
Partner Portal User Instructions
ADDING SPECIAL OFFERS



1. Select Collateral

2. Select Special Offers

NAVIGATION



ADDING PROMOTION

Click here to
add new offer



ADDING OR EDITING OFFER

On this tab add 
offer details, date 
restrictions, an
image, etc.

If you are
viewing the 
account, the top 
left will display 
an Edit button.

If you are editing 
the account, the 
top left will display
a Save button.

You must click the  
Save button before  
your changes are  
applied!



MANAGING PROMOTIONS

You will find 
your offer(s) 
listed here

To edit offer 
information click
the pencil icon

To view offer details
click the eyeball icon

To duplicate this offer, 
click clone icon


