
V1.0
18 May 2020 www.backmylocals.com An Afferent Software Product

How to use the Merchant Portal

BACK MY L    CALS



CONTENTS

02  OVERVIEW

02 LOG IN

04 PERFORM A REDEMPTION

07 VIEW AND EXPORT GIFT CARDS 

09 VIEW AND EXPORT REDEMPTIONS

01



Back My Locals offers a web portal where merchants can log in to perform gift card redemptions 
for gift cards sold through the Back My Locals website. Merchants can also view (and export) the 
list of sold gift cards as well as view (and export) the redemptions performed. This document aims 
to familiarize Merchants with how to use merchants.backmylocals.com.

1. Browse to https://merchants.backmylocals.com/

2. Enter your email and password (provided to you via email when sign up was completed).
Click Sign In.
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OVERVIEW

LOG IN
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LOG IN
3. If you entered your details correctly, you are taken to the Dashboard page.
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PERFORM A REDEMPTION
1. Click on the Make Redemption link in the top menu, or on the Make Redemption button

on the Dashboard.

2. Enter a gift card code and click Validate Code.
3. The gift card code is validated and you are presented with a screen showing the current

balance and the original value of the gift card.
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4. Optionally enter a total transaction amount or leave the �eld empty and click Continue.

Total transaction amount: you have the option to enter a total transaction amount. For
example, the customer is buying items worth R100.00 and is using the R20.00 gift card to
pay for part of the transaction. You would now enter 100.00 on this screen before selecting
Continue to proceed with the redemption.

5. Enter Store Location (optional), Customer email (optional), Customer phone (optional),
Transaction ID (optional) and review the Redemption Value before clicking Make
Redemption.

The Transaction ID is an optional �eld. You can use it if you have a reference on one of your
existing systems that you want to keep track of as part of the gift card redemption.
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PERFORM A REDEMPTION
6. Your redemption is now complete.



VIEW AND EXPORT GIFT CARDS

1. Click on the Gift-Cards link in the top menu, or on the View Gift-Cards button on the
Dashboard.

2. On the Gift Cards page you can view the complete list of Gift Cards or search for a speci�c
Gift Card Code. In the table you are able to see the total value, remaining balance and expiry
date for each gift card.

07

https://merchants.backmylocals.com/gift-cards
https://merchants.backmylocals.com/gift-cards


3. The list of gift cards can also be exported and downloaded by clicking on the Export Data
button. Select a date range and click Export Data.

4. Once your �le is ready to download, you can click on Download �le to save the �le to a
location on your computer.
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1. Click on the Redemptions link in the top menu, or on the View Redemptions button on the
Dashboard.

2. On the Redemptions page you can view the complete list of redemptions performed so far.

3. The list of redemptions can also be exported and downloaded by clicking on the Export Data
button. Select a date range and click Export Data.

VIEW AND EXPORT REDEMPTIONS
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4. Once your �le is ready to download, you can click on Download �le to save the �le to a
location on your computer.

VIEW AND EXPORT REDEMPTIONS
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