SOP: Create a Member-to-Member Coupon in the Chamber Member Portal
1. Log in to the Chamber Member Portal.
2. From the member dashboard, open the menu and navigate to the Coupon Admin section.
3. Select Add New Coupon.
4. Choose the Coupon Type (example shown: Member to Member).
5. Enter the Offer Title (example: '10% Off Next Service').
6. Complete the Description of Offer field with the details of the promotion.
7. If applicable, enter a Price (If Any).
8. Set the Coupon Offer Expiration date using the calendar picker.
9. Add a URL Link directing members to the business website or landing page.
10. Enter a Reference Code if the promotion requires one.
11. Review all information for accuracy.
12. Click Save to submit the coupon.
13. Verify that the coupon appears in the Coupon Admin list.
