
GIFT CARDS

INITIAL SETUP

Setup > Main Setup Screen. Deposits tab

If you have a printed book of numbered Gift Vouchers you will want to change this setting to “Reprintable Voucher #” 
so as you can enter the voucher number. Otherwise leave it as “Secure Voucher #” to allow c9 to generate Gift Card 
numbers

You can also select here if your vouchers can be used online or in other c9 stores

SELLING A GIFT CARD ON ITS OWN
Spares > Spare Parts > Giftcards
Click on “Sell New Giftcard”

If you have your c9 set for a Reprintable Voucher you will need to enter a Voucher number

Otherwise fill in Description, Value, and dependent on the laws in your State there is also space to fill in a voucher 
expiry



Select the Customer. This can be the purchasing or the customer receiving the voucher. It’s a way to track it later on if 
need be. NB if you are using Account Sale to purchase the voucher you must select the customer who is purchasing 
the Voucher so the sale goes on the customers account
We also need to select the sale type. 
Cash sale is if the Customer is paying for the voucher i.e. EFTPOS or Cash
Account sale will put the voucher amount on the selected customers account
Deposit voucher. This is if you are giving away a voucher 

Complete sale



The Voucher will pop
We always recommend you Print & Email a copy of the voucher. Even if you just email them to yourself. As vouchers 
with a secure voucher number are not reprintable if they are lost (see steps later in this document under cancelling 
gift card for what to do if Voucher is really lost)

SELLING A GIFT CARD AS PART OF A SPARES SALE
If a customer wants to add a Gift Card to a Spares Purchase this can be done using F7 Imp/Add

It will look similar to selling a Gift Card by itself. 
Note, you cannot select customer or payment type here as you do that as part of the Spares sale



CANCELLING A GIFT CARD 
There will be times when you need to cancel a Gift Card. i.e. When someone has completely lost a Gift Card or if 
there is only a small amount left the customer is not going to use or even just a refund
To cancel a Gift Card 
Spares > Spare Parts > Giftcards 
Highlight the Giftcard and Delete/Invalidate 



You will get this screen.
If refunding gift card select “Void Card and Refund Money” and follow the prompts
If the customer has lost the gift voucher. Select “Void Card and Refund Money” then use this money to issue a new 
Gift Card

If there is only a very small amount left on the gift card and the customer is not going to use it select “Void Card but 
do not refund money” this will record the voucher amount as pure profit


