
(Skip to  if Guest redeems at Check In or Check Out. Once 

Gift Card balance is confirmed apply redemption directly to guest folio) 

1. If guest has an online gift card obtain 21 digit number and desired amount to be 

redeemed then enter as a Trace. (verify number twice to avoid 

miscommunication)  

2. Make sure to link reservation to Givex as the Source for reconciliation purposes. 

3. Once reservation is completed proceed to next step. 

(No need to stay on the phone with guest for following steps) 

  



1. Go to Gift Cards section on Delamar website to confirm Gift Card balance. 

https://wwws-usa1.givex.com/cws4.0/delamar/check-balance/ 

(Should bookmark for Front Desk Agents) 

2. Enter the Gift Card number or scan if available (See Below)  

3. Get Balance (if different than reservation make sure to modify the amount 

entered in Trace section) 

 

1. In Opera go to Options---Deposit---Payment. 

2. At Payment select your properties Gift Card option as redemption method. 

3. Enter Gift Card number into Reference & Comments (Scan if available) 

4. Add dollar amount and hit OK 

5. If asked to change Payment Method select NO 

(This will save initial payment method) 

 

https://wwws-usa1.givex.com/cws4.0/delamar/check-balance/


1. Once Gift Card is used in Opera it will need to be redeemed in the Givex Portal. 

(Any redemption will be tied to the Delamar Hotels ID along with the user 

currently logged in.) 

2.  Login to the Givex Portal  https://gportal.givex.com/portal/login.py  

(If you don’t have a Login inform someone who does that a Gift Card has been 

used) 

3. Navigate the menu on the left to “Redemption” under TRANSACTIONS Tab 
 

 
 

 

 

 

https://gportal.givex.com/portal/login.py


 

 

4. Redemption Screen will show -5 boxes to enter information. Please leave 

Operator ID BLANK. Fill in USER ID with 1285050 – Delamar Hotels. Enter the 

Givex Card Number presented by the guest, the Amount they would like to 

redeem off of the card. In the Comments section please fill in the date, guest 

first and last name and the property (DSP, DGH, DWH).  

 
5. Click REDEEM NOW 

6. You will be taken to a redeem receipt. You may save this for your record or if the 

guest requests a redemption confirmation. All transactions can be viewed in 

REPORTS in the Givex Portal.  

 

 

 


