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Creating Coupons for Customers 
 
With your eCommerce website you can create online coupons for your customers. This is a 
great promotional tool for online advertising and print media.  
 

1. Click on Gift Certificate / Coupons (in the top green menu) 
2. Select Coupon Admin 
3. Click on Insert 
4. Choose a Coupon Name  
5. (optional) Enter a Coupon Description 
6. Enter a Coupon Amount as either: 

a. A fixed discount of any order placed 
b. A percentage discount of any order placed 

7. (optional) Enter a Coupon Minimum Order (eg. $10 off for any order over $100) 
8. (optional) Check the Free Shipping box if the coupon offers free shipping 
9. Enter a Coupon Code. This is the code the customer will enter at checkout in their 

shopping cart to redeem the coupon 
10. (optional) Set the number of times this coupon can be used per coupon or per 

customer 
11. (optional) Set a start and end date for the coupon to be valid 
12. Click on Preview 
13. Click on Confirm 
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