
 

Black Friday Instructions 
Updated: Nov 2024 

 
 
CHECKING EMAILS ON THANKSGIVING AND BLACK FRIDAY: 

The Friday following Thanksgiving Day all studios are closed but we would like 
you to check your email once in the morning and once in the evening to process 
any Black Friday gift cards that may have come through.  We will pay you for 2 
hours, so remember to add this to your timesheet.  You do NOT need to check 
email on Thanksgiving Day, since most people expect us to be closed. 

 
 
 

ART Gift Card Processing 
 

HOW TO PROCESS BLACK FRIDAY GIFT CARDS FOR ART 
1. run the customer’s credit card as normal  
2. go back and add a credit to their account.  REMEMBER:  

a. If they paid $375, they receive $500 
b. if they paid $200, they receive $250  
c. If they paid $85, they receive $100 

 
 
HOW TO PUT THE CREDIT ON THE CUSTOMER'S ACCOUNT: 

1. Go back to the "Payment/Credit" tab 
2. Make sure the Transaction TYPE is Gift Certificate and Transaction subtype is 

Gift Certificate METHOD is Gift Certificate.  
3. Add either $500, $250, or $100 to the payment box 
4. Click "Save Payment" 
5. This will show up as a green box on their transaction page and the current 

balance should be negative $500 or negative $250, or negative $100 shown in 
Green. 

 
HOW TO SEND AN EMAIL CONFIRMATION TO THE CUSTOMER 

Copy and pase the paragraph below, and add the proper $$ amount 

 



Thank you for your Black Friday purchase at Cordovan Art School.  A credit has been 
placed on your account for $000.00* to be used toward any future class, camp, party or 
workshop.  If you prefer to give this to someone else, please let us know and we will be 
happy to send you an e-gift card. 

* This is the total value of the gift certificate, not the dollar amount that the customer 
actually paid 

 
ADD CUSTOMER INFORMATION TO BLACK FRIDAY TRACKER (this is found in your 
“OFFICIAL: STUDIO” folder) 

 

 

HOW TO TRANSFER THE GIFT CARD FROM THE ORIGINAL PURCHASER TO 
ANOTHER PERSON.  (IF IT IS BEING SENT TO SOMEONE AS A GIFT)  

1. Go to the digital gift card document, fill out all information: customers name, 
amount, customer ID#, etc. The gift card template is found in your “OFFICIAL: 
STUDIO” folder. 

a. The customer ID number can be found in JR at the bottom left-hand 
corner of the account. See image below. 

b. If the person buys more than one gift card, add A, B, C to the end of the 
Customer ID#.  



2. SAVE A COPY OF DIGITAL GIFT CARD AS A .PDF (VERY IMPORTANT, SO 
THE CUSTOMER CAN’T REUSE IT).   

3. Title the PDF in this format: John Doe Gift Card $500  

 

 



 

 

 

4. Email the gift card to the purchaser (make sure it has ID number) 
5. When the new customer is ready to use the gift card, have them register for a 

class, and then transfer the credit from the original purchaser to the new 
customer.  Make sure to remove the gift card credit from original purchaser's 
account. 

6. Make detailed notes in the "misc" section about who the credit is going to and 
post a FEE on the transaction page for the value of the CREDIT with a note that 
it is being transferred to (name of person). This will bring the balance to zero 

7. Put the credit into the recipient's account using the method above. Include the gift 
card number (which is the purchases ID number) and name of the purchaser as 
well. 

 

 

 

 

 



PYOP Gift Card Processing 
HOW TO PROCESS BLACK FRIDAY GIFT CARDS FOR PYOP 

1. Run the customer’s credit card as normal in JR (same as for ART) 
2. DO NOT ISSUE A CREDIT IN JR.   Instead, you will send them a Digital Gift 

Card.  
 
 
FILL OUT THE DIGITAL GIFT CARD 

1. Go to the digital gift card document, fill out all information: customers name, 
amount, customer ID#, etc. The gift card template is found in your “OFFICIAL: 
STUDIO” folder. 

a. When you type in the amount on the customers gift card, REMEMBER:  
i. If they paid $100, they receive $175 
ii. if they paid $75, they receive $100  

b. The customer ID number can be found in JR at the bottom left-hand 
corner of the account. See image below. 

c. If the person buys more than one gift card, add A, B, C to the end of the 
Customer ID#.  

2. SAVE A COPY OF DIGITAL GIFT CARD AS A .PDF (VERY IMPORTANT, SO 
THE CUSTOMER CAN’T REUSE IT).   

3. Title the PDF in this format: John Doe Pottery Gift Card $175 

 

 



 

 
 
HOW TO SEND AN EMAIL CONFIRMATION TO THE CUSTOMER 

Copy and paste the paragraph below: 
 

Thank you for your Black Friday purchase at Cordovan Art School.  Your gift card is 
attached to this email.  
 
 
 
ADD CUSTOMER INFORMATION TO BLACK FRIDAY TRACKER (this is found in 
your “OFFICIAL: STUDIO” folder) 



 

 

 
REDEEMING GIFT CARDS: 

1. When the customer redeems their gift card, please mark it off on the tracker so 
you know it has been used. 

2. Notify your staff about the gift cards, so that they are prepared to accept them 
when a customer redeems it. 


