
How to: Gift Certificate 

Gift card/certificate learning is two fold.  You’ll need to know how to redeem one and how to sell one. 

The difference between gift card and gift certificate is that a gift card can be redeemed over several 

purchases and a gift certificate must be used in one sale.  When selling one I recommend selling a gift 

card rather than certificate.  It makes it easier for the customer to buy several items over several days 

if they can’t find something on one trip to the store.  To sell a gift card, follow steps: 

Select the GIFT CARD/CERTIFICATE button as shown: 

In the till will be business cards with barcodes on the reverse.  You will use one of these cards for  

The steps below, first scan the back of the card into the field highlighted in RED 



Enter the amount you want on the card in the Initial Amount field. Check the box for Gift Card. Next click 

on the ACTIVE & EXPIRY date to make the certificate valid for one year. 

Click on ISSUE NEW 

Then you will be taken to the PAYMENTS window to process payment as usual. 

To redeem a gift card scan items as usual then hit the GREEN PAYMENT BUTTON.  You’ll click in the GIFT 

CERTIFICATE field under the column that says REFERENCE and highlight that blue.  Scan the GIFT CARD 

barcode right here.  Then hit ENTER (on the keyboard) and the COMPLETE TRANSACTION button will light 

up and you’ll click that then OK to finish the sale. (see following images)  




