
 

 
KimJay Management, Inc. 2022 

How To – Processing Referral Bonus Emails 

Step 1: Confirm the student referred to us is a New Student 
Search CPR.Center for the customer who said someone referred them.  
Verify that the student is a “new” customer and had not attended class with us in previous years. 
If they are a new customer, move onto Step 2. If they have used us in prior years, then we will 
not issue a referral bonus to the person they entered on their order. 
 
If they are a new customer that was referred by a previous customer, move onto Step 2 below. 

Step 2: Login to Docupost 
URL-             https://docupost.com/ 
Username-    jsnaric@gmail.com 
Password-    rxz2nsF77Tz@6^^q 
 

Click “Checks” on the left side bar panel: 

 
 

Click  “+New Check”  button at the top right of the screen: 
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Step 3: On the “Send Check” Screen fill in the following fields: 

• Select “city” specific bank account from the drop-down menu by clicking the arrow at the 
right of the box 
 

• Enter the $ amount of the referral bonus $20.00 (unless they referred more than 1 new 
customer and then you can put the total referral bonus amount $20.00 X number of new 
customers they referred) 
 

• Enter a Memo as follows: 
Thank you for referring (insert first and last name of customer they referred)! 
Example- Thank you for referring Tammy Baker! 
 

• Check # (leave this one blank) 
 

• Payee / recipient Address 
This is the name and address for the person you are mailing the referral bonus. Make sure 
you enter the “shipping address” from their most recent order. 
 

• Select SENDER from the dropdown menu (this is the “city” where the old and new 
customer took class) 
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Step 4: “Attachment document (optional) - 
Upload the “City” specific PDF Referral Bonus Thank you letter from Dropbox  
 
How to access the attachment to upload: 
Login to Dropbox (User - info@acls-bls-nashville.com) 
Go to Referral Folder =     1 – Referrals Folder 
Click the city specific sub folder 
Download the PDF file of the “mail letter” to upload 
Upload the PDF mail letter under Attachment document (optional) seen below 
 

 

Step 5: Upload Image logo to Check 
Scroll down the current page after uploading the mail letter PDF file until you see “Check 
preview” shown below 
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Click the box next to the Check logo (optional) and upload the city specific logo downloaded 
from Dropbox 

How to access the logo to upload to the check: 
Login to Dropbox (User - info@acls-bls-nashville.com) 
Go to Referral Folder =     1 – Referrals Folder 
Then click the sub folder 1 -  City Check Logos for Docupost Referral Bonuses 
Download the city specific logo to upload to the check 

Click Upload image box in Docupost under the check shown below 

 

Step 6: Verify all information is correct on the check 

• Correct City specific logo and City name/address in upper left corner of the check 
• Correct $ dollar amount for referral bonus 
• Memo states the correct name of the person the referral awardee referred to us 
• Check is made payable to the correct person and address who referred the new customer  
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Step 7: Click the “Send check” Button 

 

Step 8: Add the Referral Bonus Issued to the Referral Tracker in Dropbox 
Login to Dropbox (User - info@acls-bls-nashville.com) 
Go to Referral Folder =     1 – Referrals Folder 
Once there, click on 1 – Referrals Tracker Folder 
Then, click on the current year tracker 
Go to the city specific sheet on the tracker at the bottom 

 
Enter the data for each column on the next line of the file for that city 

• Date  
• Docupost for payment method 
•  Student we sent Referral Bonus to 
• $ amount of referral bonus check 
• Name of student they referred 
• Enter an X in the column confirming the Referral Bonus letter was mailed 


