Gift Card Bulk Fulfillment

Clients that sell their Gift Cards online can process the cards through bulk fulfillment to

fulfill these cards. Follow the steps below:

Fulfillment to Assign the Amount to Gift Cards

1. Log into Agile and Cash In.

2. At the top of the screen, click Support Functions/Fulfillment/Gift Cards.

Support Functions
‘ | M WebPortal (*
Regular Fulfillment >
Package Free Form Tickets > E
’ Membership — e
Gift Card

3. In the Gift Card Fulfillment window, select the Gift Card program that is listed (i.e Agile

Art House Gift Card, etc.).

A Gift Card Fulfillment

Gift Cards  Fulfilment Batch

Agile At House Sandbox v

Gift Card

Agile At House Gift Card




4. You will see a list of orders that need to be fulfilled. Checkmark the order(s) you wish to

fulfill.

Orders To Fufill

¥ Gift Card Mail 139611 AMS - Box Office Smith, John Agile Art House Gift Card $0.00
[ Gift Card Mail 139612 AMS - Box Office 74002 Munster, Herman Agile Art House Gift Card $0.00
[] Gift Card Mail 139613 AMS - Box Office 94756 Potter, Harry Agile Art House Gift Card $0.00

5. Click the Ticket Icon at the bottom of the screen.

YoolR=— P


https://support.agiletix.com/hc/article_attachments/360000745246/GCBUL3.jpg

6. In the Fulfillment Options window:

* Uncheck the Print Payment Receipts

* Select the Print/Assign gift cards Radio Button



* Make sure that the "Faux Printer" is in the Selected Printers column.



* Click on OK to start the fulfillment process.



7. The Fulfillment Progress window will appear, and then the Gift Card Lookup window will

appear.

Fulfillment Progress
Printing 1 order to your 1 selected printer.

Inputting Gift Card numbers on Order #139611

A Gift Card Lookup

Number ||

Active [ ] ESSIGH




8. Enter the Gift Card Number to assign the amount the customer has purchased. You can
manually enter the number, or, if you have a credit card swipe attached to your computer,
you can swipe the card. Click Search to find the PIN and then click Assign to add the

amount to the card.
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M A Gift Card Lookup

Number [3086091648163111 |
PIN |5457

 { (.

Current Balance: $0.00 Search

R ==

9. Click on OK to complete the Fulfillment process.

Fulfillment Progress

Printing 1 order to your 1 selected printer.

Fuffillment Progress: 100%

Printing started for Card Form type.
Inputting Gift Card numbers on Order #139611
Fulfilment process complete |

OK




Printing the Gift Card Letters for Mailing

1. Switch to Administration in Agile.

2. Open the House Icon to see all the folders in the organization tree.

~ @ Agile Art House Sandbox

3. Click the Green Customer Relations folder.
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4. Select Emails and Letters.
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5. Right-click on Gift Card Fulfillment Letter, and select Properties.

Subject

Members Only Event!
Sandbox Email
Welcome to the Agile At House Family
You membership is due to expire

Gift Card Fulfilment Letter
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6. Click the Set Parameters button.

| SetParameters |  Sawe e

Data Set Last Activity
Cumrent Membership With Level Selection

Event Email Extract

Membership Letters

Membership Renewal Notice With Level Selection
Sl ard Letters
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7. In the Variables tab, select the Fulfillment batch that you just printed from the drop-

down and select OK.

A Set Parameters - O X

Variables Gift Card
Fulfillment Batch

Show batches for last | 1 Week v

3/2/2018 2:01 PM - 30223 - hbiber

3/2/2018 2:01 PM - 30223 - hbiber

3/2/2018 12:05 PM - 30222 - hbiber
3/2/2018 12:03 PM - 30221 - hbiber
3/2/2018 12:02 PM - 30220 - hbiber
3/2/2018 12:02 PM - 30219 - hbiber




8. The orders you just printed will appear in the Data Set window.

A Email / Letter
Agile Art House Sandbax
TN

Data Set Email / Letter Body Description  Preview
[[SetParsmeters | | ExportDats |

GiftCardName Amount FromFirstiName FromlLastName ToName ShipAddress1 ShipAddress2 ShipCity Ship€
75.00 Herman Munster Herman Munster 1313 Mockingbird Lane Hermitage TN
Agile Art House Gift Card  1,000.00 Harry Potter Harry Potter 4 Privet Dr. LONDON OH
< >
@ PreviewData O Complete Data | Add Activity Log H Send | | oK l | Cancel H Aoly |

9. Click the Preview tab.
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10. At the bottom of this window, click the Show All button, and then click Print.
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11. A CRM Activity Log window will appear. Click Yes so that the activity log will be saved

for when you printed these letters.

A CRM Activity Log
Description
Gift Card Letters for Fulfillment

Type: PostalService

Create Activity Log? | Yes I ‘ No T




12. The Print Preview window will open.

X

@ Print Preview

(=) @‘ G ‘ El‘ [1 Page View V”lShrinkToFit V” @

Dear Denys & Mike.

Your Bryn Mawr Gift Card in theamount of $25.00 i< ready to be used! Gift cards are good for fim and
event ticketsonly. For onfine purchases, simply choose Gift Card in the payment box and enter your
card number.

This Gift Card is from: Abby Everingham

Special Note: Happy Birthday!

Thank you for supporting the Agile Art Theater. Visit our website fora full list of events,

Order Number: 6079287 GftCard Ending: 9415
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13. In the menu at the top of the screen, click the middle icon to turn the headers and

footers off.
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Print Preview
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Turn headers and footers on or off (Alt+E)

| Shrink To Fit "” @
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14. You can click the arrows at the bottom of the window to scroll through each letter, if

there is more than one letter.
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15. Click the Printer Icon from the menu at the top of the window when you are ready to

print the letters.
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16. Once completed, click OK to close the letter window.
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