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Web Link Help File: 
Promotion Management 

 

 
 

Abstract 
 
 

 This help file will illustrate how to create, send and publish promotions. 
 

 
 

Procedure 
 
 

1) Login as Admin and navigate to the “Promotions” menu and click on “Send Promotions.”(fig. 1) 

2) Click the “Add new Promotion(s)” link. This opens the “Promotion Management” screen.(fig. 2) 
 

 

fig.1 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
fig.2 



3) Give your promotion a name. 

4) Enter a description of the promotion. 

5) Enter the “minimum order amount” that must be spent to redeem the promotion. 

6) Enter the “Valid Up to” date which sets the time of expiration. 

7) The “Coupon Usability” drop down menu offers the following four options for generating 

the promotion. These options can be viewed when hovering over the tool tip icon.  

 

 
 

 

8) Enter the total number of coupons that can be redeemed for the promotion in the “Total 

Coupons” field. It is advisable to enter a large number (ie 9999) if either “only once by same 

user” or “multiple times by same user” was selected for “Coupon Usability” as these options 

send a separate and unique coupon code to each customer. 

9) Click the “Save” button when finished. The page will reload and confirm that the new 

promotion was successfully added. Additional fields will be visible that will allow the 

administrator to define coupon amounts as well as which parts and customers will be eligible 

for the discount. 

10) Discounts based upon order amount: From here the administrator can set the purchase 

range and discount amount that is either a percentage of the purchase price or a fixed value. 

If desired, multiple price ranges and discounts can be added to the promotion (ie 10% off for 

purchases between $15-$50 and 20% off for purchases between $51-$100). Click “Save” 

when completed. (fig. 3) 
 

 

fig.3 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

11) Qualifying Parts: This section is used to specify which parts are eligible for the promotion. 

The administrator can allow the coupons to be redeemed for purchase of any and all parts 

in the catalog or specify certain parts based on part number, line code, brand name, or 

category. (fig. 4) 
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12) Qualifying Customers: This final section of the promotion management page allows the 

administrator to select which customers are eligible for receiving the promotion. All 

registered users may be made eligible, or only certain users may be selected by choosing 

them from the scrolling list box. Click the “Save” button at the bottom of the page to save 

all settings and return to the promotions list page where the new promotion will be 

presented. (fig.5) 
 

 

fig.5 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

13) To send out the promotion, the administrator must click on either the “publish” or “issue” 

link at the far right column of the promotion to be sent. If one of the “private” options 

were chosen in the “Coupon Usability” section of the promotion management screen 

then several unique codes will be generated and the “issue” link will appear here. If one 

of the “public” options were chosen then only a single code will be generated for all 

customers to use and the “publish” link will appear. (fig. 6) 
 

 

fig.6 



14) If clicking on a “publish” link then the “Publish Coupon” screen will load. Here the 

administrator can assign a coupon code of his/her choice that can be sent out by email, 

promoted on the website or elsewhere on the internet. (fig. 7) 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

15) When clicking on an “issue” link, the administrator will be brought to the “Issue Promotion 

Coupons” screen. From here a refined customer recipient list can be generated 

based on customer number, role, login date, purchase order amounts, and order dates. When finished 

click on the “Show” button to reveal the refined customer list. (fig. 8) 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

16) Select the customers from the list that will receive the promotion by clicking on the 

appropriate check box in the first column and click the “Send Coupons” button at the bottom. 

17) A Promotion Email Template pop up window will open where the administrator can select the 

email form that will be sent to the recipients from the drop down menu. After an email template is 

selected, clicking on the “go” button will display a preview of the email as it will appear to the 

customers. Click on the “send mail” button at the bottom of this screen to send the promotion 

emails. (fig. 9) 

Note: You have control over the content of these templates. See training document on Email 

Management. 
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fig.8 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

fig.9 
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