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Adding & Activating a Coupon Code

In many cases the coupon that is requested already lives in our system. For these coupons, we may only
need to add a coupon code and activate the coupon. In this event, we only need to complete the
following steps: Search for the coupon, activate the coupon, add & activate the new code, and publish.

Search for a Coupon
e Open the Restaurants folder in the admin and find the location you want to add the coupon. (If
this is at Root, then the Root menu works perfectly for this).
e Open that restaurant folder drop down, and you’ll see Discounts as the third folder from the

e Click on Discounts — Note do not open the folder, but actually click on the word Discounts. This
will open the following Search tool:

& __Generic (Root)

Discounts =

Coupon Name
O & Restaurars

Coupon Code Mame

Search

Coupon

56 Off X-Lg Spec Pizza

e Search for the Coupon Code first — you may get lucky and the coupon and code both may
already exist, just needing activation ©

e If coupon code does not produce the coupon you are looking for, search for the coupon name.
This search uses exact spelling/spaces, etc. We recommend searching by the amount of the
discount (ex: $10 or 10% if the discount is $10.00 off, or 10% off). This will weed out a lot of
coupons and should display a more limited amount to make it easier to find the coupon you are
looking for in the remaining selections.

e Once you find your coupon, click on the edit hyperlink under the edit column corresponding to
your coupon. For example, if we were searching for a coupon of $6 off an XL Specialty Pizza, we
would click the edit button under the highlighted area:

Coupon Code Name

Coupon Discount Type Stackable AutoApply Coupon Codes Active Edit Delete
56 0ff g Fase Edic Edic
Fase Fase it Eic
Faise Fase Edit Edc




The next step is activating the coupon, followed by activating the code. There are two separate active
checkboxes you’ll need to check, one on the coupon, one on the code.
Make sure to select “Active” on both the coupon and the code for the coupon to be active on the site.
e First, open the coupon at the generic or restaurant at which you would like to activate it
(Restaurants -> Selected Restaurant -> Discounts -> Search for your coupon -> Click Edit).
e Once in the coupon, select the “Active” checkbox on the coupon, located below the localized
text and discount type sections:

Discount Type DollarDiscount ¥

Dizcount Mon Base Price Options
Discount Toppings

Ones Per Order

Stackable

Auto Apply

Active

e Also in the Code section at the bottom of the page, select the “Active” box for the specific
code(s) that you’d like to activate (If the code is already input on the coupon, if the coupon is
not already inserted, follow along below on how to add a code).

e Click submit, then publish the restaurant in order to see your changes on the front end.

At the bottom of the page you’ll see a number of coupon codes. If this is a new code to be added,
click the Add Coupon Code button at the very bottom of the page, above the Submit button:
1014472

—————

The following fields are included on each code:

e Code: The code (letters and/or numbers) that the customer enters on the checkout page for
redemption.

Note: Auto apply coupons will have to have a code inserted on this page as well, even though
the customer will not have to enter a code.

e Start Date: The date on which the coupon code can start being used

e End Date: The first date on which the coupon code is invalid.

Note: The coupon will not be active on this date.

e Number of Uses: The number of times the code can be redeemed; you can also leave this blank
if there will not be a limit on redemptions.

e Usage Scope: Tied to the above property; global means that the number of uses is the amount
the code can be redeemed across all customers; customer means that the amount the code can
be redeemed by an individual user.

e Active: Make sure the code itself is activated (in addition to activating the coupon) at the
appropriate generics or restaurants.

Code Start Date End Date Number of Uses Usage Scope Active

) 5/25/2017 712017 Global

con 10/30/2017 11/30/2017 Global

Global

Click Submit, and Publish the coupon!



If a coupon does not exist in the system, a new coupon will have to be built.

All coupons should be built at root. This way, they will all live in one place and be available to be
activated at every restaurant.

Go to a site’s admin and expand the Restaurants list.

Expand the Root menu.

Right-click on Discounts.
o Helpful Hint: Before you create a brand new coupon, left-click on Discounts and search
for the coupon. The coupon you need might already exist, so all you’ll have to do is add a
new coupon code. See page 3 for more details)

Click Create New Discount.

Select the type of coupon you’d like to create and click Submit.

If a client is POS-integrated, they may or may not have a POS code associated with the coupon.

Everything trickles down.

If you want your coupon to be active everywhere, awesome: activate it at root!

If you’re building a coupon for only a specific generic, build the coupon at root but do not
activate it. Open up the generic for the location and activate the coupon at that generic. Just like
menu items, activating a coupon at a generic means that it will also be active at all the
restaurants that inherit from it.

If you're building a coupon for a restaurant that does not have a generic, or only one/few
restaurants within a generic, build it at root, but activate it at the individual restaurant(s).

The next step is activating the coupon, followed by activating the code. There are two separate active
checkboxes you’ll need to check, one on the coupon, one on the code.
Make sure to select “Active” on both the coupon and the code for the coupon to be active on the site.

First, open the coupon at the generic or restaurant at which you would like to activate it
(Restaurants -> Selected Restaurant -> Discounts -> Search for your coupon -> Click Edit).
Once in the coupon, select the “Active” checkbox on the coupon, located below the localized
text and discount type sections:

Discount Type DollarDiscount ¥

Dizcount Mon Base Price Options
Discount Toppings

Ones Per Order

Stackable

Auto Apply

Active

Also in the Code section at the bottom of the page, select the “Active” box for the specific
code(s) that you'd like to activate (If the code is already input on the coupon, if the coupon is
not already inserted, follow along below on how to add a code).

Click submit, then publish the restaurant in order to see your changes on the front end.



A condition within a coupon is an if/then statement.
e Unless you're building a coupon that is giving customers a discount without a requirement (ex:
“10% off any order”), you will add a condition of some type to your coupon.
e The condition is the requirement that must be fulfilled before the customer will receive the
discount (the “if’).
e For example:
o “$5 off your $25 order” coupon: if a customer spends $25, then they can get $5 off. This
coupon requires a minimum subtotal order condition.
o “Get afree small pizza”: even though it sounds like the store is willing to give a small
pizza with no if statement, there is an item condition involved (if a customer has a small
pizza in their cart, then they can get that small pizza for free.)
e Conditions allow you to build almost any coupon you can imagine. The majority of coupons are
pretty straightforward, but if wanted to, you could build a “Free large pizza when you
buy a salad a minimum order of $40 or more on Tuesdays between 2pm and 5pm” coupon.
e One exception to this is on Multiple Item Coupons, we cannot limit/discount toppings. So a
“Large 2 Topping Pizza and 6 Twists for $25” coupon is not able to be created, as the toppings
will not be restricted as intended.

At the bottom of the page you’ll see a number of coupon codes. If this is a new code to be added,
click the Add Coupon Code button at the very bottom of the page, above the Submit button:
1014472

——————

The following fields are included on each code:

e Code: The code (letters and/or numbers) that the customer enters on the checkout page for
redemption.

Note: Auto apply coupons will have to have a code inserted on this page as well, even though
the customer will not have to enter a code.

e Start Date: The date on which the coupon code can start being used

e End Date: The first date on which the coupon code is invalid.

Note: The coupon will not be active on this date.

e Number of Uses: The number of times the code can be redeemed; you can also leave this blank
if there will not be a limit on redemptions.

e Usage Scope: Tied to the above property; global means that the number of uses is the amount
the code can be redeemed across all customers; customer means that the amount the code can
be redeemed by an individual user.

e Active: Make sure the code itself is activated (in addition to activating the coupon) at the
appropriate generics or restaurants.

Code Start Date End Date Number of Uses Usage Scope Active

Va1 5/25/2017 7/1/2017 Global

ceN 10/30/2017 11/30/2017 Global

Global

Click Submit, and Publish the coupon!



Below are some of the fields you will encounter when building a coupon.

The classic BOGO offer - used to build coupons for the customer to get a specific free or discounted item
if their order includes another specific item.

Ex: Buy 1 Medium Pizza, Get One Free; Get a Free Dessert If You Purchase an Entrée; Buy 1 L/XL Pizza,
Get 2nd Pizza Half Off

Discounts the delivery fee for an order.

Used to discount the price of a specific menu item.
Ex: 50% Off a Large Sandwich; S3 Off Any Appetizer; Free Twists with your order

Discounts the price of a collection of items when they are all purchased in the same order.
Ex: Large Specialty, 6 Twists, and 2 Liter for only 526.99

Used to discount an entire order.
Ex: S5 Off a 525 Order; 10% Off Your Order; S5 Off Your Order w/purchase of 6 wings

Use this to add codes for coupons that will be made available to customers based on their loyalty
program.
Note: These coupons are extremely rare, and | don’t believe there are any currently activated

Gives a discount that progresses based on order size—multiple discounts can be added.
Note: These coupons are extremely rare, and | don’t believe there are any currently activated
Ex: 20% Off S50, 30% Off 575 or 40% Off 5100



Localized Text

e Title: The coupon title that the customer sees on their checkout screen after application.

e Description: Not visible to customers or mandatory to use, but a helpful place to save all of a
coupon’s specifics.

e Fine Print: Like the Description, this is not visible to customers or mandatory to use, but can be

used to explain the coupon’s usage & limits to administrators.
Localized Text

Properties
FinePrint

+ Property Values

Title

+ Property Values

Description

» Property Values

Disclaimer

» Property Values

Calories

v Property Values

Servings

v Property Values

Discount Type

Dollar Discount

SX will be deducted from the order/item.

Percent Discount

X% will be deducted from the order/item.

Max Price

The total price of the discounted order/item will not exceed SX.
Base Price

The base price (price before calculating the cost of any add-ons) of the discounted order/item will not
exceed SX.

Discount Type DollarDiscount ¥

Discount Non Base Price OEdE R

Discount Toppings
PercentDiscount

QOnce Per Order

Stackable MaxPrice
Auto Apply

Active BasePrice



Applies the discount to the price of option items (that may have an upcharge) but not toppings in the
calculation of the discount.
Ex. 10% off Hawaiian pizza w/pan crust (normally 52-54). Customers must pay for additional

toppings.

Includes the price of toppings in the calculation of the discount. This will discount all toppings, so it is an
all or nothing checkbox. (Note: All premium toppings with an extra upcharge (non-Tier 1) will still have
an upcharge when added)

Ex. 5§10 CYO with unlimited toppings.

Can only be used once per order. This checkbox is very popular — often a restaurant will not want a
coupon applied multiple times on a single order.
Ex. Save $3 when you buy a Large or XL Pizza. Only one coupon per order.

Can be used with other discounts of the same type.

o Helpful Hint #1: Buy X Get Y coupons cannot be paired with any other coupons. If you
only have two items in your cart for a buy x get y discount, a 2 discount will not apply
until a third item is added. As a result, the stackable property is fairly useless on these
coupons.

o Helpful Hint #2: The stackable property only applies to other coupons of the same type.
For example, if an Order Coupon and an Item Coupon are both active, you will be able to
use both of them on the same order, even if neither one is marked as stackable.

o Helpful Hint #3: The max number of coupons that can be stacked depends on the
settings. You can set the max number of coupon codes used per order in the store level
in their restaurant properties, under Discount Settings.
To do this you will click on Restaurants -> find the location & open store properties
-> At bottom, open Discount Settings -> Add the Max User Entered Coupon Codes Per
Order

Ex. Save an extra 20% off your order. Applicable with other discounts.

Will automatically apply to an order if it meets the necessary coupon conditions order (instead of
requiring the customer to enter the coupon code)
Ex. All pizzas 510 on Tuesday.

This activates the coupon, but make sure to activate the appropriate coupon code too.
Discount Non Base Price Options
Discount Toppings
Once Per Order
Stackable
Auto Apply

Active



A backend area to add any helpful notes. (Rarely used, but can be helpful with complicated coupons)

Admin Motes

Select this box if the coupon should be applied to the less expensive of two items.
(Only available on Buy X Get Y coupons)

Equal Or Lesser Value

Indicate the amount of the discount; $10 and 10% would both be written as 10.00. If a coupon is dollars,
this would indicate the dollars off the item. If it is Base Price or Max Price, it will indicate the total price
of the coupon.

Discount 0.00

When an Item Coupon is used on an item with a topping, how many can the customer add to their item
for free? (Only available on Item Coupons)

Free Toppings 0

This ensures the discount applies to configured prices (such as an add-on option to a product, Ex: Add
cheese to garlic bread for free!) rather than the whole product. (This is only available on Item Coupons)

Discount Configuration Pricing Onky

10



When the order is placed as an advance order (As opposed to an ASAP order)
Coupon Ex: 15% all advanced orders (Condition: Advanced orders)

For coupons valid on specific days of the week.
Coupon Ex: 15% off on Tuesdays (Condition: Day of Week — Tuesday)

For a coupon active for specific dates (Note: These can be controlled easier via the codes).
Coupon Ex: 15% off from January 1+ - January 5t (Condition: Fulfillment Date — 1/1/2018 — 1/5/2018)

This is for coupons that are for only Dine In, Take Out, or Delivery.
Coupon Ex: 15% off Delivery Only (Condition: Fulfillment Type - Delivery)

Coupon is valid only on orders from the To Go menu or only from the Catering menu. (Note: The site will
have to have two separate menus active for this coupon to be applicable)
Coupon Ex: 15% off Catering (Condition: Menu Type — Catering)

If the order is placed for X amount of people (Note: Number fed would have to be applied on items for
this condition to be applicable)
Coupon Ex: 15% off orders for 10 or more people (Condition: Minimum Number Fed — 10)

If the total equals or exceeds a certain dollar amount
Coupon Ex: 15% off orders of 525 or more (Condition: Minimum Subtotal - 525)

You can combine two or more conditions that you’ve already built
Coupon Ex: 15% off orders on Tuesdays that are 525 or more (Condition: Group — Min Sub 525 on
Tuesdays)

Mainly used with Order Coupons when a product is required to receive the discount on the order.
(Note: An Item Condition will need to be used/built)
Coupon Ex: 15% off your order when you buy a Large Pizza (Condition: Order Contains — Large Pizza)

Discount on orders placed via mobile, via desktop, or via app (where applicable)
Coupon Ex: 15% off mobile orders (Condition: Order Method — Mobile)

The coupon only applies to certain locations (Note, this is almost never used, due to activating the
coupon at those locations instead)

Coupon Ex: 15% off at store numbers 9998 and 9999 (Condition: Restaurant — 9998, 9999)

Allows the coupon to be applicable for certain time periods during the day
Coupon Ex: 15% off between 11:00am and 2:30pm (Condition: Time of Day — 11:00am — 2:30pm)

11



Like order condition grouping, you can combine two or more item conditions that you’ve already built
and save them as one condition.
Coupon Ex: 15% off Large & XL Pizzas (Condition: Group - Pizza — All Large & XL)

This will discount all items within a category
Coupon Ex: 15% off Appetizers (Condition: Category - Appetizers — All)

This allows you to select a single option item. You first select one option and then are able to select one
of its option items to create the condition.
Coupon Ex: 15% off Diet Coke 2 Liters (Condition: Option Item — 2 Liter - Diet Coke)

This condition allows you to select multiple option items. This is by far the most used item condition, as
you are able to use this to complete most requests
Coupon Ex. 15% off all Large Specialty pizzas. (Condition: Pizza — Specialty — All Large)

Not all sites use this designation on products, but some examples of the labels include Entrées, Desserts,
Appetizers, etc. Where this would be of use, is when you are attempting to discount a type of product
that may be spread across multiple categories. For example, if you have Pizzas, Subs, and Salads in three
different categories on the menu, but want to discount all Entrées.

(Like the minimum number fed order condition, this property must be used on the products for it to be
applicable)

Coupon Ex. 15% off all Entrées. (Condition: Food Type — Entrées)

Use this when wanting to discount a product.
Coupon Ex. 15% off Meatball Subs. (Condition: Product — Meatball Subs)

When you are creating new item or order condition, these settings are available on some conditions:
The condition will apply to all items (or all instances) except those selected.

This is in a drop down only on grouping conditions. It signifies if all, any, or none of the conditions must
be true in order for the discount to apply.

12



Used to build promos in which the customer gets a specific free or discounted item if their order
includes another specific item (Buy 1 Medium Pizza, Get One 50% Off; Get a Free Dessert If You
Purchase an Entrée). This discount cannot be paired with any other discounts.

If the order requires a minimum subtotal, day of the week, or any condition of this type, then an
order condition would be used. This is the same with all coupons for the order condition field.
The item that must be in your cart in order to take advantage of this deal — the “Buy X"

The item that will be discounted or free — the “Get Y”

The amount of the discounted item in your cart that is eligible to receive the discount.

Discoun: Type PercentDiscount ¥

Discount 100,00

Qrder Condition No Order Condition v

@ Pizza- Specialty Large &XLsrge - 2124

Code Start Date End Date Number of Uses Usage Scope Active

DRF £/1/2017 2/28/2018 Global ¥

13



Discounts the delivery fee of an order. This coupon is unique because the discount type does not need
to be set, as the entire delivery fee will be discounted when the order condition is met.

If the order requires a minimum subtotal, day of the week, or any condition of this type, then an
order condition would be used. This is the same with all coupons for the order condition field.

PercentDissount ¥

Order Condition Delivery Only {Defeuk) v

Code Start Date End Date Number of Uses Usage Scope Active

Global ¥

14



Discount the price of a specific menu item (50% Off a Large Sandwich; $3 Off Any Appetizer; Free Twists
with $20 purchase)

If the order requires a minimum subtotal, day of the week, or any condition of this type, then an
order condition would be used. This is the same with all coupons for the order condition field.

For the item coupon, this would be the item that is being discounted. This is where you would
select that item condition to be discounted.

Only relevant if a certain option item must be selected as part of the discounted item — that
being said, a lot of times we will input the item condition in both the Item Condition and
Discountable Option Selection Condition to be safe, but most of the time the Discountable

Option Selection Condition is not needed.

15



Discounts the price of menu items when they are purchased together. When creating this coupon, all
required items must be selected under item conditions. The quantity of each item condition must be a
minimum of 1. If the required amount of an item is 2, then the quantity should be 2, and so on.

If the order requires a minimum subtotal, day of the week, or any condition of this type, then an
order condition would be used. This is the same with all coupons for the order condition field.

For the multiple item coupon, this would be the items that are being discounted. This is where
you would select that item conditions to be discounted. As you can see below, you can choose
more than one condition, as well as indicate the quantity required of each item. The quantity of
each item condition must be a minimum of 1. If the required amount of an item is 2, then the

guantity should be 2, and so on.

Discount Type BasePrice ¥

Discount 15.55

No Order Condition v

Item Conditions

Canditions

Code Start Date

TuistedDea! &/6/2012

es0m23 2/28/2013

End Date

# Large 1 Topping - 2/24

Quantity

# Twists - 6 Garlic

Quancity

Number of Uses Usage Scope Active

Global ¥

Glosal ¥

16



Order Coupon

Use this coupon if the discount is applied to the whole order (S5 off a $25 order; 10% off your order;

S5 off your order if it includes an appetizer)

Order Condition

If the order requires a minimum subtotal, day of the week, or any condition of this type, then an
order condition would be used. This is the same with all coupons for the order condition field.
(In the below example, the Delivery Only condition is used)

Example: Round Table Pizza - 5$15% OFF Entire Meal (Delivery Only)

Discount Type PercentDiscount ¥

Discount Mon Base Price Options
Discount Toppings
# Oncs Per Order
Stacksble
Auto Apply

Active

Frioricy 40

Agmin Nates

Discount 13.00

Max Discount
Order Condition Delivery Only (Default) v

Code Start Date
V7R
a2y
VE& 8/17/2015
DR2 3/27/2017
[a1Tia | 4/25/2017
faza | 7/24/2017

End Date Number of Uses

9/30/2015
7/2/2017
7/6/2017

10/1/2017

Global

Global

Global

Global

Global

Global

Search:
Usage Scope
v
v
v
v

v

v
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If a client would like to reward customers for loyalty, they can offer rewards based on online ordering
usage. This coupon type is not currently used at this time.

e The coupon is created to specify loyalty coupon codes, but not loyalty discounts.

e These coupons are created to pass loyalty redemptions such as rewards dollars. The discount
does not need to be specified by Onosys.

e Additional rewards coupons can be created in the form of regular discounts. (Item Coupon,
Order Coupon, Multiple Item Coupon, etc.)

18



Use this if you'd like to give a discount that progresses based on order size—multiple discounts can be
added (20% Off S50 or 30% Off $75 or 40% Off $100). For each discount, the “Add Discount” button
must be selected. Then specify the order condition (if) and discount (then). Like the Spend Loyalty
Rewards Coupon, this coupon type is not currently used at this time.
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