % [
081,091 000 DISCOUNT 10% ] 0
081,092 000 DISCOUNT 20% ] 7]
081,003 000
042000000 GIFT CERTIFICATE
093,000,000
054,000,000

DISCOUNT 25%

Find Depariment
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2. Go to the Inventory module and create a Gift Card Inventory Item. Make a note of the Stock Locator
number as it will be needed later in this process. (See example below)

2a. Set the Current Cost and List Price to 0.00.
2b. Set the Tax Code as Non-Taxable.
2c. Link the Gift Card Department.

2d. From the Additional Information tab, set Non Decrementing to Yes.

r'g; Inventory - 466 Records

Stock Locater 32 Description (Gift Card
Vendor ltem # GC Sub-Description
Non-Decrementing Item UPC(s) v
Unit of Measure Ea -Each v‘
Main I Additional Information i Messag
Cost/Price
Current Cost 0.00 Margin % Tax Code Non Taxable - Volumetric Tax $ |:|
Actual Cost D Markup % Vendor ‘
. - 0.00
List Price Alt. Vendor ‘ ‘
Sell Price Dept Code Dept --Sub Dept-- Class
Department ‘084.000.000 Gift Card
Ordering Information
On Hand 0 Maximum 0
On Order 0 Minimum 0
Currently
Understocked No Last Sold |09/28/2016
Do not ReOrder False

Notes

Edit

Next

Help Add Change Delete {» History Print Tag Accept Cancel

3. Go to Help>Configuration>Cash Drop/Check Cashing/Lottery/Layaway/Frequent Buyer/Deliveries to
define the Gift Cards. (See example below)

3a. Set Use Giftcards in House to Yes.

3b. Enter the Gift Card Department code/number and press Accept.

Gift Cards

Use Giftcards in House Yes

Gift Card Department 084.000.000
Never

Card expires
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4. Go to Help>Configuration>Tender Types and add a Gift Card Tender Type. (See example below)

4a. Set EDC set to No.

4b. Enter the S/L (Stock Locator) number for the Inventory Item you created and press Accept. You may
choose to open the cash drawer at the end of a gift card sale as well.

C Change Tender X

Tender Type | Gift Card - EDC

Description | Gi card -

Open Drawer Print EDC Rece\pt

F1 Help F10 Accept Esc Cancel

5. Exit and restart CAP Software for all changes to take effect.
Selling a Gift Card:

» Gift Cards must be purchased before you can activate or/or increment the card.

1. Ring up the Gift Card Inventory Item. You will be prompted to enter the Dollar Amt. of the Gift Card to
be activated. The process is the same for adding money to already activated cards. (See example
below)

I = > 8 = el = —
PriceCheck Quantity ltem Name Open Dept Operations Exceptions Tender Remarks

CAP - TEST

Valued Customer

| Descnption

Dollar Amt.

LOTTO LOTTOUT
| 1]
Credit Card Gift Card Gift Cert

cc

0 Httem(s)

Sub Total
& Printer ON
Sales Clerk Tax
HELLO
Total . )
\ =N
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2. Select the appropriate Tender to complete the sale. You will then be prompted to Please Swipe Gift
Card. You are able to also manually enter the gift card number if a swipe isn’t available. Press Accept

once entered/swiped. (See example below)

1 s o
W f L a
PriceCheck Open Dept | Operalions | Exceptions

Qty =1 _ Valued Customer CAP - TEST

Description
Gift Card

PleaseSuips Gift Card

$10
LOTTO LOTTOUT

Exact
$50 $100 Change

[
Credit Card

1 ltem(s)

Sub Total 20.00
& Printer ON
Sales Clerk 3 .00
HELLO
4
b".uu ‘ m “
* /

3. The transaction will finish and the Receipts will print. The first receipt is the Gift Card receipt.

Balance Inquiry:

1. Open CAP POS and select Operations. Select Gift Card. (See example below)

Gty =1 _ Valued Customer
A 5| 2
Configuration Calendar Cancel

Transaction Money Special Output

i c o CashiDrawer
Ship To Internal Use Layaway Report

Drawer Count

’ m
Find Transaction Paid Out Layaway Pullup

] Layaway Payment

Suspend Dollar Amt. Quote

Find PickList

Find Suspended Gift Cert

¥ ]

Online Order Gift Card ‘Work Order

0 Hem(s)
Send files to

Sub Total Find Cash Check Create Token :
Printer ON Fintech
Recurring Inv
Tax

ot Cash Drop
Find Delivery
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2. Select Balance Inquiry. (See example below)

L4
Find Transac

Balance Inquiry Cancel

Susbend
s
Find Suspend

3. Please Swipe Gift Card or manually enter the Gift Card number and press Accept. (See example below)

H- Shlp ;

PleaseSwipe Gift Card : Find TransaCtIOI'l

Accept Esc Cancel
Suspend
Find Suspended

4. The Balance will appear on the screen. Press OK to print a receipt with the available balance. (See

— I

| Balan Balan ard: 2000
[

s
oK Suspend Dol§
Find Suspended Gif

= >
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Using a Gift Card as a Tender/Redemption:

1. Select/Scan the inventory items to be purchased and select the Gift Card tender type.
2. Please Swipe the Gift Card or manually enter the Gift Card number and press Accept. (See example
below)

! ) ? 1l
PriceCheck Quantity ftem Name

Valued Customer

Sub Total

Total Tax
Total Sale
Cash

| Description 2
LOTIO 5
4
5
Amount Due 5.00

PlaaseSwips Gift Card :
912160000000001 GiftReceipt
Accept Esc Cancel

Exact
Change
T L
Sub Total & . T,
& Printer ON | 2 3 4
Sales Clerk Tax a8
0 7

HELL

1 item(s)

. =]
Packing List §f ® Email
Selact Tender == F9
5

3. Press Accept to finalize the transaction. The remaining Gift Card balance will be shown on the receipt.

- - A @
] ? b " &
PriceCheck Quantity ftem Name Hot Keys. Open Dept Operations

=1 _ Valued Customer

-
Tender

Exceptions

Sub Total
Total Tax
Total Sale
Cash

Descnipiion E Gift Card
1 LOTTO |

5.00 #312160000000001

Change Due

GiftReceipt
- =]
Packing List g_i Email
F8
L
Switch Printer

1 Item(s)

Sub Total
& Printer ON
Sales Clerk
(o)

HELL
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Reporting:

1. Go to the Reports module. Under the Sales section, select Gift Cards for a Gift Card Balance Report.
This will show all Gift Cards with a balance. (See examples below)

r\r; Reports Menu - =4 X
Sales Inventory Customer Select Store
Sales Summary [5) Puichase Orders | Cust Sales Summary ]
Transaction Summary é Internal Use ] Sales Dotai ] -
Transaction Deal o) Serial Numbers ] invoice Summary List ]
Tax é] Inventory Movement J Mating Lists )
Tender % —— ] e ]
Credil Cards ) Sold tems ] Layaway ] Select Date Range
GmCargs L _ Sales WTD and YTD )} New Customers )
Cash Drawer Q) New llem Sales. ] Accounts Recenable ]
Discounts ] Last Sold Date | Price Lovels ] 1472016121412016 TRaois a5
Hourly Actity ] Anbcipated Needs ] Frequent Buyer Awards |
Sales by Department o) Inventory Worksheet ] smoership d P THrs0I6 9802016
Sales by tem q Vaue Arahsis ] Work Orgers )
Sales otnder [ Over Stock ) 1o Date t Month
Store Pedormance ] e ] 12712016:4212016 11112016-11302016.
tem Performance ] ey ) o
MndecPaconance J AdaDekChange History ] stariey 111202016-1112612016
© oy Reports withthis icon alow Time based sorting.
Annar re St R oo oty Coreot Sckon
A [
1132012-1302016 Calendar
Select Date and Time Ranges
[121 2006 7| [12/1 016 il
- 0 ‘ -
Employee 1
[ Sales ana Commission ] 12:00 AM - 155 Pul
| Exceplions
[ Paytoll Deduclions Select Period
[ Staft Pertormance ] Totals Only
(used ony for Sales Performance)
Custom
Tender by Department ]
tem Sale Detail )
pr——— ]
G,l};g: Revorts Export PALiquor Reports ] ]
2 — ) [ v [ Cost Center Sales ] Help Esc Exit
Proft Performance ] ( Summany Export Depariment iy Summan J ——
Cleck Peddormance ]

CAP -TEST
Gift Card Balances Report
From 27312017 To 2/3/2017

Card Number Date Sold Invoice Description Balance
91216000000001 09/28/2016 Gift Card 86.00
912160000000001 11/30/2016 Gift Card 250

TOTAL 88.50
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2. If you want to see the history of a specific card, enter the card number in the text box at the bottom
left of the screen and press Show Transactions. (See examples below)

LI 1M L Q |- Sk

412160000000001 Find F3 Find Next F4 Show
Transactions

2a. The Gift Card activity will show the dates purchased with the amounts and invoice numbers. (See
example below)

% Gift Card Detail
Gift Card [Action [Transaction TAmourt Balance

Purchase 0001431 5.00 -5.00)

Purchase 0001432 250 -7.50)

Purchase 0001433 300 10.50)

Purchase 0001439 200 12.50)

Purchase 0001449 5

2b. You can double click the Transaction number to see a summary of the selected transaction.

3. Other reports that show gift card information in the Reports module are: Sales Summary, Tender
Detail, Tender Summary, and Credit Cards.
4. Gift Card information can also be exported to Quick Books.
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