
Welcome to the Support Local BC 
Business Portal powered by Duoplane!

This portal will help you to keep track of your 
business’s Support Local BC gift certificates 

in real time.

Review this document in full to learn how to set up 
and get the most out of your Business Portal.  

If you have any questions, please give us a call at 
1-888-772-4667(Mon-Fri) or email us at 

hello@supportlocalbc.com

mailto:hello@supportlocalbc.com


1. Getting Started



by Kylie Pettifer

Support Local BC customers receive 
gift certificates via confirmation 
email. 

A sample is shown here which 
indicates what they have purchased 
and customer redemption 
instructions.

Note that there may be more 
than just your business listed in 
their order.

Locate the order number in the 
confirmation email so you can use 
this in your business portal.

YOUR BUSINESS

Business Name 2

Business Name 3

Business Name 4

Business Name 5

Customer Name

REVIEWING GIFT CERTIFICATE CONFIRMATION EMAILS



2. Accessing Duoplane



The welcome email from Duoplane will have a 
link to create a password. Once you set up a 
password your registration will be complete

and you may access your portal. 

If you have more than one business on 
Support Local BC you can access them all 

through the same account

Click on the link in 
the email to 
create a password

email@emailaddress.com

SETTING UP YOUR ACCOUNT



Once you’re set up, easily access your business 
portal by clicking the “Business Login” button on 
the Support Local BC homepage.

LOGGING IN



Login with your email 
address and the password 
you created during set-up. 

If you forget your password, 
use this button to reset it at 
any time

LOGGING IN



ABC Company ABC Company Staff Name

Welcome to your Business Dashboard. 

On this page you can view high level details on your 
sales, search for a specific order, and easily access 

your full order summary

GETTING TO KNOW YOUR DASHBOARD



ABC Company ABC Company Staff Name

If you have more 
than one business 
registered, click on 
the company name 
to switch between 
accounts. 

Welcome to your Business Dashboard. 

On this page you can view high level details on your 
sales, search for a specific order, and easily access 

your full order summary

GETTING TO KNOW YOUR DASHBOARD



ABC Company ABC Company Staff Name

Navigate to the 
Orders page for 
full summary

Data about your gift certificate sales 
over the last 30 days

Total number of 
outstanding gift 
certificates

Search for a specific 
gift certificate by 
order number or 
customer name

GETTING TO KNOW YOUR DASHBOARD



3. Verifying a Customer Gift Certificate



ABC Company ABC Company Staff Name

Search the order number (eg. BC1480-1) 
or the name of the purchaser of the gift 
certificate and click Search. This will take 
you directly to that order. 

SEARCHING FOR A GIFT CERTIFICATE



ABC Company

Purchaser

ABC Company Staff Name

Gift certificate number

Name of person who 
bought the gift certificate 
on Support Local BC

Redemption Status: 
“open” means gift 
certificate has not 
been redeemed. 
“complete” means 
gift certificate has 
been redeemed. 

Date certificate was redeemed

Click to redeem 
certificate or 
read notes

What information does the order contain?  UNDERSTANDING GIFT CERTIFICATE INFORMATION



Click 
“Create 
Shipment” 
to redeem

Optional: Click “Add message to 
Support Local BC” to add a note 
for this gift certificate (e.g. If 
partial redemption could write 
“$5 remaining”)

ABC Company ABC Company Staff Name

Purchaser

ABC Company

What information does the order contain?  MARKING GIFT CERTIFICATES AS REDEEMED



Enter today’s date in tracking 
number

Click Save

ABC Company ABC Company Staff Name

Redemption 
has been 
confirmed

What information does the order contain?  MARKING GIFT CERTIFICATES AS REDEEMED

ABC Company



Redemption status will 
now show as “complete”

Date gift certificate was 
redeemed will now appear 
with today’s date

ABC Company ABC Company Staff Name

This gift certificate has now been redeemed

Purchaser

What information does the order contain?  MARKING GIFT CERTIFICATES AS REDEEMED



4. How to View All Orders 
& 

Download Payment Totals



Click 
“Orders”

ABC Company ABC Company Staff Name

What information does the order contain?  VIEWING ALL ORDERS



Click “Search Orders”

ABC Company ABC Company Staff Name

What information does the order contain?  VIEWING ALL ORDERS



Under Retailers click, 
“Support Local BC”

ABC Company ABC Company Staff Name

What information does the order contain?  VIEWING ALL ORDERS



You can also 
search by date, if 
you are looking 
for a specific 
period of time

ABC Company ABC Company Staff Name

What information does the order contain?  VIEWING ALL ORDERS



You will see all ‘complete’ and ‘open’ orders listed 

ABC Company ABC Company Staff Name

Purchaser

Purchaser

Purchaser

What information does the order contain?  VIEWING ALL ORDERS



Click “Download” 
and select CSV to 
view spreadsheet 
with all payment 
totals

ABC Company ABC Company Staff Name

You can download a copy of all purchase details for your accounting purposes

Purchaser

Purchaser

Purchaser

What information does the order contain?  VIEWING ALL ORDERS



Thank You to Our Partners


