
RECTRAC 3.1 Gift Certificate

PREPARED BY:
CNIC N946

LAST UPDATED:
7/21/2023

Table of Contents:

FOR ASSISTANCE PLEASE CONTACT: 
+1.844.697.4357 | SUPPORT@CNICFFR.ORG  

Section 1: Selling a Gift Certificate

Section 2: Redeeming a Gift Certificate

Section 3: Gift Certificate Inquiry 



RecTrac 3.1 Clerk Processing

FOR ASSISTANCE PLEASE CONTACT: +1.844.697.4357 | SUPPORT@CNICFFR.ORG  

RecTrac 3.1 Selling a Gift Certificate

2

• Click on your gift certificate 
purchase button. 

• Enter in the amount of the gift 
certificate being sold in the 
‘Amount’ Field.

• Then click on the Payment button in the shopping 
cart area. 

• Choose the applicable payment code on the 
payment screen to complete the sale. 

Along with the customers receipt, if your location is 
using gift certificates generated from RecTrac, a 
print out for the gift certificate will print out. 

• In the ‘or Daily Name’ Field, 
enter in who/what this gift 
certificate is for.

• If it’s for a customer, 
enter in the customer 
name.  

• If it’s for a golf 
tournament, enter in the 
tournament name or 
other applicable info. 

• When finished, click continue to add this gift 
certificate to the cart. 
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• Add the items to the shopping 
cart and click Payment.

• Select the ‘GIFT-Gift Certificate’ 
payment code in ‘Pay Code’ drop 
down. 

• Enter the Gift Certificate # in the 
Gift Certificate Number.

• Click Process to complete the 
sale. The sales receipt will print 
out the amount remaining on the 
gift certificate used, if applicable. 
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• Click on the ‘Gift Cert 
Inquiry’ Button. 

• Enter in the gift certificate 
number to look up and 
click Ok.  

• An information window 
will display with applicable 
info about that gift 
certificate. 

Gift Cert 
Inquiry


