IT°’S EASY! Follow these steps to issue Main Street Money certificates

0 OPEN Conpoto.com and click “Conpoto 2.0” on top left.

@& conpoto.com

L Contact Us iz Our Story # Resources

ﬂconpoto

Homea Community Tools Merchant Tools Event Tools Case Studies In The News

We streamline ana faciitate local commerce.

9 LOGIN: Enter email: yourhotellogin@gmail.com
& password: yourhotelpassword

& apps.conpoto.com/account/login

ﬂconpoto

yourhotellogin@gmail.com

yourhotelpassword

Forgol your password?

By logging into Conpoto you understand that you will be registered
in accordance with our Privacy and Merchant Terms of Service.



e Once logged in, click the “Send Gifts” dropdown button
on top left, then select “Mail Certs”

@ apps.conpoto.com/dashboard

Send Gifts = Activity ~ Reporting ~ Administration = Help

Print Certs 04/02/23 - 06/30/23

$ Certificates
$ Certificates Issued ’ Community Circulation
Redeemed

$0 $0 $0

O Please ignore Step 1 (Choose Email List) and Step 2 (Enter Message),
and proceed directly to Step 3 (Choose Certificate).

@ apps.conpoto.com/mailcerts
Send Gifts = Activity = Reperting = Administration = Help

Send Certs to Email List

1, Choose Email List
Email Name

- Please select -
test@test.com Test User n
Select the C8V liat af amail addressea to s ean kb

brary, Format: Email, Name

2. Enter Message

3. Choose Certificate

Item Price Oty
Hotel Certificates $25 4
@test.com Test User
Order Total $100.00
Available Credit $8,133.00 Enter Hotel Reservation # Here

Send Certs



Enter Certificate Quantities:
Two Nights Stay = Four (4) $25 Certificates for total of $100

@ apps.conpoto.com/mailcerts#

Send Gifts = Activity = Reporting ~ Administration = Help

Send Certs to Email List

1. Choose Email List
Ernail Narme
- Please select -

test@test.com Guest Name n
Selact the CSV lat of email ad

s can be uploaded 1o the File
ar

brary, Format: Email, Mame

2. Enter Message

3. Choose Certificate

em Price

Hotel Certificates 525
test@test.com Guest Name

Order Total

Enter Guest’s Hotel Reservation # Here

Available Credit

e Enter Guest Name and Email. Fill out the email and name of the Main Street
Money recipient. Enter the guest’s hotel reservation number into the “Order
Reference #” field. NOTE: Please ensure you are completing this step every
single time. Next, click “Add” just to the right of these fields.

& apps.conpoto.com/mailcerts#

Send Gifts = Activity = Reparting = Administration = Help

Send Certs to Email List

1. Choose Email List

Email Name
- Please select -
test@test.com Guest Name n
Select the CSV list of email addresses to use. This can be uploaded 1o the File
brary, Format: Email, Name, Piaase do nat add column headar

2. Enter Message

3. Choose Certificate

tem Price Oty

Hotel Certificates 525 4

test@test.com Guest Name
Order Total 5100.00
Awvailable Credit $8,133.00 Order Reference #




a CLICK “Send Certs” to disburse funds

@ apps.conpoto.com/mailcerts#

Send Certs to Email List

1. Choose Email List
Email Name

~ Please select -
test@test.com Guest Name
Select the TSV list of amaill addresass 1o wse. This can be uploaded 1 the File

Library, Format: Email, Mame, Please do not add calumn headars

2. Enter Message

3. Choose Certificate

em Price Qty

Hotel Certificates $25 4
test@test.com Guest Name

Order Total $100.00

Available Credit $8,133.00 Enter Guest’s Hotel Reservation # Here

V.

e SUCCESS! Once you see the “Submit Complete” popup, you have
distributed Main Street Money to the guest successfully.

@ apps.conpoto.com/mailcerts#

Submit Complete

The certificates have been queued to send to the recipient(s).




e FINAL STEP Click “Activity” on top left-hand side, then click “View
Orders” to confirm order went through successfully and that the guest’s
email is correct. From this screen, you can view, edit, print, void or resend
certificates. NOTE: It may take a minute for this new order to appear.

@ apps.conpoto.com/orders

Send Gifs = Reporting = Administration = Help ;
Orders
Search:
Purchase Order Order
Community Order Date Sender Recipient Type Status Total Action

City of Renton  4/20/2023 11:15 AM  YOURHOTELLOGIN@GMAIL.COM test@test.com Business i



