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Setting Up and Using Gift Cards 

As a retailer, you have the option to issue Gift Cards to customers to use as tender for purchases from your store.  

You can also use them to issue refunds, reward customers, and provide shoppers with gift options. 

This course shows how to set up gift cards and use them at point-of-sale. 

Objectives 

• Gift Card Setup 

• Using Gift Cards 

Gift Card Setup 

Gift card set up begins in the Sales menu. 

In the Gift Card Types screen, you can search for a specific gift card type using the following filters: Gift Card 

Type, Allow Reloading, and Allow Cash-Out. 

By default, there are four types of gift cards available.   

Local - Gift Card, Local - Merchandise Credit, Local - Promo Gift Card, and Local - Legacy Gift Card. 

You control options from settings.  

Enable the check boxes for the Gift Card types you want to offer.  

Make a selection from one or more of the drop-down menus and choose Search. 

Enable the check box for the gift card you want to define and choose Edit. 

Select the Expiration Period. 

If you chose one of the “X days” options, enter the number of days in the Days field. 

Selecting one of these options means that the gift card expires or becomes invalid after the number of days you 

enter. 

Enter any minimum dollar amount required to activate the gift card. 

Then enter the maximum dollar amount for activation without requiring a manager override. 

You can limit the use of other gift card types. 

With the Allow Reloading toggle turned on, Attach Item to Add/Cash Out Funds displays. 

Select a SKU for the gift card from the drop-down menu or choose Add new item to create a new one. 

The SKU selected from the dropdown menu is for the gift card that you want to reload. 

When you select Add New Item from the dropdown, it opens the Add New Product window which enables quick 

access to creating a new gift card without having to open the Products section. 

For more information on this, refer to Adding Gift Card Type Products in online Help. 

You can determine if gift cards can be turned in for cash and how much can be given without a manager 

override.  
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Now, select a bin range. 

Gift Cards have 16 digits. The first 6 digits are referred to as the bin range.  

The next 10 digits allow for 1 billion number combinations so you can order replacement cards in the same bin 

range.  

Epicor Business Products offers both Local Gift Cards to sell to your customers and Merchandise Return Cards to 

use in lieu of cash back during sales returns.  

An example of a typical bin range setup is 777711 for Local Gift Cards and 777722 for Merchandise Return Cards. 

Make the bin range pin-enabled by selecting the range and choosing Edit. 

Turn on the Pin Enabled? toggle and select OK.  

Refer to the online help for additional information on adding bin ranges. 

By default, all the parameters set in the GENERAL tab will be set for all stores.  

If you have multliple locations, the STORES tab allows exceptions and set different parameters by store.  

Select OK when you are finished. 

Changes are highlighted in the grid. 

Selecting Store Exceptions filters the results to stores with Gift Card exceptions. 

Select Save when finished. 

With the Gift Card set up, it’s time to add it as a tender for point-of-sale. 

From Sales > Setup, choose Tenders. 

Enable the check box for the Gift Card you want. 

Choose Edit. 

Enable the Tender Available On Sale toggle and update other fields as required. 

Choose Save. 

The gift card now shows as Available on Sale. 

For more information on Setting up gift cards and adding them as tenders, refer to online help. 

Using Gift Cards 

Once gift cards are set up, you will need to learn how to issue them, accept them as payment, and perform a few 

other card management functions.  

In the posting screen, select the gift card SKU you wish to sell and choose Add. 

When the Issue Gift Card window appears, swipe the gift card using your pin pad.  

If you selected the Prompt for Price option when adding the gift card type item, you'll see the Enter Price for 

Item pop-up.  

Enter the gift card price, add an item note if needed, and select SELL. 

Continue with the transaction and complete the sale. 
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To accept a gift card as payment, add items as you would normally. 

Select Make Payment. 

In the Amount Due window, choose Gift Card. 

You will be prompted for a PIN if the gift card is PIN enabled. 

You can enter the number, swipe the gift card in the pin pad or scan the barcode. 

Select Pay. 

For payments made with gift cards, the sale receipt displays the encrypted gift card number  along with the 

transaction amount. 

You can perform several Gift Card maintenance functions in point-of-sale. 

These include, checking gift card balances, adding funds, and cashing cards out. 

To check a gift card balance, select the gear icon on the right panel of the point-of-sale screen and then choose 

GIFT CARD DETAILS. 

On the gift card details window, you can swipe the gift card, scan the barcode, or enter the 16 digit gift card 

number and select the Go button. 

Choose Balance where you can check the gift card balance, see its status, and review transaction details. 

To add funds to the gift card, select the Add Funds button in the Gift Card Details window. 

Enter the amount you want to add to the gift card and select OK to confirm. 

If the Allow Cash Out toggle is enabled, you can cash out the gift card, select the Cash Out button in the Gift Card 

Details window. 

Enter the amount you want to cash out and select OK. 

A merchandise credit gift card is generally issued in exchange for the value of a returned item.  

You can provide a gift card instead of refunding the amount in cash. 

For returns without receipt, refunds are processed to a Merchandise Card by default.  

Once you add the item(s) the customer wants to return,  select the payment button, and you'll see the return 

summary screen. 

Select Proceed.  

Swipe the Merchandise card you're issuing and once it's verified, select OK. 

Complete the transaction like you normally would.  

You can reward loyalty customers with a gift card by creating a price book in Products > Pricing. 

For example, you create a promotion that awards a five dollar gift card with the purchase of twenty-five dollars 

of regular priced merchandise. 

For more information on this, refer to online help. 
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Recap 

You have the option to issue Gift Cards to customers to use as tender for purchases from your store.  

You can also use them to issue refunds, reward loyalty customers, and provide shoppers with gift options. 

For more information on gift cards, refer to online help. 

This course showed how to set up gift cards parameters and use them in point-of-sale. 

 



 

 

 

About Epicor 

Epicor Software Corporation drives business growth. We provide flexible, industry-specific software that is designed 

around the needs of our manufacturing, distribution, retail, and service industry customers. More than 40 years of 

experience with our customers’ unique business processes and operational requirements is built into every solution—

in the cloud, hosted, or on premises. With a deep understanding of your industry, Epicor solutions spur growth while 

managing complexity. The result is powerful solutions that free your resources so you can grow your business. For 

more information, connect with Epicor or visit www.epicor.com. 

 

Corporate Office 

804 Las Cimas Parkway 

Austin, TX 78746 

USA 

Toll Free:  +1.888.448.2636 

Direct:   +1.512.328.2300 

Fax:  +1.512.278.5590 

Latin America and Caribbean 

Blvd. Antonio L. Rodriguez #1882 Int. 104 

Plaza Central, Col. Santa Maria 

Monterrey, Nuevo Leon, CP 64650 

Mexico 

Phone:  +52.81.1551.7100 

Fax:  +52.81.1551.7117 

Europe, Middle East and Africa 

No. 1 The Arena 

Downshire Way 

Bracknell, Berkshire RG12 1PU 

United Kingdom 

Phone:  +44.1344.468468 

Fax:  +44.1344.468010 

Asia 

238A Thomson Road #23-06 

Novena Square Tower A 

Singapore 307684 

Singapore 

Phone:  +65.6333.8121 

Fax: +65.6333.8131 

Australia and New Zealand 

Suite 2 Level 8,  

100 Pacific Highway 

North Sydney, NSW 2060 

Australia 

Phone: +61.2.9927.6200 

Fax: +61.2.9927.6298 

The contents of this document are for informational purposes only and are subject to change without notice. Epicor 

Software Corporation makes no guarantee, representations or warranties with regard to the enclosed information and 

specifically disclaims, to the full extent of the law, any applicable implied warranties, such as fitness for a particular purpose, 

merchantability, satisfactory quality or reasonable skill and care. This document and its contents, including the viewpoints, 

dates and functional content expressed herein are believed to be accurate as of its date of publication. The usage of any 

Epicor software shall be pursuant to the applicable end user license agreement and the performance of any consulting 

services by Epicor personnel shall be pursuant to applicable standard services terms and conditions. Usage of the solution(s) 

described in this document with other Epicor software or third party products may require the purchase of licenses for such 

other products. Epicor, the Epicor logo, and are trademarks of Epicor Software Corporation, registered in the United States 

and other countries. All other marks are owned by their respective owners. Copyright © 2021 Epicor Software Corporation. 

All rights reserved. 
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