
UnitedScrip 
Welcomes you 

as a Scrip Partner!

We’re glad you have selected UnitedScrip as a fundraising partner for your organization.  Here’s a handy guide to help answer frequently asked questions relating to your program and our policies.  If you’d like further assistance, don’t hesitate to give us a call, send us a fax, email us or visit our website.  
	How to contact US

	PHONE

TOLL FREE:  
	864.886.9701
866.611.9701

	FAX:
	864.886.9704

	INTERNET:
	www.unitedscrip.com

	MAIL:
	UnitedScrip

	
	305 Catawba Circle

	
	Seneca, SC  29672

	Customer Service representatives are available

9 a.m. – 3 p.m.  EST Monday – Friday

	Email Information

	GENERAL INFORMATION
	info@unitedscrip.com


	NEW GROUPS
	info@unitedscrip.com
cmrampey@unitedscrip.com


	BILLING/ACCT RECEIVABLE
	donna@unitedscrip.com


	NEWSLETTER
	gcasey@unitedscrip.com


	SOFTWARE/
WEBSITE
	software@unitedscrip.com


	ORDERS
	orders@unitedscrip.com


General Information

· Orders received by 2 pm EST will be processed for shipping that day.  Any orders received after 2 pm EST can not be guaranteed for same day shipping.
· Order Additions – if you need to add to your order, please inform UnitedScrip of your existing order and Invoice # when making the addition.  This will enable us to combine shipments if possible.  The additional order will be invoiced separately.  Please Note:  If the addition is received after 3pm, we cannot guarantee that it will be shipped with the original order.
· All orders must include your Group name and contact information, including a phone number so that we may confirm your order or address any questions we may have concerning that order.
· Email all orders to orders@unitedscrip.com
UnitedScrip Procedures that you need to know!

Ordering Procedures

· We always acknowledge your emailed order with a “Received your order” reply.  If you do not receive this email, call to make sure the email was properly transmitted. (Program Hint:  Always email a copy of your order to an email address you can access from home or have access to after you leave the computer that contains your software.)
· If you fax an order, please call to make sure that it was received.

· After the order is filled, an invoice is emailed to you.  Backorders will be noted and moved to a new invoice.  Check the invoice for accuracy and call immediately if there is an error. 
· At the end of the day, you will receive an email from UPS Quantum View [QuantumViewNotify@ups.com] containing a UPS tracking number for your package.
If you have trouble with a card
· Always check the toll-free number on the back of all gift cards for balances of gift cards before returning them to UnitedScrip.  Most gift cards offer a toll free number that can give you the complete history of the card and solve the reason why the card may not be valid.

Special Orders - We are able to order special denominations that we do not carry for some vendors.  If you would like to order, please call to check availability and allow 1 -2 weeks.  

Backorders

On occasion your order may have an item backordered.  Backorders may occur because they are not available from our supplier or our inventory has been depleted.  We will send your backorder with the next order placed.  If you would like for us to zero all backorders, indicate this on the Out of Stock Preference Form.  If the zeroed items are still needed, you should reorder those certificates with your next order.

Discrepancy Procedure

Every effort is made to ship your order correctly, however mistakes do occur.  We recommend that you check your order upon receipt using the Invoice Verification Form (end of this section, also available on the software CD and in the download library on our website).  If you discover any missing or extra certificates, please notify UnitedScrip immediately so that we may correct the problem.  Be sure to record the certificate numbers received.  Follow the instructions on the Invoice Verification Form.

Expiration Dates and Dormancy Fees

Please take time to review the gift certificates purchased through UnitedScrip.  Some cards do carry an expiration date.  We cannot accept these cards for return after this date.  Also, companies are now applying a Dormancy Fee or non-use fee as opposed to an expiration date on their gift certificates.  This fee will deduct a set dollar amount from the card balance each month (i.e. $1.50 or more) after a certain amount of months of non-use.  This amount will be deducted each month until the balance is zero.  When the card is once again used, the time period for dormancy will be restarted. The dormancy fees do not take affect until at least 12 months or more after UnitedScrip has purchased them.  In some cases the fee may be retroactive to the original activation date.  Our inventory is sold immediately after purchase.  Please take the time to notify your families of these expiration and dormancy fees.  Also note that if a card is nearing that timeframe, a phone call to check the balance is considered “activity” and restarts the dormancy fee timeframe.
Return Policy

We will accept returns if:

· The certificates are returned within 3 months of purchase from UnitedScrip.
· Approved by UnitedScrip (credit or replacement)

· The certificates were issued by UnitedScrip.
· The certificates are not signed or damaged

· The certificates have not expired

Please send the certificates by Priority Mail with tracking.  Please include your Organization’s name, amount returned, and a copy of the invoice.

We will not accept returns of special order gift certificates.

How to Place an Order

· UnitedScrip2006 Software Package (free to our groups)
· Enter all your orders and compile.

· Save the compile file as an excel file (a file name that includes the date and group name is helpful, do not use any symbols such as /.)

· Open your email browser and send an email with the attached excel file to orders@UnitedScrip.com 

· Please include your Group Name in the Subject line of your email.

· www.ourscrip.com  Your online ordering site.  We will establish the account once you are enrolled and your accounts have been established.  See flyers below for additional details.
· www.scripzone.com  Established for groups who are paperless, sports teams, groups without an established home or would like their families to order online.  Site is controlled by your Scrip Coordinator. See flyers below for additional details.
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UnitedScrip Shipping Schedule

UnitedScrip is located in South Carolina (Gold Area) and ships UPS.   Please refer to chart for the expected shipping times and to determine how you would like your packages shipped to your Group or Organization.  Special Rates will apply for Next Day Service.  Remember, UnitedScrip ships out your order same day if received before 1 p.m.

· Ground Rate $7.00 to School or Business

· Residence  $7.50

· 2nd Day Air A.M.  Letter  $12.50 (if available)

· 2nd Day Air By End of Day  Letter  $10.50

· Over Night A.M. Letter   $14.00 - $16.00 DEPENDING ON AREA.

· Next Day AirSaver  Letter   $10.00 - $14.00 by Quote

Packages & Boxes can cost  more if shipped air.  Please call and we will gladly give you a quote.
 Please note that these rates reflect actual shipping costs to UnitedScrip. It is not our intention to profit from shipping; we will gladly adjust if possible!
Helpful Hints and Procedures that you need to know!

· We always acknowledge your emailed order with a “Thank You for your order” email reply.  If you do not receive this email, call to make sure your emailed order transmitted properly.

· If you fax an order, please call to make sure that we received it.

· After filling your order, you receive a PDF file invoice. Backorders are noted.  Check the invoice for accuracy and call immediately if there is an error. 

· At the end of the day, you will receive an email containing a UPS tracking number for your package. This email contains a direct link to the package-tracking site.
· For delayed packages, please contact UPS to receive information.  To speak to an operator call 1.800.742.5877 (1.800.PICKUPS) OR for detailed information visit http://www.ups.com/content/us/en/index.jsx   Enter your tracking number.  


1. What are the shipping options?

· UnitedScrip ships all packages via UPS ground unless your organization requests a different method.  We can only ship orders that total less than $100 by regular mail.  We are unable to track regular mail shipments and there is no recourse for UnitedScrip or your group if an order is lost.

2. How late can I send my order for same day shipping?
· UnitedScrip fills orders as received.  Orders received from 8 a.m. - 1:00 p.m. (EST) are processed, filled, checked, packed and shipped the same day, leaving our site by 5 P.M. via UPS pick-up.  These packages must reach the regional hub by 6:30 P.M. 
*UnitedScrip will always strive to fill your order if possible, same day!

December Schedule

· Because of heavy volume from each group during the 3 weeks prior to Christmas, our schedule may change slightly to meet the high demand.  In order to serve you better, we request that we receive orders by 1:00 p.m. to meet the 5 p.m. UPS pick-up deadline.  Orders or Additions to orders received after 1:00 p.m. are processed and filled, in the order received, and ship if possible by 5 p.m. or no later than the next business day. 

Tip: Early orders have less backorders and assured same day shipping.

3. What if I want to add to my order?

· Additions to orders should arrive by the schedule above to guaranteed shipment with your original order.  Please note in your email, phone or fax that the order is an addition.  Please include original compilation number if possible, so that we can reference the new invoice number with your previous invoice number and if possible combine shipments to avoid extra postage costs.

· Following these times is especially critical at Christmas.  UnitedScrip will fill the addition, in the order received.  Placing an addition ahead of other orders may cause customers not to receive an order placed prior to the deadline.

4. What do I do if a family has problems with a gift certificate?

· UnitedScrip has produced a flyer for you to distribute to your families. (Parent Procedures Flyer) This flyer maps out the steps that they can take if there are problems with a certificate.  If the purchaser cannot work out the problem on his own, please call UnitedScrip for further assistance.

5. Where can I find the latest news from UnitedScrip?

· Please visit our group portal www.unitedscrip.com/portal.  At this site you will be able to download fliers and order forms, read the latest UnitedScrip news, update your UnitedScrip 2006 Software software, and much more.  The portal is our connection to you.  We announce new certificates and the deletion of other certificates.  Please visit the portal once a week to keep your organization updated.

6. What is UnitedScrip’s Policy on backorders?

UnitedScrip’s priority and goal is Zero Backorders!  However, there will be times when backorders occur due to delays in shipping from vendors.    If we do find ourselves in a Backorder situation, our policy is as follows: 

We notify you that your order contains a backordered item via email.  The subject line of the email will contain the words “Order includes Backordered Items” when you receive your emailed copy of the invoice. Your invoice will contain information that reflects what items have been backordered.

· Backorders ship with your next order unless the order contains items vital to your program. (grocery store, gas cards or a major portion of the order)  These items ship upon arrival.  We will gladly move your backordered items to a new invoice and will not debit your account until items are shipped!  PLEASE just let us know what will best suit your program!
· In some situations, we might be aware that a shipment is due the following day.  If we can hold your order to fill completely and not interrupt your normal return schedule to parents, we will do so. We will need your schedule for this to work! 

  Having your contact information on record 

(Email address and phone number at school and home) 

is vital to making this system work!   

TIP:  *When you send your order via email, be sure to send a copy of the order to your residence.  Be sure that we have an email address and phone number to contact someone after hours.

HOW CAN YOU HELP KEEP BACKORDERS TO A MINIMUM?

· During the busy Christmas season, large orders from groups often occur.  If you have a member of your organization that has indicated that they are interested in ordering a specific item or a special order item for a specific dollar amount, please give us a call.  We will order those items prior to your actual order so that the inventory is in-house, and we can avoid filling those items from our regular inventory, creating a backorder situation.

· In the event of a backorder situation, if your organization must hold payment until order is complete please let us know.  We move all backordered items to separate invoices to avoid delays in payments.

*Remember we cannot order new inventory for groupsif we do not receive payments in a timely manner!

Back Order Policy

There will occasionally be times that we are out of stock of a certificate.  In those times, we have two choices for your order.  They are as follows:

· Back-order – Our policy is to move all back-ordered items to a new invoice, dated the following week and send them with your next order.  Again, you will not be charged for any items not shipped.   If you need them sooner, there will be a small charge for shipping.

· Zeroing – we will remove those certificates from your order (you will not be charged for these).  You will need to reorder those certificates with your next order if they are still needed.

Please indicate your choice below.  We will use this decision on all orders unless specific instructions stating otherwise accompany an order.  If at any time you wish to change your preference, an updated form will be required. 
We prefer all unavailable certificates be:
	Zeroed on all invoices
	 FORMCHECKBOX 


	Backordered &

Shipped with next order
	 FORMCHECKBOX 


	
	

	Group Name:
	Date:

	     
	     

	Coordinator’s Signature:
	


www.unitedscrip.com
Our website is your up-to-date link to UnitedScrip.  Register on our Group Portal Page at www.unitedscrip.com  Please follow the link under Registered Customers entitled Download Support Materials.  You may register and establish your own password for this site by following the registration instructions at the bottom of page.  From here you can access your own personal reference section, full of the latest news from UnitedScrip, software and order form updates, along with many other helpful tools.  

Pages to Visit in Library Portal
· News Update Page – Surf here to get up-to-date changes and additions to our certificates, policy changes, and dates for upcoming events in your area.  
· Download Library – This page contains our order forms, flyers, promotional materials, initial paperwork documents, and Vendor information.  The Order Form Creator allows you to customize the order forms to fit the needs of your group.  We are consistently adding files here to support your program.  All the files here are available for you to download to your computer.  Many of them are easy to customize for your group.  
Several of the files are Acrobat form.  If you need Adobe Reader, please visit the Order Form section; look for the “Need Adobe Acrobat” line.  Click on that line to go to Adobe’s website.  Follow the instructions there to download Adobe Reader to your computer.
· Discussions Page – Visit this page to share ideas, discuss problems and pose questions with in the UnitedScrip web community.
· Software Page – Come here to download the latest version of UnitedScrip 2006 Software.  This page also has tutorials on many aspects of UnitedScrip 2006 Software as well as the software manual.  You can also post questions to our Technical staff.
· Latest Certificates Page – This page is an in-depth look at our latest certificate additions.
· Newsletter Page – Visit this page to view our latest newsletter.  Take time to visit past issues for campaign and flyer ideas. 
UnitedScrip 2006 Software
Why UnitedScrip 2006 Software?
UnitedScrip 2006 Software was designed by Scrip Coordinator as a Scrip software package to manage your Scrip Program.  The software is an easy to use database that streamlines the ordering process, saving you time, while keeping track of sales, profit, deposit slips, labels for distribution of family orders and numerous reports for your treasurer or board.
UnitedScrip 2006 Software Installation 

To Install UnitedScrip 2006 Software:  Visit our website to download our free software package.
www.unitedscrip.com/newsoftware.htm  Tutorials are also available, free of charge, to guide you in the process of downloading and setting up your program as part of our commitment to your program!
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