
Adding and Searching Rewards Members 
Adding customers to the Rewards program is a several step process.  

Starting from the main sales screen, be sure you are selecting “Sales” to 

start the sale.  

 

Before you can do anything else, add any items to the sale, the Rewards 

Member screen will pop up. 

 



If for some reason this screen does not open when you select “Sales” or 

you accidentally dismiss the screen or if the customer decides later on 

during the sale to sign up, you can always pull this screen back up by 

selecting “Customer” from the Sales screen.  

 

From the Member Management screen, before adding any of the 

information, you will need to select “New” on the right side of the 

screen: 

 



From “New” it will give you two options, select “Select Club”: 

 

This will take you to the Club Selection screen.  

There is only one option (B2 Rewards). Just select “OK”: 

 

 

 



You’ll see that the Club has been added and then you can enter in the 

customer’s information: 

 

You will want to enter in the following information for the customer:  

o Mobile Phone Number 

o Name 

o E-Mail 

o Date of Birth 

o Zip Code.  

Do not enter any dashes when entering in the Phone Number.  

If they do not want to give their Email Address, please enter 

111@111.com instead. 

If they do not want to give you the year for their birthday, you can enter 

the Month and Day and the system will default it to the current year.  

 

 

mailto:111@111.com


Once the information is entered select “Save”: 

 

This will enter the Account No. There is still one more step before you 

can move on. You will need to select a card for the member.  

Select “Select New Card” at the bottom of the screen: 

 

 



This will take you to list of Card Numbers.  

It will automatically select the next available card. You just need to select 

“OK”: 

 

It will ask you if you want to assign the card to the member. Select “Yes”: 

 

 

 



That completes everything you will need to add the member. You can 

now select “OK”: 

 

This will take you back to the Sales screen where you can see that the 

member has been added to the sale: 

 

 



If a customer is already a member of the Rewards program, you can look 

them up by their phone number from the Member Management screen.  

Be sure not to add any spaces or dashes when entering the Phone 

Number. Once you enter it, select search: 

 

It will auto fill with the information associated with the phone number 

you entered. Once you have confirmed the information is correct with 

the customer, select “OK” and it will add them to the sale: 

 


