
Configuring Your Gift Card

STEP 1:  You will receive an email that a gift card has been purchased. 

STEP 2: Once the payment has been processed 
by the merchant, you will receive an email to 
configure the gift card. Log-in to your account, 
and click on “My Gift Cards” to configure card. 

STEP 3: In the next screen, click on “Configure”. To configure the card, fill in the necessary 
information and add a personal message. Then choose to “Send by mail” to be emailed later or now, 
or you can choose to “Download PDF” to print or 
email the PDF yourself. Click “Save” to take action. 

STEP 4: The recipient will receive the 
gift card in their email, or can be given a 
printout if the you selected the PDF option 
and print the PDF. The “gift card number” 
is included between the red lines.   

STEP 5: The gift card recipient enters the “gift card number” at checkout  
in the “promo code box” and the gift card amount is applied towards the 
order total.      
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