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Introduction & Installation 
 
Instant Loyalty an Introduction 
 
Instant Loyalty (integrated customer loyalty & marketing system) 
This database driven customer relationship management system has been developed for retail, 
hospitality, leisure and similar applications where there is a need to capture information about 
customers and their spending habits. 
The system enables the smaller operator to compete on equal terms with the majors and attract 
business from them. Low cost magnetic cards are used to capture information on the customer 
when the card is swiped through the terminal. 
 
There are TWO concepts to Instant Loyalty:- 
 
Concept 1 - CRM 
CRM (Customer Relationship Management) is the way to keep in touch with your customers. Most 
major companies now have their own CRM departments, advising customers’ of their 
latest special offers, products and services etc… 
 
 
Concept 2 - Loyalty 
It is possible to award Loyalty Points on purchases made within your business, depending 
on spending thresholds and Loyalty Scheme types. Your customers may then redeem points gained 
against the purchase of goods and services. 
 
 
Here is a summary of features that can be found within Instant Loyalty:- 
 

• Award Loyalty Points on purchases made at the point of sale. 
• Let your customers redeem their points at the point of sale, against purchases. 
• Produce Special Offer / Discount Vouchers that customers can use at any of your outlets. 
• See when your customers are visiting your establishment. 
• See how much your customers are spending. 
• See what your customers are purchasing. 
• Communicate with your customers via:- Mail, email, SMS “Text” messaging 
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Minimum System Requirements for Instant Loyalty 
 
Although we have specified a minimum system requirement, you may find that Instant loyalty can 
run using hardware with a lower specification than the below, although this is possible we do not 
recommend this, as it will make the system very slow. If your equipment exceeds this specification, 
you will find all software faster and more responsive. 
 

• Pentium class computer running at 133mhz or faster 
• 64 MB RAM 
• 2 GB Hard drive 
• A graphics card and monitor capable of 800x600 pixels in 16bit colour 
• CD-ROM drive 
• A suitable backing up device 
• Microsoft Windows 95 or Later/Windows NT4 or later 
• Pentium class CPU or higher 
• Microsoft Word 97 or later 
• A suitable printer, configured and installed as the default printing device 

 

 
Specifications 
 
Target Operating Systems                        Windows 95, 98, ME, XP Home/Professional, NT4.0 (with at 

least SP3), and Windows 2000* 
Database Engine                   Microsoft Jet 3.51 
Database Type                                          MDB (compatible with Microsoft Access 2000 or later) 
Sales Data Recording Type                      By date as opposed to fixed periods 
Maximum Database Size                          2Gb (on windows 98 or earlier) 
Reporting Engine                           Crystal Reports V8 MR1 
Copy Protection Type                               Hardware Dongle plugs into parallel or USB port 
Target Environments   All types 
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Explanation of Files 
 
Under the Instant Loyalty route (Usually C:\Program Files\Fidelity Systems\Instant Loyalty) 
 
File Name                                               Description 
Instant Loyalty.exe                 The main application 
*Server.exe                                             The server application  
Serverdb.mdb                                        Holds sever settings 
Instant loyalty.log                                  Instant Loyalty’s system log 
*server.log                                              Records all the actions  
Mnxxdwd.dll                                          Dongle reading functions dll 
Findfile.avi                                              Animation used when number crunching takes place 
 
 
Under the Data directory 
Loyalty data.mdb                                 Stores all the customer, field, dropdown, scheme and sales       
                                                                Information. 
 
Under the Export directory  
*.doc                                                      Stores all the letter/documents that you have chosen to                                  
                                                               Mail merge. 
 
Under the Filters directory 
*.FDL                                                       Filters that have been created via Instant Loyalty 
 
Under the Letters directory 
*.doc                                                      Letters that have been created for use with Instant Loyalty  
 
Under the pictures directory 
*.*                                                          Customer pictures that are being used in Instant Loyalty 
 
Under the Reports directory 
*.rpt                            Predetermined crystal reports 
 
Under the SMS directory 
*.SMS                                                     SMS text messages that can be used via Instant Loyalty 
 
Under the Vouchers directory 
*.doc                                                     Vouchers that have been created to work with Instant Loyalty
  
 
Under the C:\Program Files\Common Files\Fidelity Systems 
Security.dll                          Dongle reading functions dll 
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Installing Instant Loyalty 
 
Important Notes 
 
Before installing Instant Loyalty please ensure you have performed the following:- 
 

1. If you are using NT4 make sure you have installed Service Pack 4 or greater. 
 
2. If you are using NT, 2000 or XP make sure you are logged on as administrator or you have 

administrative privileges. 
 

3. Make sure all other applications are closed down. 
 

4. Ensure your system is correctly configured for your country. To determine this go to the control 
panel and click on the regional settings icon. Here you will be able to determine the way 
programs show dates, times and currency etc. (Please contact your software vendor if you 
require assistance with changing these options). 

 
CD ROM Installation 
 

1. Insert the Instant Loyalty CD into your CD-ROM drive. 
 
2. The CD should automatically begin the installation for you, however if you have changed this 

utility or the CD doesn’t run when you put it in the drive then click on Start and select Run, 
type ‘D:’ (where d = your CD ROM drive letter) double click on the fidelity.exe icon. 

 
3. To complete the installation of the software you must follow a number of on-screen 

instructions. The screen shots over the next few pages will guide you through the installation 
process. 

 
 

Step One 
 
This Screen displays which 
program that you are 
about to install.  
 
Click Next > to continue. 
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Installing Instant Loyalty continued:- 
 

Step Two 
 
Please take time to read the 
License Agreement. 
 
If you accept the terms of the 
license then, select the 
appropriate option.  
 
Click Next > to continue. 

 
 
 
 
 

 
 
 
 
 
 
 
 

Step Three 
 
By Default Instant Loyalty Installs 
to C:\Program Files\Fidelity 
Systems\Instant Loyalty\. 
It is recommended that this is 
kept the same. 
 
If however you do need to 
install to a different folder click 
on Change. This will then allow 
you to browse your computer 
for the folder you desire. 
 
Click Next > to continue. 
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Installing Instant Loyalty Continued:- 

 
Step Four 
 
If you are planning to use 
Instant Loyalty over a network 
please specify where you 
would like the data to be 
stored, otherwise click Next > 
to continue. 

 
 
 
 

Step Five 
 
This screen allows you to select 
the program features that you 
want to install. Select typical to 
install the default program 
features that are needed to 
run Instant Loyalty and click 
Next > to continue. 
 
OR 
 
If you are installing instant 
loyalty to run with a Cash 
register or an Cipher terminal 
then click on Custom install 
click Next > to continue. 
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Installing Instant Loyalty Continued:- 

 
Step Six 
 
If you have chosen a custom 
install then this screen will be 
displayed. Select the program 
features that you wish to install 
then click Next > to continue. 

 
 
 
 

Step Seven 
 
The files that you have chosen 
to install will be displayed on 
this screen. It will also display 
how much memory is required 
for the application to install. 
Click Install to initialise the 
installer continue. 
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Installing Instant Loyalty Continued:- 
 

 
 
 
 
 

  
 
 
 
 
 
 
 
 

Step Eight 
 
The progress screen will be 
displayed whilst Instant 
Loyalty installs. 
 
 

Step Nine 
 
Click Finish to finalise the 
installation. 
  
Before you use the 
program you will be 
asked to restart your 
computer. 
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The Dongle 
 
If you have purchased a full copy of Instant Loyalty you should have been supplied with a Dongle.  
 
The dongle is a security device – similar to a key, which will unlock the Instant Loyalty software. 
Without this, the software will revert to a demonstration package and will only allow you to add 20 
customers to the system. With the dongle plugged in, Instant Loyalty will be fully registered, and you 
will have a unique card prefix number that is assigned to every copy 
ensuring that cards are not interchangeable between installations. 
 
The Dongle needs to be plugged into the back of you PC. There are two different types of Dongle 
available one will plug into a parallel printer port (LPT) and the other will plug into a (USB) port.   
It is purely the customer’s preference which type of dongle is used. NB: This must be specified at the 
time of ordering. 
 
N.B. Some printers, namely HP printers, may not be able to operate correctly when plugged into the 
back of the (LPT) Dongle. In this case, it is advisable to either use a USB dongle or get in touch with 
your computer manufacturer, and have a second printer port installed, so that the Dongle can be 
plugged into one and the printer into the other. 
 
If you are going to run Instant Loyalty on more than one computer, then you must purchase a 
Dongle for each PC. 
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Initial Setup 
 
Planning and Preparing of the System 
 
To maintain an effective loyalty system, a bit of thought needs to go into setting up. Remember 
once you have got live membership data, it would be very difficult (and a pain in the neck for the 
member) to go back to your members and ask for more information. So, plan everything out on 
paper first! 
 
What do you want your user fields to be? 
 
Decide what you require to know about your members when they fill in the  
application form. Take some time over the user fields and especially the Combo’s, because when 
you search for your data later, the use of drop down lists will increase the accuracy of the search 
 
What Schemes do you want to offer? 
 
Each member can be grouped into a scheme. A scheme allows you to give X amount of points for 
every pound spent. You can also enforce a minimum spend within any one sale; once they reach 
this minimum spend, they will gain points on the total value of the transaction. 
 
NB. 1 point = 1 pence upon redemption 
 
There are 5 different ways of calculating how many points are awarded: 
 
Points from whole pounds only 
This means that you will only be awarding points on every whole pound spent. For example, if you 
have set the system to give 5 points back for every whole pound spent and the sale value was £5.99, 
then your point’s value would be 25. 
 
Points from whole pound with pence rounding 
The difference between this and the previous way is that before the points are calculated, if the 
pence value is 50p or greater then pounds value is increased 
by one. Therefore if the scheme is set up to give 5 points back for every whole pound spent and the 
sale value was £5.99, then your point’s value would be 30. 
 
Points as % of sale value 
As the title suggests, points will be calculated by taking a percentage of the total sale value. For 
example, if the percentage value is set to 10 and the sale value is £5.99 then the point’s value would 
be 59. 
 
Points from every whole N spent 
This is calculated in the same way as the ‘Points for every whole pound spent’ option, however you 
can alter the N value to be say, 50p (points for every whole 50p spent). Therefore if the scheme is set 
up to give 5 points back for every whole pound spent and the sale value was £5.99, then your 
point’s value would be 11. 
 
Points from full sales value 
The Pound part is calculated in the same way as the ‘Points for every whole pound spent’. The 
pence however are calculated as a percentage of the points per pound. 
 
Example: 
Points per pound = 5 Sale value = £5.25 (So points for £5.00 = 25) 
Points for 25p = 25 x 5 (points per pound) =1.25 rounded down= 1 
Therefore Total Points Gained is = 26
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Planning and Preparation Continued:- 
 
You can have as many points schemes as you like, each with their own minimum spend and points 
per pound. The only limit is the time you want to spend inputting schemes! 
 
Example Schemes: - 
 
Gold Card Scheme: Get 10 points for every £1 spent, but have to spend at 
least £3.00 
 
Silver Card Scheme: Get 5 points for every £1 spent, but have to spend at 
least £2.00 
 
There are other questions you need to ask yourself when designing the schemes: 
 
Do you want to give an uplift value if the customer re-charges their card with an amount of money? 
 
Because Instant Loyalty can be configured for use in a cashless environment, you may want to 
reward your customers by adding a percentage on top every time he/she deposits money on their 
card. 
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Running Instant Loyalty for the first time 
 
For ease of use it is recommended that you have prepared what cards you would like to create, any 
additional fields and dropdowns you would like to add and what your point’s schemes are going to 
be. 
 
Upon running the software, you will be prompted to enter a user name and password if you are 
unsure of this please contact your software vendor. When you run instant Loyalty for the first time the 
getting started wizard will be displayed:- 

 
This wizard helps to setup the loyalty system quickly 
so that it is ready for data input. If you do not wish 
to use the wizard click finish. Remember the wizard 
can be used at any point by selecting it from the 
setup menu within instant loyalty. 
 
If you do want to use the wizard click Next and the 
follow the on screen instructions. 
 
 
 
 
 
 
 
 

 
Step one creating cards 
 
Type in the start number and finishing number (For 
example I have had a batch of cards created 
starting at 123450001 and finishing at 1234501000).  
 
NB: you can only create up to 1000 at a time 
 
Once done click next. 
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 Step Two Naming Cards 
 
Default Name: You can issue a name to the batch 
you are creating. This can be useful so try and use 
a meaningful name (Such as Bronze, Gold, or a 
Date).  
 
Expiry Date: You can also enter a default expiry 
date to the batch of cards. This can always be 
changed at a later date. When finished click next 
 

 
 

Step Three creating fields 
 
Each member has the standard fields, First name, 
Last name, Address, Post Code, etc. However you 
may wish to add new fields that are relevant to 
your business. For example: Favourite Drink, Sport, 
Food, Spouses birthday, etc. There is no limit to 
how many fields you may add. 
 
Field Name: Type a relevant description of your 
field under Field name. (For example, favourite 
Sport) 
 
 
 
 
 

Field Type: The field type determines what can be inputted, if you select Text, anything can be 
entered, selecting number will only allow whole numbers to be entered, Date only allows date and 
time. The types you can select are; Number (whole), Currency, Text, Date, true/False.  
 
Field Length: The field length allows you to limit the amount of characters that can be entered 
(Example 5, max characters xxxxx). 
 
When you have finished entering your field details click next. 
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Step Four Fields Continued:- 
 
Default Value: You can specify a default value, 
which will be entered automatically for each new 
member created unless it is changed manually. 
 
Input Required: By specifying if an input is required, 
you can force the data inputter to enter 
something for this field. 
 
Dropdown List: A dropdown list is a list of default 
values that the data inputter selects from. This can 
make data inputting quicker and easier. If you 
would like to create a drop down list for this field 
set this to yes. 
 
When you have entered your information click 

next. 
 
 

Step Five, creating dropdowns 
 
If you wish to create a drop down list for your field 
then click on the button which says, “To create a 
drop down list for this field click here”. 
 

 
 
Step Six, creating dropdowns continued:- 
 
A blank dropdown list will then be displayed for 
your field to add a new drop down to the list click 
“Add a dropdown to the list”. 
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Step Seven Drop downs continued:- 
 
You will then be prompted to type the name of 
your dropdown. Enter the name then click OK. 

 
 
 

Step Eight Dropdowns continued:- 
 
You will then be taken back to the first screen 
where you will see your dropdown has been 
added to the list. To add another drop down 
repeat steps 6 to 7. 
 
When you have finished creating your full list of 
dropdown’s click next. 
 

 
 
Step Nine Creating Schemes 
 
Every member of your system must be in a 
scheme, the scheme determines how much the 
member can gain, minimum spend before gain, 
how the gain is calculated and whether or not 
they can advance to a new scheme or drop a 
scheme. 
 
NB: If you are allowing members to advance/drop 
schemes, start with the best scheme first (i.e. gold) 
 
Scheme Name: Enter an appropriate name for 
your scheme here. I.e. Gold. 
 
 
 

Card Re-Value uplift: Because Instant Loyalty can be configured for use in a cashless environment, 
you may want to reward your customers by adding a percentage on top every time he/she deposits 
money on their card. If this is the case enter the percentage here. 
 
Calculate points for this scheme: This option determines whether points are issued for this scheme. If 
this option is ticked when you click next you will be taken to the points calculation screen. 
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Step 10 Points Calculation 
 
Calculation Method: There are 5 different ways of 
calculating how many points are awarded; Points 
from whole £1.00 only, Points from whole pound 
with rounding, Points as % of sales value, Points 
form whole N only, Points from full sales value. 
Select the appropriate option. For further 
information on how these calculations work see 
page Error! Bookmark not defined.. 
 
N=: If you have chosen to use the calculation 
method that use points from whole N, use this 
option to specify the value of N. If any of the other 
calculation methods have been selected then this 
will be defaulted to 100(£1.00). 
 

Points awarded for every ‘N’ Spent: Enter how many points you want to be awarded per ‘N’. 
 
Minimum Spend: Here you can specify how much the customer needs to spend before points are 
calculated. 
 
Calculate Points on redemptions: If this option is ticked then points will also be awarded when 
customers redeem there points.  
 
When you have entered the relevant information click next to continue. 
 

Step Eleven Advance Scheme 
 
Advance Scheme To: If this option is ticked then 
the customer can advance to another scheme 
based on a defined threshold. Select from the list 
which scheme you would like the customer to 
advance to. If you do not wish to use this option 
then leave this set to Nothing and click next. 
 
If: To define the threshold you need to say which 
criteria the system needs to look for, you can 
select from Total Spend, Current Points, Date 
Range Spend, and Date Range Points. 
 
Total Spend: Will look at how much the customer 
has spent when they reach a set amount they will 
be advanced automatically to the relevant 

scheme.  
 
Current Points: Will look at how many points the customer has gained when they reach a set amount 
they will be advanced automatically to the relevant scheme.  
 
Date Range Spend: Will look at how much the customer has spent within a given date range. 
 
Date Range Points: Will look at how many points the customer has gained within a set date range.  
 
NB: If you are using date ranges to determine when a customer is going to advance/drop to 
another scheme, then you will need to use Process Schemes option (see page: 37). This option allows 
you to enter your date range and to process the customers into the relevant scheme.  
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Continued on next page:- 
 
Is greater than or equal to: Enter the amount which the customer needs to have to match the 
threshold.  
 
Allow Members to be dropped to the previous scheme from this scheme: If this option is ticked then 
the customer can drop to another scheme based on a defined threshold within a date range. 
 
 

Step twelve Finished? 
 
You have now entered all the necessary criteria 
that is needed to run a successful Loyalty system. If 
you wish to create more schemes or fields using 
the wizard then click on the appropriate option. If 
you have finished entering your information then 
click Finish. 
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Setup/Maintenance  
 
From this screen you can change the way Instant Loyalty behaves.  
 
From Instant Loyalty’s main menu select Setup/Maintenance. 
 
 

 
 
The following screen will be displayed:- 
 
General  

 
Getting Started Wizard 
 
Click on this option and the getting started wizard 
will run. (For further help see page 14) 
 
Import Wizard 
 
The import wizard allows you to import data from 
Total Loyalty (one of fidelity’s earlier products), from a CSV 
file (comma separated value file). If you already have a 
customer database created, and you can export it 
as a CSV file you will be able import the customer 
details it into Instant Loyalty. 
 
 
For options see next page:-
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General Options   
 
General Tab 
 
Click on general options and the following screen will be displayed:- 

 
Secure Login 
 
You can turn off the password prompt by 
un-ticking the Secure Login Screen option. 
This allows you to access Instant Loyalty 
without being asked for a password when 
logging-in. 
 
Quick Address Rapid 
 
As standard Quick Address Rapid is not 
included in Instant Loyalty but if you have 
this facility on your system it can be used 
in conjunction with Instant Loyalty to 
search for addresses by postcode. 
 
Cashless 
 
If this option is enables then the system will 
display local currency for the members 
balance instead of points. 
 
 
 
 
 

Create Cards On The Fly  
 
Allows you to create cards as you add members and allows you the options to change the card 
number. When the box is not ticked you must create the batch of cards. 
 
Use True/False instead of Yes/No 
 
Choose whether your system shows True/False or Yes/No. 
 
Auto Logoff/Exit Software when IDLE for.  
 
For security reasons Instant Loyalty will allow you to set a timer, so that if software has been idle for 
the set amount of time it will automatically exit the software.  
 
Maximum Log file Size 
 
Instant loyalty stores a system log that notes almost every action performed by the user. If you use 
the password system, the system log will show the user of each action along side the date and time. 
Eventually the system log will get too long to be of any use printing or searching. We recommend 
that the log is archived on a regular basis to make the amount of data more manageable. In this 
screen you can set a maximum log file size before it automatically archives. By default this is 
10000KB, this can be altered depending on your needs. 
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General Options Continued:- 
 
Searching Defaults Tab 
 
Click on the searching defaults tab and the screen below will be displayed. This screen allows you to 
set default search subjects that can be used when searching for customers, cards and vouchers. This 
makes the searching option more efficient to your needs. 

 
Search defaults 
 
To change a default click on the down 
arrow under the appropriate search, a 
dropdown list which show’s all of the fields 
available for the database chosen will be 
displayed. To select a field to be a default 
click on it. 
 
 
Search Matchtype 

Use this option to select a default match 
type. On text fields (such as name etc) 
you may use a match type to pull out a 
selection of records. You can select to 
use: -                                                           
Any Part of Field: Will look for the criteria 
entered in any part of the.                 
Whole Field: Will look for fields that match 
the criteria entered exactly.                  
Start of Field: Will look at the beginning of 
the field for the criteria entered. 

 

On numeric fields (such as age, or card number) you may use Greater Than and Less Than to pull out 
a selection of records (NB using these actually produces greater or equals to and less than or equals 
to). 
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General Options Continued:- 
 
Sage Link Setup 
 
Click on the Sage Link Setup tab and the screen below will be displayed. This option is used to 
synchronise the customer database between Instant Loyalty and Sage. This is useful if you already 
have an established customer database in Sage, as this will save you having to re-enter the 
customer’s details in Instant Loyalty as you can import the details from Sage. (*or vice versa) 
 

Username, Password, Test  
 
Enter the username and password that is 
used when logging in to Sage. You can 
test the whether the username and 
password are valid by clicking on the test 
button.  
 
Default Scheme 
 
This option allows you to specify a scheme 
for all customers that are imported from 
sage to be placed in. Schemes that you 
have created in Instant Loyalty will be 
available to select from dropdown list. 
 
Synchronise on Load/Exit 
 
This option allows you so set when the 
data will be synchronised.  
Automatically: Will synchronise the data 
when Instant Loyalty is loaded without 
notice.  
Prompt: Will ask the user if they would like 
to synchronise the customer data when 
Instant Loyalty is loaded. 
Never: Will never synchronise the data. 

Fields 
 
Then you can select which fields in Instant loyalty match with which Sage field.  
 
Direction 
 
On each field you can determine which direction you want the data to be imported/exported, by 
default this is set to Both. Both will export data from Instant Loyalty field into the Sage field and vice 
versa this will keep the two databases completely in synch with each other. Inbound will Import data 
from the Sage field into the Instant Loyalty field. Outbound will export data from the Instant Loyalty 
field into the Sage field. Never will stop data being exported or imported for the field. 
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General Options Continued:- 
 
Networking  
 
Click on the networking tab and the screen below will be displayed. This screen will allow you to 
identify the data path it also gives the options of storing filters and letters/Vouchers on the server so 
that everyone on the network can access them. 
 

To set the data path either click on the 
browse button and search or if the path is 
known type direct into the box. 
 
NB: Use the UNC address for the data 
path. 
 
If you wish to store letters, vouchers and 
filters in the same place then put a tick in 
the appropriate box. 
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General Options Continued:- 
 
Letter Writing 
 
Click on the Letter writing tab and the screen below will be displayed. Instant loyalty has a range of 
predefined letters which can be mail-merged with your member’s details. However you may wish to 
create additional letters that are relevant to your business, this can be done via Microsoft word. 
When you create a letter you will need to include field references so that customer details will 
appear on your letters when mail merged. This screen will allow you to set which fields you want to 
see in your user defined letter, so when you create a letter the fields on the list below will 
automatically be inserted into your word document.  
 

To add fields to your user defined letter 
click on the down arrow, a drop down list 
of available fields will then be displayed. 
Highlight a field from the drop down list 
then click ADD. The field will then be 
added to the list of fields that will be 
inserted in to your user defined letters. 
 
You can alter the order that the fields are 
displayed in by highlighting a field and 
clicking on UP or DOWN until it is in the 
correct position. 
 
To remove a field highlight it in the current 
list and click Remove. This will take the 
selected field from your current list and 
put it back on to the drop down list. 
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General Options Continued:- 
 
New Member Tab 
 
Click on the new member tab and the screen below will be displayed. This screen allows you to 
specify the order in which certain tasks are performed. These tasks are performed when you have 
entered a members details then have clicked on accept. Descriptions of the options available are 
listed below:- 

First Dropdown (Cards) 
Prompt to Add Card: Will prompt you to add a 
card to the member. 
Automatically Add Card: Will add a card to a 
member without notice. 
Choose from a Selection of Cards: Will display 
a list of your cards that are currently on the 
system, you can then select which one you 
would like to assign to the member. 
Never Add Card: Will never add a card. 
 
Second Dropdown (Welcome Letter) 
Prompt to Print/Email Letter will ask you for a 
destination, if you would like to print click 
printer if you would like to email click email 
and type the email address in the appropriate 
box.  
Automatically Print Letter will print a letter for 
this member without notice. 
Automatically Email Letter will email a letter for 
this member without notice. 
Never Print/Email Welcome Letter will never 
print or email a welcome letter. 
 
Third Dropdown (Next Member) 
Prompt to Add another Member will ask would 
you like to add another member. 
Never Prompt to Add another Member will not 
ask if you would like to add another member. 
 

Fourth Dropdown (Opening Balance) 
Prompt for opening balance will ask you to enter an opening balance. 
Never prompt for opening balance will never ask you to enter an opening balance. 
 
Check for duplicate: This option will allow you to search the rest of the loyalty database for any name, 
telephone number and addresses that are the same as the member you are adding this is so you do not create 
duplicate records.  
 
Default welcome letter: Will allow you to specify the location of your default welcome letter 
 
Default email subject: Will allow you to enter a default email subject for your email i.e. Congratulations on 
Becoming a Member of the Boat Club 
 
Email letter as attachment if this option is enabled then your letter will be mailed as an attachment, instead of 
being the main body of the email. 
 
New members are issued: This option allows you to give points upon becoming a member. Simply type the 
amount of points that you would like to issue to new members.  
 
Prompt for expiry date: Will ask you to enter an expiry date for the customer’s membership. 
 
Default expiry days: This option allows you to enter a default amount of days for when the memberships expire. 
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General Options Continued:- 
 
Payment Methods 
 
When you charge a customers card with a value via Instant Loyalty you can enter which payment 
method the customer used. This allows you to report on which payment methods are being used 
when charging cards. This screen allows you to create a list of payment methods which the operator 
can select from when charging a card. 
 

To add a payment method click “Add 
New”. You will then be prompted to enter 
the name of your payment method enter 
the name then click OK. The payment 
method will then be added to the 
available list. 
 
To edit a payment method highlight it in 
the current list and click Edit. This will 
prompt you to edit the current description 
of the selected payment method. When 
finished click Ok to return to the current 
list. 
 
To remove a payment method highlight it 
in the current list and click Remove. This 
will delete the selected payment method 
from your current list. 
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Setup/Maintenance (Fields/Layout) 
 
Click on this tab and the screen below will be displayed. These options allow you to add new fields 
and dropdowns and to change the way they are displayed throughout Instant Loyalty. 
 

 
 
 
Continued on next page:-
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Add/Edit Field Layout 
 
Click on Add/Edit layout and the Screen below will be displayed. The field layout is the order in 
which fields appear on the customer data entry screen.  
 

 
 
On the left hand side of the screen will be a list of fields that are currently not in your layout 
(available fields section). To add a field to the layout highlight the field and drag and drop it on to 
the desired location on the right hand side (actual layout). The Actual layout on the right hand side 
is what you see when you add/edit a member. You can alter the order that the fields are displayed 
in by highlighting a field then use the Move Up and Move Down arrows until it is in the correct 
position. 
 
If you want to remove a field from the actual layout highlight the field and drag and drop it back to 
the available fields section. 
 
Once you have finished creating your layout click on save and exit. The layout will now be saved 
and you will be returned to the previous screen.  
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Screen layout 
 
Click on the Screen Layout icon under the Setup/Maintenance screen and the screen below will be 
displayed. This screen allows you to determine the layout of your customer database main screen.  
 

 
 
On the left hand side of the screen will be a list of fields that are currently not in your layout 
(available fields section). To add a field to the layout highlight the field and drag and drop it on to 
the desired location on the right hand side (actual layout). The Actual layout on the right hand side 
is what you see when you add/edit a member. You can alter the order that the fields are displayed 
in by highlighting a field then use the Move Up and Move Down arrows until it is in the correct 
position. 
 
If you want to remove a field from the actual layout highlight the field and drag and drop it back to 
the available fields section. 
 
Once you have finished creating your layout click on save and exit. The layout will now be saved 
and you will be returned to the previous screen.  
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Field Maintenance 
 
Each member has the standard fields, First name, Last name, Address, Post Code, etc. However you 
may wish to add new fields that are relevant to your business. For example: Favourite Drink, Sport, 
Food, Spouses birthday, etc. There is no limit to how many fields you may add, but remember take 
some time deciding which fields you are going to use. Click on this option and the screen below will 
be displayed. 

Add Field 
 
To create a new field click 
the Add Field button.  
 
Field Name: Type a relevant 
description of your field 
under Field name, for 
example, favourite Sport. 
NB: Characters such as 
'`#~!"$%£^ cannot be used. 
  
Field Type: The field type 
determines what can be 
entered into the field. By 
specifying a type you can 
help stop human input 
errors, the different types 
are:- 
 

 
Number -Allows user to input numbers only! 
Currency -Allows user to input monetary value only. 
Text -Allows user to input anything apart from illegal characters. 
Date -Allows user to input dates only. 
True/False -Allows user to input true or false only. 
 
Field Length: The field length allows you to limit the amount of characters that can be entered 
(Example 5, max characters xxxxx). 
 
Default Value: You can specify a default value, which will be entered automatically for each new 
member created unless it is changed manually. 
 
Input Required: By specifying if an input is required, you can force the data inputter to enter 
something for this field. Setting this box to No allows the field to be left blank.  
 
Dropdown List: Each field can have a dropdown list. A dropdown list is a list of default values that the 
data inputter selects from. For example, Member Title will generally be Mr, Ms, Mrs, Miss, Master etc, 
so when you are asked the question you will be prompted with a choice instead of typing. This can 
make data inputting quicker and easier. If you would like to create a drop down list for this field set 
this to yes (this option can be changed at any time). 
 
Please note: Once a field has been set up it cannot be edited, apart from the drop down list option, 
so make sure you have entered all necessary information. 
 
Delete Field 
 
To delete a field, highlight the field you wish to delete, and then click the Delete Field button. A 
warning will then be displayed stating that all data in that field will be destroyed and filters that 
reference this field will not work until the offending field is removed from the filter. Click yes if you 
want to proceed.   
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Dropdowns 
 
Each field can have a dropdown list. A dropdown list is a list of default values that the data inputter 
selects from. For example, Member Title will generally be Mr, Ms, Mrs, Miss, Master etc, so when you 
are asked the question you will be prompted with a choice instead of typing. This can make data 
inputting quicker and easier. Note: To create a drop-down menu for a field, the field must be firstly 
be set up to allow drop-down menus. Click the Dropdowns button and the following screen will be 
shown: - 
 

You will notice that the Title 
field is already present, and 
lists of its dropdown items 
are visible. You can add 
and remove dropdown 
items for the member title to 
suit your business needs. 
 
Add Item 
 
To add a new item to your 
dropdown list, highlight the 
field that you are creating 
the dropdown list for then 
click Add item.  Click in the 
“Item” box and enter the 
name of your item. Click 
save and the item will be 
added to your dropdown 
list.  

 
When you have finished creating your dropdown list you can sort the items in to a different order. For 
example, if you have created a field called favourite sport, and the drop downs horse racing, golf, 
and cricket, but wish to change the order to cricket, horse racing and golf. You can do so by 
clicking the Edit Item(s) button, then highlight the item you want to move then use the Move Up and 
Move Down arrows until it is in the correct position.  
 
Delete Item 
 
If you wish to delete an item from a dropdown list first highlight the relevant field, so that the 
dropdown list for that field is displayed, then highlight the item in the dropdown list and click on 
“Delete Item”. 
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Setup/Maintenance (Security) 
 

 
From the security tab you can setup Instant Loyalty’s 
security options. Using the security of Instant Loyalty 
will help you keep an eye on use (misuse) of the 
system. Most events on the system are recorded in 
the system log, and when passwords are enabled, 
Instant Loyalty inserts the users name against each 
action performed. In addition to that, certain 
functions and screens will prompt for the user to re-
type the password before execution.   
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Continued on next page:-



 

 34

Operators instruction manual               instant loyalty 
 
User Admin 
 
There might be some details or actions that you may not want a user to see or do, such as editing 
filters or accessing screens that affect the way that Instant Loyalty runs. The section allows you to 
determine which users can access which screens and information. Click on the User Admin button 
and the following screen will be displayed:- 
 

Add New User 
 
To create a new user 
click on add new user. 
You will be prompted to 
enter a user name. 
Enter the name of the 
user and click ok. You 
will then be asked to 
enter a password for the 
user once done click ok. 
The new user will now 
be created. 
 
 
 
 
 
 
 
 
 
 
 
 

Security Options 
 
Determine what the new user can/cannot access. When a box on the screen is ticked this means 
that the current user has access to the relevant information. To deny access make sure there is no 
tick in the box next to the screen description. Access Rights determine the field access (which fields 
the user can edit/see). There are three levels to choose from. These must be setup first under Field 
Security (see page 35). When you have finished editing your security options click Save Changes to 
update the user’s settings. 
 
Delete Current User 
 
Select the user that you want to delete from the dropdown list, and then click on delete current user. 
 
NB: You can also change passwords by clicking on the Password box and typing in a new one. 
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Field Security 
 
Field security will allow you to restrict access to the editing of fields. There are three levels in this 
screen which can be setup with different access rights. Click on this icon and the following screen 
will be displayed:- 

                                                                                                                 
Select which level you wish to adjust from the drop 
down list. Then using the tick boxes enable/disable 
fields. You can also use the All button to enable all 
the fields, or the None to disable all the fields. If a 
field has been disabled the user will not be able to 
view it in the customer edit screen. Note: You cannot 
change the name of a level. 
 
Once finished click exit and you will be asked if you 
wish to save the changes you have made click yes 
and you will be returned to the previous screen. 
 
To apply these restrictions to users see User Admin. 
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View Log File 

Instant Loyalty stores a system log that notes almost every action performed by the user. If you use 
the password system, the system log will show the user of each action along side the date and time.  

This screen lets you search through the current log, to do this simply right click on the log and click on 
search. You will then be prompted to enter your search criteria. The search will then take you 
through the log highlighting all the parts that match the criteria entered. 

From this screen you can also copy part or the full log to the windows clipboard.  This can be pasted 
into other applications such as note pad or word for printing. To do this highlight the relevant part of 
the log, right click and select copy. Then open your preferred application and paste it into. 

Example screen:- 
 

 
 
Eventually the system log will get too long to be of any use. We recommend you archive the log on 
a regular basis to make the amount of data more manageable. The Log can be set to 
automatically archive when it reaches a certain file size (see General options). You can also manually 
Archive the Log file from this screen to do this click on the Archive button located at the bottom of 
the screen. The log will then be archive and date stamped with the current date. The archived logs 
can still be viewed if required. To view an archived log click on log selection at the bottom of the 
screen and select the relevant log file. 
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Setup/Maintenance (Scheme Maintenance) 
 
Process Scheme Based on date range. 
 
You can set a scheme to allow members to advance/drop to different schemes automatically 
based on how many points they have gained or how much they have spent. You can also set your 
scheme to advance/drop to another scheme based on a defined threshold within a date range.  

 
For Example: - Member Mr Bloggs is currently in the 
silver scheme which allows him to gain 1 point per 
whole £1 spent. If Mr Bloggs spends more than 
£50.00 within a month then he will be advanced to 
the Gold scheme where he can gain 2 points per 
whole £1 spent.  If however Mr Bloggs does not 
spend more than £50.00 within a month whilst in the 
Gold scheme he will be dropped back down to the 
Silver scheme. 
 
If you are using date ranges to determine when a 
customer is going to advance/drop to another 
scheme, then you will need to use Process Schemes.  
 
Use this option to enter your date range and to 
process the customers into the relevant scheme. 
When you click on this option you will be prompted 
to enter a start and end date range. Every Member 
who has spent/gained the relevant amount will then 
be advanced or dropped to the appropriate 
scheme.  
 

Clear Updated Members  
 
When a member changes scheme a flag is set against that member, so that you can select a list of 
all members who have changed scheme. This is so you can inform them that they have been 
upgraded or downgraded into a different scheme. When you have informed the customer of the 
changes you will need to clear this flag. If you do not reset the flag then you will not know when they 
have changed scheme again. 
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Customers 
 
The customer database is the heart of the loyalty system. From here you will be able to maintain 
both the customer database and the direct relationship between you and them. 
 
Listed below are just a few of the functions available in the Customer Database menu:- 
 
• Enter details about your member’s preferences 
• Print reports to analyse transactions for a batch/single members 
• View member’s statements 
• View member’s notes you may have regarding there membership  
• Recharge cards and adjust point’s balances 
• Issue vouchers 
 

 
Click on the Customer Database icon, you will see the following menu.  
 
 

 
 
Entering Customer Information 
 
Click the Add Customer button, all fields will be displayed in the same order as specified on the 
layout screen. 
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Entering Customer Information 
 
To enter customer information into a field either click to highlight the field using the mouse, or scroll 
down the screen using Up/Down cursor keys and click enter on the field name. The input box for the 
field will then be shown at the bottom of the screen. Type your details in to the input box then press 
enter. Your information will now be entered against that field, and you will automatically be moved 
onto the next question (Field). 
If you make a mistake and wish to change the information that has been entered then either click 
and highlight the field using the mouse, or use the Up/Down cursor keys and press enter to display 
the input box. 
 
Please Note: A surname must be entered for each member if you do not enter one, when you click 
accept you will be prompted to add this information. This is the same for any other fields that have 
been made compulsory (see field maintenance for further information). You must also ensure that 
the members are assigned to a scheme. To do this, enter the relevant scheme under the scheme 
code field, for example, Gold Scheme, Silver Scheme, Bronze Scheme etc. 
 
Assign a Picture to the Current Member 
 
You can download images directly from any TWAIN device such as scanners, web cameras, digital 
cameras, etc. or if you already have the files on your hard disk you can just import the file (BMP, GIF, 
JPG and TIF are supported). 
 
Downloading from Twain: If you choose to download images directly from a Twain device, you must 
first make sure the correct twain device is selected. To do this click on the Select Twain Device, and 
a list of all twain scanners on your system will be listed. Highlight the one you want to use and click 
OK. You can now click the Download Images from Twain button, in the picture box the current view 
from the camera will be displayed once you are happy take a photo and it will be placed into the 
picture box. 
 
Importing Images from File: To bring in a picture from a previously created file click on the Import 
Image from File button. You will then be prompted to locate your image. Find your image file then 
click open, your image will then be displayed in the picture box. 
 
To remove a picture assigned to the member simply click on Clear Picture, the picture box will then 
be made blank. 
 
Accepting a New Member 
 
After adding a new member, you will be asked a series of questions (unless you disabled them from 
the General Options screen on the set up menu). 
These questions are: Enter an Opening Balance, Assign a card to new member, Add another card to 
current user, Select a destination to output welcome letter to and Add another member. 
 
Question 1: Enter an Opening Balance 
This allows you to enter an opening balance for the new member. This can be used for promotional 
purposes i.e. sign up to be a member today and receive 100 points on your card. Or if you are using 
the software in a cashless environment then this could be the amount that the customer has 
charged there card with upon becoming a member.  
 
Question 2: Assign a Card to New Member? 
By default Instant Loyalty will ask you if you want to assign the first un-used card available (in 
consecutive number order) and ask if you would like to issue it to the new member, clicking the 
Assign button, will link it instantly to the member. You will then be prompted to enter an expiry date 
for the card if the option is set under General Options. 
 
If you do not want to assign this card click Cancel, a list of all available unused card numbers will be 
displayed. You can search for cards using the ‘select an unused card’ section.  
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Searching for an Unused Card: Click on Search, this will bring up a list of options to help you search 
for the card you’re looking for. You can look for cards in different ways. For instance by selecting one 
of the following criteria from the In Field drop down list you can filter the way the search facility 
works. 
 
Card name – text description of the card (e.g. could be the scheme name) 
Card number – number used to access points and identify member 
Expiry date – used in membership systems to expire the card after a certain period 
 
NB: You will notice that there are other fields in the search however they are not applicable when searching for unused cards. 
The mainly apply when searching for used cards in other screens. 
 
You can also affect how the search is performed, for instance you might be searching for a card 
number that contains 25, so if you select for instance, ‘any part of field’ Instant Loyalty will search for 
a card number that contains the number 25 in any part of the card number. Whereas if you select to 
search for codes that contain 25 and select the Match Type as ‘start of field’ Instant Loyalty will 
search for cards that have 25 at the start of the code. 
 
When you have found the card that you want to assign to the member double click on the correct 
one. You will then be asked “are you sure you want to assign this card to this member?” Click assign  
 
Question 3: Add Another Card to the Current User? 
Some loyalty systems may allow members to have other cards issued for Family/Friends use. After 
assigning your first card to the member you will then be asked if you want to assign another card. 
Answer appropriately.  
 
Question 4: Select a Destination to Output Welcome Letter to 
If you have created a welcome document, you will be asked whether to email the welcome 
document to the member or to print the members welcome document to a printer. Select the 
appropriate option and click OK. If you do not want to output the welcome document to either 
destination then click Cancel. 
 
Question 5: Would you like to add Another Member? 
When you have answered all the previous questions, your member record will be created and you 
will be asked if you would like to add another member to the system.  If you want to add a new 
member to the system click YES. If you have finished entering your member information for the time 
being click NO and you will be returned to the main customer screen. 
 
Editing Members 
 
If you need to amend member’s details at any point, simply highlight the member in the customer 
main screen and click Edit Customer. You will then be able to amend the information in the field you 
require. 
 
Deleting Members 
 
You might want to delete cardholders if their membership has ended. Click on Customer Database, 
highlight the customer you want to remove and click on Delete Customer.  
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Searching for a Customer 
 
If you can not find the required customer from the main screen you may need to do a search. 

 
To search for a customer click on the search icon and the following screen will be 
displayed:- 
 

 

 
 
Enter the following:- 
 
In Field: Select which field you wish to search in you can select from Age, Current Points, Member 
Code, Member Forename, Member Surname, Member Title, and Town/City.  
 
Match type: you can select from Any Part of the Field, Whole Field, Start of Field, Greater Than and 
Less Than.  
 
Search for What: enter your search criteria. 
Click on Search Again to initialise your search. A list of customers that match your criteria will then be 
displayed. 
 
For example the search above would display all customers whose forename matches Valerie. 
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Output List 
 
You can output the current list of members to a Report, Statement, or a Mail merge. Click on output 
list and the following screen will be displayed:- 
 

 
 
  
Report 
 
Using the   button you can select a report from the list, the reports are: - 
 
·Members Summary Report - Shows members, and their loyalty details. 
·Members Full Detail Report - Shows members, loyalty and card details. 
·Transactions Report - Shows a list of transactions per member. 
·Points Summary per Scheme - Shows points awarded/redeemed per scheme and              
                                                     Grand Totals. 
 
If you would like the report to use data from a specific date, create a filter and select Transactions-
>Date of Trans and specify the date range to use. 
 
Select where you would like the report to go, either screen, printer or to a file, and click the Go 
button 
 
To pull out performance reports for specified date ranges you must first of all create a filter. 
To view reports, select the new filter from the Available List of Filters in the Customer database 
screen, click Output Current List and select the required report. Specify the date period and click Go 
Reporting 
 
The reports you can get from Instant Drilldown are as follows: 
 
• Daily Members This will give you a report on a daily basis of the amount spent for each member 

on each ECR. 
• Members by Product will give you a list of members who have bought each product 
• Members by Clerk will show a list of members served by each clerk. 
• Products by member gives a split down of all the products ever bought by a member 
• Products by Clerk shows a list of products served by each Clerk. 
• Item history for member graph will track a products history for a particular member 
 
You may apply ranges/filters to these reports.  
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Date ranges 
Today  Will produce the report using today’s figures 
Yesterday Will produce the report using yesterday’s figures 
Specific Date Will produce the report using a specific date range 
Date Range Will produce the report using data between two given dates 
All Dates* Will produce the report using all available data 
 

Member ranges 
All members* Will produce the report using the full members database 
Single Member Will produce the report using a specific member 
Member scheme Will produce the report using a scheme of members 
 

Product ranges 
All products* Will produce the report using the full product (plu) list 
Single product Will produce the report using a single product. 
Product range Will products the report using a range of products 
 

Clerk ranges 
All Clerks* Will produce the report using the full clerk database 
Single Clerk Will produce the report using a single clerk 
 
 
 
* Indicates the default setting 
Any combination of the above can be applied to the reports to give total control over the output.
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Statements 
 
A statement is a list of transactions that have taken place between a given date range, showing 
points awarded / redeemed, transaction value, type of transactions and balance. This can be taken 
at any time and as many times as required. Instant loyalty will allow you to produce statements in a 
number of ways. You can also create user defined statements using Microsoft word. 
 
Generating a Statement for a single member 

 
To view a member’s statement, click the Customers Database 
button from the main menu. Locate and highlight the member 
who you want to generate a statement for. Right click the mouse 
button over the highlighted member. A sub menu will then be 
displayed. Select View Statement from the sub menu. The 
statement screen will then be displayed, example below:- 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Enter a date range for the statement (top left), then click on Produce Statement. This will produce a 
statement (on screen) that shows all transactions between the dates specified for the current 
member. If you wish to print the information displayed click Print Statement.  
 
NB: Printing a statement from this screen will use statement.doc as its template. 
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Generating a Statement for a multiple members 
 
To produce multiple statements first go into the customer database and filter your range of 
customers to the required selection. Then click output list, the screen below will then be displayed.  
 

Use….  
To produce a 
statement for 
each customer 
currently listed 
make sure this is 
set to All 
customers listed 
in current view. 
You also have 
the option to 
produce a single 
statement for the 
currently 
highlighted 
member. 
 
Type 
Under type 
select statement. 
 

Statement Options  
You can choose to show values as points, or as money, when the statement is printed the Awarded, 
Redeemed, columns will be shown as either money or points. Enter a Start and End Date the statement/s will 
show all transactions between the dates specified. 
 
Mailmerge Settings                                                                                                                                            
Letter to Merge Customers with: If you have created a user defined statement then you may wish to change the 
default Statement File, click the browse button. This will allow you to locate your user defined statement 
template. (For more information on user defined statements see the next page). 
 
Record this event against each of the customers: If this option is ticked then a note will be created for each 
member when the statement is produced. The note will be dated stamped with the current date, and will show 
that a statement was produced for the specified date range.  
 
Send as Email: This will allow you to send the statement via email to the selected customers providing that an 
email address has been entered against them. 
 
Skip Members with no Transactions:  This option will look at the date range specified if a customer 
selected has no transactions between the dates then a statement will not be produced for that 
member. 
 
Save as Consolidated File:  If this option is ticked, upon producing the statements a word document will be 
created containing a copy of all the statements. 
 
Email Subject Line: If you have chosen to send the statement via email then you can enter a default subject 
line, this will be entered on to your emails automatically. You can also choose whether to send the email as an 
attachment or as the main body of your email. If you select to send it as the main body of your email you can 
select whether to use HTML or Plain Text format. 
 
Advanced will allow you to check for any duplicate statements. This is to prevent the same statement being 
sent out twice. The Go button will produce and output the statement/s to the specified criteria. Cancel will 
return you to the main customer database without producing any statements. 
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Creating a user defined Statement Template 
 
Instant loyalty has a predefined statement template which can be mail-merged with your member’s 
details. However you may wish to create additional statement templates that are relevant to your 
business, this can be done via Microsoft word. When you create a statement you will need to 
include field references so that customer details will appear on your statement when mail merged.  
 
Note: You must have Microsoft Word 97+ for this to work 
 
To create a new template: - 
 
• Click the windows start button 
 
• Then select programs, 
 
• Under programs select Instant Loyalty 
 
• Under Instant Loyalty select the appropriate Word Letter Creator.  (example below) 
 

 

 
Microsoft Word will then load. You will now have Instant loyalty functions on the toolbar at the top of 
the word document. 
 

 
 
Use the Insert Instant Loyalty Field button to insert fields such as name, address, current points, etc. in 
the correct position within your document. (In Microsoft Word the inserted field will look like 
«Member_Reference_Code»). 
 
In order for the software to know where you would like the statement to start within the document 
you are creating, you must insert the word <<STATEMENT>>, it must be in capitals and have arrows at 
either side. Wherever you place it, it will be replaced by the statement list for the member. The 
default format of a statement list is: Date, Transaction Value, Awarded, Redeemed, Type, Balance. 
You can use the (Tab Stop) to specify where each field starts. See example on next page:- 
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When you have finished creating your statement template click Save Instant Loyalty Letter, you will 
then be prompted to enter a filename, enter something meaningful here then click ok. Your 
template will now be saved and you will be able to use this template when creating statements via 
Instant Loyalty. 
 
If at any time you wish to change your template load the word letter creator via the windows start 
menu and select Load Instant Loyalty Letter. You will then be prompted to locate your template via 
windows explorer, highlight the relevant file then click OK. Your Template will then be loaded and 
you will be able to make the relevant changes.  
 
Preview Letter will allow you to see what your statement is going to look like when merged with 
customer details. 
 
 

Tab Stops; for 
more information 
on tab stops see 
Microsoft Word 
help. 
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Mail merge and Print 
 
Mail merge and print will merge all the customers in the current view with the Microsoft Word 
document specified and will print the mail-merged document to a local printer. 
 

 
 
Statement Options  
You can choose to show values as points, or as money, when the statement is printed the Awarded, 
Redeemed, columns will be shown as either money or points. Enter a Start and End Date the statement/s will 
show all transactions between the dates specified. 
 
Mailmerge Settings                                                                                                                                            
Letter to Merge Customers with: If you have created a user defined statement then you may wish to change the 
default Statement File, click the browse button. This will allow you to locate your user defined statement 
template. (For more information on user defined statements see the next page). 
 
Record this event against each of the customers: If this option is ticked then a note will be created for each 
member when the statement is produced. The note will be dated stamped with the current date, and will show 
that a statement was produced for the specified date range.  
 
Send as Email: This will allow you to send the statement via email to the selected customers providing that an 
email address has been entered against them. 
 
Skip Members with no Transactions:  This option will look at the date range specified if a customer 
selected has no transactions between the dates then a statement will not be produced for that 
member. 
 
Save as Consolidated File:  If this option is ticked, upon producing the statements a word document will be 
created containing a copy of all the statements. 
 
Email Subject Line: If you have chosen to send the statement via email then you can enter a default subject 
line, this will be entered on to your emails automatically. You can also choose whether to send the email as an 
attachment or as the main body of your email. If you select to send it as the main body of your email you can 
select whether to use HTML or Plain Text format. 
 
Advanced will allow you to check for any duplicate statements. This is to prevent the same statement being 
sent out twice. The Go button will produce and output the statement/s to the specified criteria. Cancel will 
return you to the main customer database without producing any statements. 
 
You can select whether you want to merge documents for each member only or members that are 
not permanently disabled. 
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In the Customer database screen, click on Output current List which will display the screen above, 
select Mailmerge and PRINT and then click on to display the list of available documents. 
 
Select the document you wish to print from the screen on the left, click 

. 
The previous screen will be displayed. Click 
Go to print the document.
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Mailmerge and Email 
 
You can send your members e-mails. You may want to do this to wish a customer happy birthday or 
to send a promotional letter. 
 
In the Customer Database menu, click on Output current list which will display the Select destination 
screen. 
 
 

 
 
 
 
Select Mailmerge and E-MAIL from the Type… list. To display the list of available documents, click on 

 and select the document you want to e-mail by clicking on it and then clicking on Open. 
 
You can specify a subject line, this is the text that appears in the inbox before you open the e-mail, it 
also appears at the top of your e-mailed document. 
 
You can e-mail the document as an attachment by clicking on this box. 
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Mailmerge and Save 
You can arrange to mailmerge and save a document to Microsoft Word. You may want to do this so 
you can use the document at a later date. 
 
Go to the Customer database screen and select Output current List. 
Under the Type…. List, select Mailmerge and SAVE. 
 

 
 

Click on  to display the list of available documents. Select the document you require and click 
Open. Select Go and the document will be opened in Microsoft Word. You will  be prompted to 
enter a name for the document so you can identify it when you need to use it again. 
 

 
 
Once you’ve typed in the name for the document, click Save to save the document. 
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Save as Filter 
 
If you have made a selection of customers, and you would like to view the selection on a regular 
basis, you can create a filter so that you can view the current selection again without having to sort 
through the customer database again.  To do this click Save as filter the following screen will then be 
displayed:- 
 

 
 
Give the filter a name then click save. You will now be able to use this filter every time you enter the 
customer database. 
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Using a filter 
 
To filter the customer database, simply highlight the relevant filter then drag and drop it over the 
customer records. The customer database will then display all customers who matched the filter 
criteria. To set the customer database back to all records drag and drop the All Records filter over 
the customer records. 
 

 
 
For further help on creating filters see page:- 62
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Card Functions 
 
Issuing A New Card 
Sometimes it may be necessary to change a customer’s card number. 
 

 
 
1. Right click on the member to bring up a list of options. 
 
2. Click on Assign a new card number 
 

 
 
3. Select a card number, if it is already in use Instant Loyalty will prompt you to pick another card. 
You can also search for card numbers using the search screen. 
 
When you have selected a free card you will be asked; 
 
Are you sure you want to assign this card number to this member? Click Assign or Cancel depending 
on whether you want to use the current card number. 
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Enable/Disable Card 
You might want to disable a member’s card for a number of reasons e.g. A member might have lost 
their card. 
To prevent anyone else who finds the card using it you can disable it, if the card was swiped, in this 
instance, you would see a message telling you that the card has been lost or stolen. 
 
To Disable a Card 
In your Customer Database right click on the member and from the list of options click Disable a 
card or cards. This will bring up a prompt asking you to give the reason why you are disabling the 
card so if the card was swiped whilst it was disabled then you would be given a warning not to use 
the card. 
 
You can either temporarily disable a card or disable it permanently. 
(Once permanently disabled you cannot re-enable this card). 
 

 
 
 
Tick this box if you want to disable all the cards belonging to a particular member. 
When  the details have been entered click disable, this will then either permanently disable the card 
or temporarily disable the card. 
 
If a card has been temporarily disabled you can also enable it if you need to. 
 
To Enable A Card 
If you need to enable a member’s card click on the Customer Database button on the main menu 
and right click on the member you want to enable. In the list of options click on Enable a card or 
cards. 
 

 
 
You will be asked are you sure you want to enable this customer’s card click enable to proceed. 
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Issuing a Voucher 
 
PLEASE ENSURE THAT MICROSOFT WORD 97/2000 IS INSTALLED 
 
Select  Customer database from the main menu, and then click on the issue 
voucher icon. This will display the Voucher Issue Screen 
 

 
 
in the List of available vouchers select the voucher you require with the left mouse button. 
Add the information you want to appear on the voucher in the Voucher Information section, and 
then click the Issue Voucher(s) button. 
 
When each voucher is created, a unique ID is generated and logged into the system. If the 
customer comes in with the voucher you can check it’s authenticity against the ID number when 
they are redeemed. 
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Checking Voucher Liability 
 
You can check at any time the liability value of unused vouchers. The liability value is the total 
amount of all outstanding vouchers issued. 
 
To check the liability click on the vouchers icon under the main menu and the following screen will 
be displayed:- 
 

 
 
 
Click on open Vouchers and the liability will be displayed at the of the screen 
 
Closing a Voucher 
 
In order for the liability value to be correct you must close a voucher upon redemption. This is also 
done to ensure that vouchers cannot be redeemed more than once. 
 
Highlight the voucher you want to close and click the button. 
 
If you need to search for a voucher Click the Search button. You can check the overall liability value 
by looking at the bottom of the screen, and individual values by looking at the selected voucher.
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Schemes 
 
Every member of your loyalty system must be in a scheme, the scheme determines how many points 
a member can earn, minimum spend before calculating points, how the points are calculated and 
whether or not they can advance to a new scheme or drop a scheme. For example, you might 
have a Bronze membership scheme which gives two points for every pound spent, and when they 
get up to 250 points they would be promoted to the Silver scheme which gives 4 points for every 
pound spent and so on. 
 
Click on the Schemes icon and the following screen will be displayed:- 
 

 
 
To create a new scheme click on the Add Scheme icon in the Schemes menu. The following screen 
will be displayed; 
 

 
 
You must enter a code for the scheme. To find the next free code, click F5.  
Enter a description i.e. Bronze scheme 
Click on the calculate points for this scheme box to tick it. This lets you 
determine the number of points issued etc. 
When finished click accept to save the scheme. 
 
Once you have inputted your schemes you can determine whether members should ‘move up’ a 
scheme when they get to a certain amount of points. 
To do this, simply go back into Edit Current Scheme and change ‘advance scheme to’ to your 
selected scheme which can be chosen from the drop down list. You must also select how many 
points/pounds the cardholder spends before they move up a scheme. When a customer moves up 
a scheme Instant Loyalty automatically changes their membership to the appropriate type. 
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Deleting Schemes 
You can only delete a scheme of there are no members linked to it. Click and highlight the scheme 
to delete and then click the Delete Scheme. 
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Cards 
 
Setting Up Loyalty Cards on the System 
 
To set up your loyalty cards, you must first know how many digits are encoded onto the card(s) and 
exactly what range of numbers have been used. 
Your dongle stores your prefix already; this stops other people’s loyalty systems using the same cards 
as your business. The minimum amount of digits is 10 (0000000000) and the maximum is 15 
(999999999999999), this should allow for more than enough members. 
 
If you know your card range, then you can continue. From the main menu  click on the Cards 
button, you should be shown the following screen. 
 

 
 
To create a range of cards click on the Create Cards button, and the following screen will be 
displayed; 
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Enter the start number and finishing number (For example I have had a batch of cards created 
starting at 12345002564 and finishing at 12345002664). You can also issue a name to the batch you 
are creating, this can be useful so try and use a meaningful name (Such as Bronze, Gold, or a Date). 
Click Create and your batch of cards will be ready for issuing! 
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Filters  
 
A filter allows you to quickly retrieve the information you require, such as only showing members with 
a birthday this month, or all members between 21 and 30. Some filters have already been designed 
for your use, however as many businesses have different needs, using the filter editor to design your 
own filters will save you time. 
 
Click on the filter Editor icon and the following screen will be displayed;  
 
 

 
 
When creating a filter you must first think about what information you would like to be returned, for 
example Do you want Male only? Do you want to specify an Age range?. 
 
Step 1 - Select a Field 
Select the field you require on the left hand side, by clicking on the field with your left mouse button. 
(You will notice it will be highlighted, for an example I have selected the members details field) 
 
Step 2 – Selector 
Once you’ve selected your field, you must then choose a selector. The options are: 
· = Equals (must match criteria exactly) 
· > Greater than (must be greater than criteria) 
· < Less than (must be less than criteria) 
· >= Greater than or equal to (can be equal or greater than) 
· <= Less than or equal to (can be equal or less than) 
· Like The ‘Like’ selector allows you to use wildcards (*) In your criteria, (e.g. you want to search for 
Smith, you can use Sm* to search) 
· Between Allows you to specify a start and end range (1-5), (B-F) 
· Not Anything but equal to! 
 
If you select a field which uses dates, you will get an extra option which is Date type, this gives the 
following extra options:- 
 
· Date Allows you to specify a date 
· Time Allows you to specify a time 
· Year Allows you to specify just a year 
· Month Allows you to specify just a month 
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· Weekday Allows you to specify just a weekday (Mon-Sun) 
· Today Uses the date when the filter is used 
 
Step 3 – Entering your criteria 
When entering criteria, make sure you type in exactly what you want as you don’t want the wrong 
information returning. (For the example all members between the ages of 18 and 25 have been 
selected). 
Click the Add button when you’ve finished, if you want to specify more fields, just repeat steps 1 – 3. 
Clicking on the row will allow you to change it to OR, in case you want to have different criteria 
selections in one filter, such as all members less than 20 years old or members over 30 years old. 
 
Step 4 – Entering a description 
You must enter a description, this will be used for the title on reports, so make it relevant. (in the 
example - Males between 18 and 25 who have visited since the beginning of the year) 
 
Step 5 – Saving 
Clicking on the Save Filter button will show a dialogue box requiring a file name. The name you 
specify here will be the name shown on the Customer database screen so make it as short and 
informative as possible. You are now ready to test your filter. 
 
Editing A Filter 
If you should need to edit your filter you can open it by clicking the Open Filter button. To change a 
selected field, click on the field on the right hand side, change the criteria/selector and click the 
Update button. 
 
Deleting A Filter 
To delete a filter, select the Delete Filter button, locate the filter you wish to delete and double click 
it. 
Note: You cannot delete default filters! 
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Vouchers 
 
Vouchers can be sent to your customers. You might want to send vouchers to reward your 
customers or to promote a new brand etc. 
 
How to Create a Voucher 
 
· Go to the  button    and select  
 
· Then select and click on create new voucher 
 
 
· Microsoft Word will open but will have a new toolbar near the top of the screen. 
 

 
 
· Click on Insert Instant Loyalty Field. You can now add addresses, names and member details (e.g. 
current points) and choose where they are to be situated on your voucher. 
 
(In Microsoft Word the inserted will look like <<Member_Reference_Code>>) 
 
· You can design any voucher to suit your needs but we do recommend that you use the 
Voucher_ID field so that all vouchers have a unique ID printed on them. 
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Maintaining the System 
 
In order to keep the system running smoothly you should follow these guidelines. 
 
* Backup daily: Use a suitable backing up device to take a copy of the data. 
* Reset daily: Reset your cash registers on a daily basis if possible this will ensure no data loss. 
* Run Scandisk Weekly: To ensure that all your data is intact, run scandisk to clean any minor errors. 
* Run Defrag Monthly: This will help keep your system running at its optimum. 
 
If you change any of your products or members of staff, you will need to re-synchronise the plus and 
clerk information from Total Control to ensure the reports will show the correct details. 
 
 
 


