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Gift vouchers
How to set up the gift vouchers your till sells, and how to look up any
voucher, its balance and where it was spent.

Screenshots taken on a demo store at app.posso.co.uk, 11 October 2026. Your menu, staff, printers and prices will be different.

The short version

Go to Settings, then Payments, then Gift Vouchers.
Tap NEW TYPE  to add a voucher type, such as a cash voucher or a set package like Pie & Wine.

Search any voucher by code, name, phone or email to see its balance and history.



1 Open Gift Vouchers

From the Dashboard, tap Settings  in the left-hand menu. Company Settings opens with its own menu down
the left.

Open Payments and tap Gift Vouchers. At the top are your Voucher types. Below them are three totals:
Total issued (all time), Outstanding balance (what customers can still spend, with the number of active
vouchers) and Vouchers in DB, the total count.

Tip. The outstanding balance is money you have taken but not yet earned. It is worth checking at month end.



2 Add or edit a voucher type

Tap NEW TYPE , or the pencil on an existing type. The bin deletes a type.

Name: what staff see on the till, for example Cash Gift Voucher.
Quick-pick amounts: comma separated, for example 10, 20, 50. For a set package use one amount, such
as 24.95.
Allow custom amount: staff can type any value when they sell it.
Full redemption only: the voucher must be spent in one visit, with no balance left over. Use this for
packages such as Pasta & Prosecco.
Active: inactive types are hidden on the till.

Tap SAVE , or CANCEL  to leave it unchanged.



3 Find a voucher

Type a voucher code, customer name, phone number or email into the search box. Use All, Active, Redeemed
or Voided to filter the list. Each row shows the code, the customer, the starting value, what is left and the
status.



4 See its history

Tap the eye icon on a row. The voucher card shows the owner, phone, starting and remaining value, type,
status and any notes, with a Redemption history list of each time it was used, when and by which staff
member.

Tip. The cross icon beside the eye voids an active voucher. Only void a voucher you are sure should no longer be
spent.

If something is not right

A voucher type is missing on the till Edit the type and tick Active.

A customer wants to spend part of a
package voucher

Package types with Full redemption only must be used in one visit.
Use a cash-value type for vouchers that can be spent over several visits.

A customer has lost their code Search by their name, phone or email.



Need a hand? Call Posso support free on 0808 175 3956, Monday to Friday, 9am to 9:30pm, or see posso.co.uk/support. More
guides: posso.co.uk/downloads.


