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CardFront
Fulfillment Process.

1. Login to CardSpot.
2. Select the CardFront property.

3. Select the activating location.
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L. Click on ‘Cardfront Fulfillment’ from the left-hand menu, then select ‘Consumer’.

5. All outstanding orders will appear under the Order Queue tab.

6. Click on ‘Fulfill Order’.
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CardFront

Fulfillment Process Continued...

7. All the order information will be displayed on the Fulfillment screen (see Image 3) such as Order

Number, Date Ordered, Shipping Method, or On-site pickup.

8. Click your cursor into the ‘Card Number’ field.

9. Swipe a Card for fulfillment. The Card number should appear in the ‘Card Number’ field.
10. Click the ‘Add’ Button.
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CardFront
Fulfillment Process Continued...

11. A green check mark will appear next to the Card Amount and the Card Number will populate in

the Card Number column.

12. Click the ‘Activate’ button.
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CardFront
Fulfillment Process Continued...

13. Card has been activated.

4. Click on ‘Print Receipt’.

15. Hand write the customer’s personalized message for the order, if applicable. This example in
Image 5 shows the message: “Enjoy your EML Gift Card!”

16. Depending on the customer’s order preference, ship their order or notify the customer it is
available for pickup. Include the printed receipt and handwritten message, if applicable,

with their order.

If shipping Card orders, it is recommended to Activation Lock the Card during fulfillment

(see Image 3) and include steps to unlock it with the customer’s order. Most often this instruction
is to call Guest Services and provide the Transaction ID from their receipt to unlock the Card.
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