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MyStore is the online management 
tool for your Local Thanks account. 
Here you can send e-mails, texts and 
in-app messages, view customer 
demographic information and 
statistics, as well as manage your 
loyalty program and create new 
Local Thanks promotions.

Go to merchant.localthanks.com.

You should have already received 
an email with important information 
to help you prepare for your promotion, 
including login credentials for 
accessing your MyStore Account. 

Enter the login credentials provided  
in that email, and click “Login.”

Logging In
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Back Office

Once you have logged into MyStore, you will be brought to the Back Office.

Back Office is the homepage for MyStore. 

Here you’ll see all of the tools available to help you keep track of your promo’s 
and make the most out of your Local Thanks experience.
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Click “My Business” to view your business 
desctiption and hours.

Click Here to edit your company information

My Business



06Local Thanks Mystore User Guide - Version 2.2

In “Edit Company Information” you can easily 
add your company’s description, address, website
phone number and Logo

To update your Logo click “choose file”, select the
file you would like to use, and click update

Select “Edit Catagories & Keywords” to enter the 
one category that best represents your business

Choose a sub-category that is as specific as 
possible, but representative of your main business

You may also add up to 10 keywords to help target
local consumer audiences

Select “Edit Store Hours” to Add the hours that 
your business is open

Select “Edit Account Details” to update your 
login e-mail and password

Click Here to upgrade your plan

My Business
(Continued)
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Click on “Promotions”.

Click “Create New Promotion”.

Create A Promotion
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Select the “Promotion Type”.

Enter the “Title” of the promotion.

Create A Promotion
(Continued)
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Enter the “Description” for the promotion. 

These are the “Disclaimers” of the 
promotion.

Create A Promotion
(Continued)

This is the description of this promotion

This is the description of this promotion

Example: This promotion can only be used once
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1/1/2016                  1/1/2017

Example: This promotion can only be used once

Create A Promotion
(Continued)

This is the description of this promotion

1/1/2016                  1/1/2017

1/1/2016                  1/1/2017

This is the description of this promotion

Example: This promotion can only be used once

Enter the “Valid Dates” for the promotion.

Click on “Redeemable” to turn promotion
into a redeemable coupon.

Then choose  the total quantity of coupons 
and redemptions per user.
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Example: This promotion can only be used once

1/1/2016                  1/1/2017

1/1/2016                  1/1/2017

This is the description of this promotion

Example: This promotion can only be used once

Create A Promotion
(Continued)

Choose a promotion image from 
“My Gallery”. These are images that
you have already added.

Choose a promotion image from “Library”
These are images that we provide for you 

1/1/2016                  1/1/2017

This is the description of this promotion

Example: This promotion can only be used once
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Choose “Add Image” to upload your 
own image for this promotion.

1. Click on the preview picture
     to open up the crop tool.

2. Click to select the area you 
    want to use for your picture 

1

Create A Promotion
(Continued)

1/1/2016                  1/1/2017

This is the description of this promotion

Example: This promotion can only be used once

2
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Click “On” to make the promotion 
live

Click “Save” when you are ready 
to save.

Create A Promotion
(Continued)
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Click on “Communications”

Click the circle next to each name 
or click “select all” 

Select “Text Messages”

Text Messaging
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Type the “Text Message” that you want to send   
to your recipients and press “Send Message”

You can also schedule this text message to be sent 
later, and select the date and time you want the 
message to be sent.

Text Messaging
(Continued)
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Select “In App Messages”

Click on “Communications”

In-App Messaging

Enter the “subject” of the message

Enter what you want the message to say

Click the “Send Message” button
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These messages will go to your members mobile phones 
if they have the mobile app or to their online account if 
they do not have the mobile app

*These messages will be sent to ALL of your members 

In-App Messaging
(Continued)
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Select “Email Campaigns”

Click on “Communications”

Email Campaigns

Select “Regular Campaign” 

Regular Campaign

A regular campaign allows you to send 
a particular email message to one 

contact list
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Email Campaigns
(Continued)

Type the name you want to give this 
campaign

*This is for your records only

Type the “subject line” for your email

Type who the email is coming from, 
It could be you or your business

Enter the email address that you 
want the email to come from. 
Your customers will be more likely 
to open emails from people they know

If you want your email to come from 
another email address, enter it here

If you would like to turn off tracking, 
check the first box
 
To use our additional tracking tool, 
check the second box 

To insert the social media toolbar, 
check the third box
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Email Campaigns
(Continued)

Select which template you want to use.

*There are many pages of choices

Click the “Sections” on  the email that you 
want to edit and then enter your text.

*All text and images can be changed
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Email Campaigns
(Continued)

Name of the campaign

Who it is from

Subject of the campaign

Lists who the email will be going to

Choose whether you want to send 
this campaign now or schedule it 
for later

Select “Auto-responder”

Auto-responder Campaign

Autoresponders let you easily set up one 
or more emails that will automatically be sent

before, on, or after a specific date or event
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Email Campaigns
(Continued)

Type the “subject line” for your email

Type who the email is coming from, 
It could be you or your business

Enter the email address that you want the 
email to come from. Your customers will 
be more likely to open emails from 
people they know

If you want your email to come from 
another email address, enter it here

If you would like to turn off tracking, 
check the first box
 
To use our additional tracking tool 
check the second box 

To insert the social media toolbar
check the third box

Select which template you want to use.

*There are many pages of choices
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Email Campaigns
(Continued)

Click the “Sections” on  the email that
you want to edit and then enter your text.

Send a test email to test what it will 
look like

Review who this campaign will be 
sent to

Select when you want people to
recieve the email

*All text and images can be changed
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Email Campaigns
(Continued)

Select “Recurring campaign”

Recurring Campaign

A recurring campaign is a campaign that is
scheduled to run at regular, specified intervals

Type the “subject line” for your email

Type who the email is coming from, 
It could be you or your business

Enter the email address that you 
want the email to come from. 
Your customers will be more likely 
to open emails from people they know

If you want your email to come from
another email address, enter it here

If you would like to turn off tracking 
check the first box
 
To use our additional tracking tool
check the second box 

To insert the social media toolbar
check the third box
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Email Campaigns
(Continued)

Select which template you want to use.

*There are many pages of choices

Click the “Sections” on  the email that you want to 
edit and then enter your text.

*All text and images can be changed
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Email Campaigns
(Continued)

Click here to send test email

This is your campaign information

Select the frequency and when you 
want to send this campaign

Select “A/B split”

A/B Split Campaign

A/B testing is a way of working out which
of two different options will be the most

effective
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Email Campaigns
(Continued)

Enter the subject line for both campaigns

Enter who the campaigns are coming from

Enter the email address that they are 
coming from

Select the percentage of your email list that 
you want to test by dragging the slider

Select how you determine the winner of the 
test

Select the duration of the test

Enter in the Reply-to email address if you 
want one, It can be the same as 
“From Email Address”

Select the tracking options or social 
media toolbar If you want them
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Email Campaigns
(Continued)

Click the “Sections” on  the email that you 
want to edit and then enter your text.

Choose when you want to send this 
email

*All text and images can be changed
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Click on “Customers”

Customers

Input new member’s information 
into the fields 

This is your database of customers.

Here you can also search for specific
customer info.

Select “Save Customer”
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Click on “Punch Card”

Punch Card

Click “Active” to turn it off or on.

Enter the “Title” for the card here.

Enter the description for the card here.

Click here to turn the image on or off.

The “Gallery” is where you can choose 
an image and upload your images for 
this feature.

Enter the amount of “Punches” for this 
feature.

Enter a code for the feature here.

Enter a disclaimer for the feature here.
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Click “Analytics” to open member 
information and analytics.

Analytics

This graph shows the amount of 
“scratches” for your Screcials and
“Opens” for your promotions in each
respective month.

You can edit each of these promotions 
by clicking the “edit” button here. 
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Analytics
(Continued)

This graph shows when new members
signed up. 

This list shows the database of your
members.

Your can update members info by 
clicking on “Edit”

You can also search for members.

This graph shows the amount and when 
members subscribed and unsubscribed
to recieve text messages.

 This list shows the names of members 
that subscribed to recceived text 
messages.
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This graph shows the members 
that unsubscribed from receiving
emails.

This graph shows which promotions
have been redeemed and the
amount of times.

This list shows redeemed 
promotions and the amount
of times redeemed.

Analytics
(Continued)


