
Checking the voucher codes at Centres

Please refer to the guidance sent with the tablet for signing into the database.

1.Click on ‘vouchers’



2. Ask the client for their voucher number (it is often easier if you read what is written
down)

3. Enter the voucher code and click on search (6 digits must be in the second part)

4. Click on the blue e voucher code to see the status of the voucher.



5. If it says ‘unfulfilled’ proceed to step 6. If it says ‘cancelled’, ‘not collected’ or ‘fulfilled’,
please tell the client that the voucher is not valid and ask if they’ve got another code. If they
don’t, please offer a drink and ask them to contact the agency who referred them. In this
case it was Norwich e-referral Test.

*If the code doesn’t work, you can also check if the client has unfulfilled vouchers by
clicking on ‘client’ and entering their name/postcode – a list of all of their vouchers will
appear as below*





6. Scroll down and look for the number of people the parcel is for (in this case it is 1 adult
and 1 child)



7. Check for any dietary information such as ‘halal’ or ‘vegan’ under notes

8. Check additional parcel notes for parcel information or extras requested such as nappies/ dog
food or if the client has limited cooking facilities. Please also ask the client about these ‘extras’

9. Finally, scroll up again and click on the blue icon ‘Mark as Fulfilled’




