
RLI Voucher Program

●Click the RLI Logo to go to this
page

●Click Vouchers in the left hand
column to see the screen below

Seeing Vouchers

●Set the date and click SHOW PREVIOUS

●Click REFRESH in the upper right hand corner

●You can sort, print, or email the information using the but-
tons in the upper right corner



RLI Voucher Program

●Go to the Backroom of your event (you can only perform this function if
you are a moderator for your event!)

●Click the pencil next to the registrant’s name

●In the new box, click Apply Payment/Refund

●In the next box, enter -100.00 in the Amount box

●Select VOUCHER-ISSUE in the payment type box

●Click SAVE at the bottom of the box (the box will disappear)

●Click UPDATE in the upper right (the box will disappear)

Issuing Vouchers



RLI Voucher Program

●Go to the Backroom of your event (you can only perform this function if
you are a moderator for your event!)

●Click the pencil next to the registrant’s name

●In the new box, click Apply Payment/Refund

●In the next box, click the box next to Amount. It will automatically fill in
the amount due

●Select VOUCHER-USE in the payment type box

●Enter the Voucher number in the Voucher number box

●Click SAVE at the bottom of the box (the box will disappear)

●Click UPDATE in the upper right (the box will disappear)

Redeeming Vouchers


