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VOUCHER OFFERS 
 

       

 
 

When returning to review voucher, click on Review an Existing Voucher to use this screen: 
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We do not keep a record of PIN numbers. When the voucher is created, Save Changes needs to be clicked first. From then on View 
List is used to add licensees and view voucher info. 
This screen is similar to what will be seen when the View List button is clicked. 

 

 
 
SEARCH/ADD link. 
 
When clicking the “SEARCH/ADD” link, the following screen will appear: 
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After choosing search parameters, the screen will look similar to this: 

 

 
 
Click on the icon under Add to add a licensee on to a voucher. 
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Click Done button.  Clicking the Done button will return the creator to Step 1. 

 

 
Click View List. 
 

 
A licensee can only be on one voucher.  Once added to a voucher, they cannot be added to another creator’s voucher.  They will 
show up as * Not Valid * for the 2nd person trying to add the licensee.  Once on a voucher, the licensee cannot pay by credit card.  If 
they want to pay by credit card, they will need to speak with the voucher creator to have the creator remove them from the 
voucher.  After that is done, they should be able to go online and renew by credit card. 
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The creator of the voucher is then sent the following email: 

 
 
When clicking the “ADD MULTIPLE” link, the following screen will appear: 

 

 
 

 
If a licensee is on another voucher, already paid by credit card, or are not renewable this period, they will show up as * Not Valid * 
for the person trying to add the licensee.  Once on a voucher, the licensee cannot pay by credit card.  If they want to pay by credit 
card, they will need to speak with the voucher creator to have the creator remove them from the voucher.  After that is done, they 
should be able to go online and renew by credit card. 
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After clicking Close, a screen similar to the following will appear. Click Refresh to show an updated list. 

 
 
After all licensees are added, click Submit Voucher (next to Refresh button). 

 
 
The creator of the voucher is then sent the following email: 
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** All voucher offers are for a 1-year renewal only. ** 
 

 
After Pay Voucher is clicked, the original voucher will be closed and a new voucher will be created with the licensees that have not 
yet renewed. 
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The creator of the voucher is then sent the following email: 

 
 
The licensee will see this as their payment screen, if they are on a voucher. 
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The creator of the voucher will get the following email each time a licensee has completed their online renewal. 

 


