
 

 

Billing item setup – Gift Certificate 

Add new gift certificate at Master > Gift Certificate > New  

 
 

Input issue quantity, gift certificate name, 

price and redemption value.  

Input other necessary fields if  required, 

system has no input control on other fields. 

Press <Submit> to add gift certificate 



 
 Code: It represents each gift certificate. It cannot be duplicated and will be displayed on invoice. 

   After inputting issue quantity, system will generate consecutive codes for gift certificate according to the default 

or inputted starting code. 

   Adjust default gift certificate number at Master > Reference Number > List >Gift certficate 

 

 Name: brief description of the gift certificate that will be displayed on invoice. 

 Description: detailed description of the gift certificate that will not be displayed on invoice. 

 Redemption shop: shops where the gift certificate can be redeemed. 

 Division / brand: only for classification and analysis puropse. 

   Add new division/ brand at Master > Division/ Brand > New 

 Price: the amount that member pays to purchase the gift certificate. 

 Redemption value: the value of the gift certificate upon redemption. 

 Sales Effective Period: period that gift certificate is available for sale. 

 Redemption Effective Period: period that gift certificate can be redeemed. 

 Status: the gift certificate is default as active. Gift certificate can be ticked as inactive for sale or redemption, inactive gift 

certificate will be not available for sale or redemption respectively. 

 

 

 



 

View gift certificate at Master > Gift Certificate > Search 

 

 

 

 
 

 

 

 

Press record to view gift certificate details. 

Input search criteria and press 

<Submit> to display corresponding 

gift certificates. 

Gift certificate can be edited or deleted at view gift certificate page. 



 

 

If the gift certificate is already sold, it cannot be edited or void. Press <Transactions> to view sales and redemption detail. 

 

 

 

 

 

 

Add group buying at Master > Gift Certificate > Import 

 

 

 

Press invoice number to view invoice detail. 

Upload Group buying company sales record in the 

provided excel format and press <Submit>. 



 

 
View successfully imported gift certificate record at Master > Gift Certificate > Upload  

 
 

 

 Member code: group buying company code 

 Gift certificate no: gift certificate number provided by group buying company. 

 Gift certificate name: brief description of the gift certificate that will be displayed on invoice.  

 Redemption shop: shops where the gift certificate can be redeemed. 

 Price: the amount that group buying company pays to purchase the gift certificate. 

 Redemption value: the value of the gift certificate upon redemption. 

 Effective Period: time period that gift certificate can be redeemed. 

Press record to validate gift certificate detail 

All fields should be inputted for uploading gift 

certificate. Validate detail by pressing <Upload>.  


