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This document has been prepared as a User Guide for setting up Delivery Opftions, Delivery Charges and
Addifional Charges.

All information contained in this document is to be treated as confidential information provided for the
purpose of using Green 4 Solutions modules.

© Green 4 Solutions Ltd

While every effort has been made to ensure the accuracy of the information contained in this
publication, the information is supplied without representation or warranty of any kind, is subject to
change without notice and does not represent a commitment on the part of Green 4 Solutions Limited.
Green 4 Solutions Limited therefore, assumes no responsibility and shall have no liability, consequential or
otherwise, of any kind arising from this material or any part thereof, or any supplementary materials
subsequently issued by Green 4 Solutions Limited. Green 4 Solutions Limited has made every effort to
ensure the accuracy of this material.

Version Date Change Initials
V1.00 16/09/2014 Updated to include 3.7 Additional Charges functionality CP/JW
V1.1 25/11/2014 Print at home delivery option section added JW
V1.2 17/03/2015 Delivery opftion requirement section added and JW

information on collecting/not collecting a delivery
address when setting up a Delivery Opfion.
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1. DELIVERY OPTIONS AND CHARGES

1.1. INTRODUCTION

The Green 4 Ticketing solution provides the ability for a system administrator to configure different delivery options and
additional charges for bookings made on the system.

This functionality enables the system to cater for:

- The setup of different delivery options for bookings made e.g. postal delivery, print @ home, collections from the

ticket office

- Using different addresses for delivery of a product to a customer i.e. more than one address can be set up fora

contact
- Adding booking costs to a booking
- Adding additional charges to a ticket for a specific event

The set-up of delivery options and additional charges is primarily done in the channel where the bookings will be made. If
charges are to be made for the delivery, delivery products need to be set up. If additional charges are to be added to tickets

sold for a specific event, the event needs to be flagged.

This guide provides an overview of the following:

Ensure channels are set Ensure delivery products Ensure Fixtures and or

up correctly for delivery are set up to prompt Series are set up to

options and additional users to select a delivery include additional
charges option charges

Note: Setting up of Channels and Delivery type products is not covered in this guide, an overview of what is
required is provided. Refer to:
The Infrastructure Set Up User Guide for the setup of Channels

The Booking and Product Management User Guide for the setup of Products

1.2. SETTING UP DELIVERY OPTIONS

To set up delivery options for a channel and ensure that the end customer is prompted to select a delivery option

complete the following steps:
a) Inthe Venue Management area, select Channels.

b) Open the channel where the delivery options are to be offered (POS is shown in this example)
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c) Inthe General section of the form, set the Select Delivery Address option to Yes.

d) Select Save & Close.

Channel

POS
Select Delivery () Mo (@) Yes Display Bookingsin =~ (@) No () Yes
Address Unfulfilled Tab
Enable Print at @ Mo O Yes Allow Quick Cancel O Mo @ Yes
Home
Show Beneficiary () No (@) Yes
Entitled User

The Select Delivery Address option should also be set up in the Web channel. If the service of printing tickets at home
is to be offered, the Enable Print at Home option should be selected in the Web channel.



Delivery products need to be set up for each type of delivery mechanism that will be offered, even if there is no charge
for the delivery. If collection of tickets is being offered, then a collection product should be set up with a zero value.
Delivery products should ideally be categorised as Delivery Options. Examples of delivery products are:

- Postage (£2.50)
- Collection (£0)

To set up a delivery product:

a) Inthe Product Management area select Bookable Products
b) Create a new bookable product of type Delivery Option. The example below shows a delivery option product called
Collect @ Ticket Office.
c) Select a category for this product if required.
d) |If VAT is to be charged, a VAT Code can be captured for the product.
E Bookable Product | Add  Customize Stadium Demo o
Il Save & New Sharing = &
H 344 Deactivate (% Copy a Link @ &P’ S
Save  Save & Run Start Run
Close | ¥ Delete i e-mailaLink  Workilow Dialog  Report «
Save Collaborate Process Data
[nformation Bookable Product Bookable Products | A | &
S:E;l L@ | Collect @ Ticket Office
Variants & Pricing
Ry 4 General ~
Motes
Name x
Related Translated Name
4 Commen Description
[} Activities A W1ype DeliveryOption [v] sequen
[ Closed Activities Availability Beneficiary Not Required v
& Audit History RETIERE]
L& Additional Products DEres O No (O ves Capacity
[ Product Channels 1z Membership @ No O Yes Membership
ﬁ Product Sessions h Duration
Ly Product Variants Ask Booking @ MNo () Yes Membership [v]
[ Resource Types Questions ) Duratian Unit
Lgs Promotions Is Single Booking @ No (O Yes Report Category
ﬁ ShEElEE T Print Vouchers @ No () Yes Code
L Bookable Products - -
L& Reservation Products Is Anonymous @ No (O Yes Available Offline @® No () Yes
?‘jl Contzms Match Sit Anywhere @) No (O Yes Mandatory Variants @® No (O Yes v
e) Inthe Delivery Options area of the form, there is an option to select if or not the Delivery Option being created

requires a delivery address to be collected. For example, if creating a Delivery Option such as ‘Collect @ Ticket

Office’ there would be no need for a delivery address to be collected, whereas a Delivery Option of ‘Post’ would
require a delivery address to be collected. To set the above, complete the Requires Delivery flag in the Delivery
Option Bookable product form:

e Requires Delivery. The field should be used when creating a Delivery Option type Bookable Product to
indicate if a physical delivery is required for the delivery product and hence a delivery address is needed.
Select Yes if a delivery address is required. Select No if a delivery address is not required.

! Note. This functionality only applies to Bookable Product records which are type Delivery Option.




f)  Put the product on sale on the appropriate channel.

I:,_J Bookable Product
" Collect @ Ticket Office

[T NIT N

Cost
Cost Price £ Unit
Currency & Pound Sterling =

Delivery Options

Print at Home O Ma O Yag Requires Delivery O Ma O Yag

4 Channels

Lar e Hrkiosk pos  [7ables [ web

g) Ensure that a price has been set up for the product.

Bookable Product Baol
" Postage

* Variants & Pricing

Eden - Default V| | W
Code Mot for Sale Mandatory  Peak Price  Off Peak
Variant Price

oo — 1 o o«
E— 0

h) Inthe POS and the Web, the Operator will be prompted to select a delivery option. An example of this in POS is
shown below. The delivery charge would be added to the shopping basket as a separate item



4 Select Delivery Method

Collect @ Ticket Office

(Each) P&P (Each)

£0.00 £2.50

Not all products require delivery and therefore it is not always necessary for delivery information to be collected. Other products always
require delivery or may need the option for delivery to take place. Functionality has been developed that prevents the need for a delivery
option from being specified and contrastingly if delivery information does need to be specified. To set up this functionality, complete the

following:
a) Inthe navigation bar select Product Management before choosing Bookable Products.

b) Find and open the Bookable Product form that either needs delivery information to be collected or does not need

this option to occur.
c) With the Bookable Product form open, scroll down to the Delivery Options area of the form.
d) Complete the following:

e Requires Delivery. This field is used to determine whether the product requires a delivery option to be
specified. Select Yes if a delivery option is required for the product. Select No if delivery is not required for
this particular product. In the POS and Web if all the products in the shopping cart do not require delivery,
then the delivery selection window in the POS and the delivery page in the Web will be skipped.

Delivery Options

Print at Home () Mo () Yes Requires Delivery () No (@) Yes

e) Select Save and Close in the ribbon.

This section will assume that you have previously set up the following items:
e  Print Terminal. Created for you by Green 4.
e Web Terminal. Created for you by Green 4.
e Channels. The Channels the product will be available via.
e Sales Plan. A default sales plan should have been created that is linked to the company details.

e Variants Types. The divisions of the product available. For Print at Home the variant type would be “each”. See the
Green 4 Ticketing Booking Product Management User Guide for how this is created.

e Variant Price List. The Variant Price List is selected in the Variant and Pricing section of the Bookable Product form,
this being where the pricing of the product is entered into. The Variant Price Lists are also subsequently linked to the



channel using the channel price list entity. See the Green 4 Ticketing Booking Product Management User Guide for

how a price list is created.

Venues and Venue Configurations. See the Green 4 Venue Management User Guide for instructions on how to

create a venue and venue configuration.

Channel prices lists are used to link a variant price list to a channel. Multiple price lists can be in use simultaneously.

To set up a channel price list:

10

f)

g)
h)

k)

On the CRM navigation panel, select Sales Plan on the Product Management tab.

A list of sales plans matching the view criteria will be displayed.

Open the Default Sales Plan (the default sales plan should be linked to the company details record in CRM).

Select Channel Price List in the form navigation area.

A list of channel price lists that have been previously linked to the variant price list will be shown. Select Add New

Channel Price List on the ribbon.

A blank channel price list form will be displayed. Complete the following details:

Name. The name of the channel price list.

Channel. Select the Look Up icon alongside the field. The Look Up Records dialog will be displayed. Select
the appropriate channel before clicking OK to continue.

On Sale Date. Enter the date and time when the price list will be available for use by the channel.

Marketing List. Select the marketing list the channel price list relates to. If a marketing list is applied to a
channel price list, only contacts that have been added to the marketing list will use the channel price list.
This option can be used to give beneficial prices to people that have previously bought a particular product,
for example a membership product. Preferential pricing can either be driven by the use of a different
variant price list, or by entering a discount percent.

Discount Percent. If using a discount enter the percentage discount offered to users of the channel price
list. This option is used in conjunction with a marketing list to offer members of the marketing list a
discount.

Discount Category. If using a discount use the lookup to select the product category the discount percent
will be applied to. If a product category is not entered, the discount percent will be applied to all products.

Sequence. The sequence number is used to determine which channel price list is used if there is more than
one valid channel price list available.

Variant Price List. Use the Lookup Records dialog to select the appropriate price list. The price list that you
are to use for the Print at home bookable product should be selected.

Off Sale Date. Enter the date and time when the price list will stop being available for use by the channel.

Max Quantity. This option, when used in conjunction with a marketing list can be used to limit the number
of a selected product a customer can purchase. This option can be used to limit the number of products a



customer can buy at a preferential rate. Alternatively this option can be used to limit the number of tickets
a member can purchase before general release.

e Discount Rounding. Enter the discount rounding i.e. to the nearest penny, 10p, pound. If a value is not
entered the system will default to rounding to a penny.

Note: All other fields in the Channel Price List form that have not been described above do not need to be
completed/changed.

[)  Once the details are complete select Save & Close on the ribbon.

! Note: A channel price list will need to be created for each Variant Price List — Channel combination created.
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A print at home Delivery Option must be created for printing at home to be available. To do this:

a) Select Product Management before selecting Bookable Products, a list of all the current bookable products will be
displayed.

— Eden Project lest
Bookable Products View Charts Add Customize Sign Out

j acvate  GaComyslie . . g UE‘; > Export to Excel ?E
= 17| Deactivate ] E-mail a Link + - — 7 Fitter
New  Edit Run St Run  Import Advanced
X Delete . Workflow Dislog  Report+ Data~ Find
Records Coliaborate Process Datz
3. N
Product Ma... | G | L2~ | gookable Products: Active Bookable Products ~ Search for records
3 :““:;c:'e‘i”zj O | Name | Category Code Capacity Product Calendar | Bookable Resour..| Duration | interval 2
ookable Produ
" Fistures (Events) [l (MA) Dated Pass (Donation) Annuzl Pass Conve Standard Calengar Eden A
(& Product Calendars [0 (&) Dated Pass (web) Admission Standard Calengar  Eden Site 1 day 1 day
* Product Sessions [0 (&) Day Pass (web) Admissicn Standard Calengar
L& Reservations [l Aduit Coupon (Test) Membership Standard Calendar
gy series []gs Adurt Membership (Test) Membersnip Standard Calenaar
|8 Variant Price Lists
— [0 Annual Membership Membership Standard Calengar
+ Varian
(& Sales Plans Ol Annual Membership (Web) Membership Standard Calendar
[l cnild Coupon (Test) Membershio Standard Calengar
Ol cnitd Membership (Test) Membership Standard Calengar
.C1lds Dated Day Pass (Pos) Admissicn Standard Calendar  Eden Site 1 day 1 day
4 Workplace AlD & Dated Day Pass (Web) Admission Standard Calengar  Eden Site 1 day 1 day
[lgs Delivery option Delivery Options
&5 sales 5 5
[1lé Denation Donations
= .
(% Marketing [l Denation Park Entry Donations
& Loyaity [y event Ticket Events Standard Calendar Eden
[l Event Ticket (Seateq) Events Seated Event
8 Accreditation Managemy )
Olds Guide Book Sundries
8 Membership Ol Ice Skating lee Skating 200 Standard Calencar Ice Rink 40 minutes
@ Booking Management [l Local Membersnin Membersnip Standiard Calencar v
[Jlé Open Day Pass (pos) Admissicn Standard Calengar
& Product Management < >
8 Venue Management v 1-25 of 25 (0 selected) Page 1

b) Select New in the ribbon, a new bookable product form will be displayed. Enter the following:



Bookable Product Add Customize

H lté I save & New

B @ B

Eden Project Test ¢

244 Deactivate
Save Save & Run Start Run
Close % Delete ﬁ E-mail alink Workflow Dislog  Report »
Save Collaborate Progess Data
Information @}J Bookable Product ~ale
General " Print @ Home
Channels
Variants & Pricing ~ General A
Bowling
Notes Name™ Print @ Home x|
Conflicts Tab Translated Name [ |
- Description [ |
4 Common Cross Sell Product [ |
oy ~ Description
| Activities
[5 Closed Activities Type | DeliveryOption Sequence I |
[ Audit History Availability I Beneficiary [ Mot Required V]
_% Payment Methods Reguirement
& Product variant locati... s Course Capacty ‘ |
L@ Additional Products
& Bookable Products Ask Booking ®No () Yes Report Category [ |
(@& Bookable Product Mo... Questions
L Product Channels Is Single Booking @ No ()Yes Code \EF\CKET |
& Promotions ) -
‘& Product Variants Print Vouchers ®No ()Yes Available Offline Yes
_% Reservation Products X
[ Resource Types ElATC s ®MNo (OYes Mandatory Variants Ves
Product Sessif
‘% roduct sessions Match Sit Anywhere @ MNo () Yes Voucher Valid Days
_% Stock Transactions -~ -
L Channels Payable By 5 Direct Debit Ticket booking fee ONe () Yes
@ Parent Cross Sell Prod... - - W

General

e Name. Enter a name for the bookable product. E.g. Print @Home.

e Description. Enter a description for the bookable product.

o  Type. Select DeliveryOption from the drop down list.

e Payable By. If the option to print at home can be paid for using Direct Debit use the look up to select the

Direct Debit Payment option.

e VAT Code. Use the look up to enter the appropriate VAT code.

e Beneficiary Requirement. Select Not Required from the drop down list.

Referring Entities

e Category. Use the lookup to select an appropriate category. e.g Delivery Options

Delivery Options
e Print at Home. Select Yes

e Requires Delivery. Select No

Note. All other fields do not need to be changed and can remain in their default positions.

Once the details are complete select Save on the ribbon.

Next, it is necessary to indicate which channels the product can be bought via. To set the Channels carry out the

following:




e Select Channels in the Form Navigation area.

e The channels that have been set up during the configuration on your system will be listed. Select the
checkbox alongside each channel through which Print at Home will be available through, for example the
Web.

e Select Save on the ribbon.
e) Next, it is necessary to identify the Product Variants and Prices:
e Select Variants & Pricing in the Form Navigation area.

e To select a variant, in the drop-down list on the left hand side (highlighted below), select the appropriate
option. All of the variants available in your system will be listed. If you have categorised the variants they
will displayed in the relevant categories.

e Select the green cross alongside the variant name to add.

E Bookable Product Add Customize
u l ﬂ.:]Sa','cS.I".cv. 1 Sharing - G:j =.1|
- . 4'3 Copy a Link EEP

e "
134 Deactivate
Save Saved Run Start
Close % Delete Tﬁj E-mail alink Workfiow Dialog Report.
Save Collaborate Process Data
Information [:} | Bookable Product
Genera test
Channels

Variants & Pricing * Variants & Pricing

Bowling
Nates
SLED Not for Sale
Wariant
4 Common P

A Activities 1

= vol — _

Led Closed Activities Variant Type

=] Audit History
_& Additional Products

e Repeat until all variants are listed. If you need to remove a variant, click the red minus sign alongside the
variant. Usually for Print at home only one variant has to be selected, this being a variant of Each.

I Note. Once a variant is sold it can then not be removed from the Variant and Pricing list. Therefore
= ensure the correct variants are set up for your product before you begin to sell them.

e To enter price information for the product, select the relevant price list from the drop down at the top of
the Variants & Pricing section (highlighted below). The Variant Price List selected must be the same one
used in the Channel price List created previously:



- Variants & Pricing

Eden - Default v [ v
Code Mot for Sale Mandatory Variant Peak Price  Off Peak Price
Print @ Home (Each) [ ] O O | oo | 0.00]

Existing Variant
v | @ Price Lists

e Enter the pricing (peak and off peak) information for each of the variants that are to be included on the
price list.

e Repeat this process for each price list used to govern the pricing of the selected product.

f)  Once the pricing details are complete select Save & Close on the ribbon to save the product.

STEP 3: SETTING PRINT AT HOME ON THE CHANNEL

For each Channel that the option to print at home is to be available on it is required for print at home to be enabled. The
following process must be repeated for each channel that print at home is to be enabled upon.

a) Select Venue Management followed by Channels. A list of channels that have been created will be displayed.

Eden Project Test
E Channels | View (Charts  Add  Customize Sign Out
= 1) Activate 53 Copyalink « - ‘; ¥ Export to Excel
= © = [

5| Deactivate [ E-mail a Link 7 Fiter

Mew  Edit Run Sttt Run  Import Advanced
X Delste - Werkflow Dizlog ~ Report~ Data Find
Records Collaborate Process Data
Venue Mana...| @} | L3~ Channels: Active Channels ~ [Search for recoras

(4 Bookable Resources

A0 | Name | Seif Service | CashAccount | Select Seats | Anonymous boo..| Allow Tabs | Description | MinutesinThePasti@
(44 Bocking Operators I
ﬁ er— |} Box Office No No No No 4,800
L4 Company Details Ol& mport No No No No
(4% Coupon Types Ol& Pos No No No No 4,800
L& mstructors [ Third Party No No No No 4,800
ﬁ encar O s No No No No 4,800
Referred from options

Ol& wes No No No No 4,800
(g seat Classes
2 Terminais [l ¥HA Eden Project No No No No YHA onsite 3t Ed. 4,800
(44 venues
L3 rint Transforms v
(44 Attendance Zones I
(5 Sales g
= ~
[% Marketing
& Loyatty

8 Accreditation Managems
@& Membership
B Booking Management

& Product Management

& Venue Management

an

b) Open up the channel by double clicking on it that the print at home functionality is to be enabled on.
c) Under the General section of the channel form, select the following:

e Enable Print at Home. Select Yes.

Enable Print at Home () Mo (®) Yes

d) Select Save and Close on the ribbon.
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STEP 4: SETTING PRINT AT HOME FOR THE VENUE

For each Venue that the print at home functionality is to be available for, it is required that the Venue Configurations
associated to the Venue allows for printing at home. How to do this is described below:

Note. These steps will need to be repeated for each Venue Configuration that is to enable the print at
home functionality.

a) Select Venue Management followed by Venue, a list of the venues that have been created will be displayed.

Q| Venues | View  Chais  Add  Customize
—= Activate 53 Copy & Link - - [ Export to Excel [ﬁ
= i
= Deactivate (g E-mail 2 Link - 4 U 7 Filter
New Edit Run Start Run Import Advanced
X Delet= Workflow Dislog Report. Data- Find
Records Collaborate Process Data
Venue Mana... faj LE-}v Venues Active Venues ~
_& Menu Boards I:l Name & Skidata Install M...  Skidata Org Created On
& On Hold Reasons A0 away Cosen 12/08/2014 1449
_5 Payment Mandates [ mway Fixtures 23/01/2014 12:22
& Payment Methocs [ Away Stadia 20/08/2014 14:56
L@ Payment schectles [ away Stadiums 31/01/2013 1421
ﬁ Referred from options D
n '
ﬁ Reservation Produds Away Venue 20/07/2014 2027
_& Seat Classes [ cp Away venue 04/11/2014 1557
L& Terminals [ Dragen Bay Arena 31/10/2014 10:15
Venues ] Edan Stadium 2 G 03/05/2013 08:45
|4 Zonal Updates [ Green 4 Training 23/01/2014 11:58
zZ
& Zones V[ Greend stadium 2 5 02/02/2011 10:29
L& Charities I
:[] B Test Stacium 25/11/2013 10:28
Sales 1
A1 1w Avay Stadiz 12/09/2014 0317
Marketing ] 1w Away Venue 02/10/2014 13:00
Loyalty [ w stadium 1 /0972014 11:23
[ MR Test venue 05/02/2014 14:45
Bookings
g [ nrre 02/07/2014 1356
Product Management [ southend 1 G 31/01/2012 1556
Venue Management O sports 14/04/2014 0957
O Test 22/01/2014 19:33
Membership

b) Double click on the Venue that the print at home functionality is to be enabled on. The Venue form will be
displayed.
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¢) Inthe navigation bar of the Venue form select Venue Configurations.

File Wenue Add Customize Stadium Demo o
H I H ! %Save& Mew Sharing @ ’_ﬂ g%
;5& Deactivate qﬁ Copy a Link L%
Save Save & ; Run Start Run
Close X Delete ] E-mailalink  Werkfow Diaslog  Report»
Save Collaborate Process Data
Information
- J Venue Venues hdl |
L General & F
“ Green4 Stadium
Rk 4 General
4 Common .
< Audit History Qame
i B L Skidata Install Mo, 2 Skidata Org G
i@ Venue Configurations Destination Folder
ﬁ Series Latitude Longitude
_% Fixtures
4 Processes
G{; Workflows

H Dialog Sessions

d) The Venue Configurations that have been set up will be displayed. Open up the Venue Configuration by double
clicking on it that print at home is to be allowed upon. The Venue Configuration form will open.

e) Ensure the following fields are complete:
e  Print Tickets for Venue. Select Yes.

e Allow Print at Home. Select Yes.

Print Tickets for .:::. Ma @. Yes Allow Print at Home .:::. Mo .@. Yes
Wenue

f)  Select Save and Close on the ribbon.

1.6. SETTING UP ADDITIONAL CHARGES

This facility enables you to set up additional charges that can be added to:

e Abooking via the Payment Channel e.g. a fee can be added to the booking if a credit card is used as the
payment method. Note this charge is applied per booking made;

e Aticket bought for a specific event that has been flagged for additional charges e.g. an event charge. Note:
This charge is applied per ticket purchased.

TO SET UP THE CHANNEL FOR A BOOKING CHARGE
a) Inthe Venue Management area, select Channels.

b)  Open the channel of interest (e.g. POS).
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c) Once the Channel form is open, select Additional Charges in the related items area.
d) Onthe ribbon select Add New Additional Charge.
List Tools 44 Microsoft Dynamics CRM Hospitality Administrator @
Channe Add Customize Additional Charges Stadium Deme o
Activate L—:& Bulk Delete Mail Merge 7| Copy a Link E
Deactivate 7| E-mail a Link Y z ﬁ
Add New Additional  Edit : Filter Set As Default  Chart Run Start
Charge X Delete Additicnal Charge View Pane~ Workflow Dialog
Records Collaborate Current View View Process
s e
::::sh'ng Settings CeR Channel n
L::::,":—J 4 Additional Charges Additional Charge Associated View ~ Search for records
L Notes ] Namea Payment Metho... Charge Description ]
[] Booking fee Card £100 Cos tof booking
Related
4 Common
Activities ~

[ Closed Activities
[ Audit History
| Channel Price Lists

| Channel Sale Dates
[ Menu Boards

& Booking Questions
[ Payment Methods

[ Operator Groups 1-10f 1 (0 selected) H 4 Page1 b
4 P Al # A B C D E F G H I J K L M N O P QR S T U V W X Y 2
G Workflows v

e) A blank form will be displayed.
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File Additional Charge Add Customize Stadium Demo g

" I l] ! ﬁﬁ Save & New Sharing
Delete Copy a Link
Save Save & Run Start Run
Close E-mail a Link ~Workflow Dialog Report
Save Collaborate Process Data
LatoumaRon == Additional Charge
L General L
~ New
EHE 4 General
4 Common
P - ® POS
@ Audit History Mame Booking Fee Channel _& D3 jﬂ
_& Booking Charges Description Booking Fee to be added to Tickets bought using a Credit Card| *
4 Processes Charge £2.00 Payment Method _& Card jj

f)  Complete the following:
e Name. Enter the name of the charge e.g. booking fee
e  Channel. Prefilled.
e Description. Enter a description of the charge.
e  Charge. Enter the value of the charge.

e Payment Method. This field is optional, and can be set to the payment method used on the web.

g) Select Save and Close.

h)  This additional charge will be added to the shopping cart. If the additional charge has been associated with a
Payment Method, this will show up in the payment method dialogue.

For a ticket purchased for a Fixture to incur the additional charge:
e The Additional Charge needs to be set up as above.
e Both the Bookable Product and the Fixture need to be flagged Yes to Ticket Booking Fee as shown below.

e  For aticket purchased for a Series to incur the additional charge, the Bookable Product associated to the
Series needs to be flagged Yes to Ticket Booking Fee.



Firture (Event) | Add  Customize Eden Project Test o
l I l ! %Save&hlew A?J Sharing - @ E
;;ﬁ Deactivate ﬁﬁ Copy a Link -
Save | Save & B Run Start Run
Close | X Delete E E-mailaLink Workflow Dialog Report-
Save Callaborate Process Data
Information Fixture (Event) | Fixtures (Events) - . 4+ ‘
I: General " Eddie Izzard
Notes
Code [ | select Seats * @No (O ves ~
Related N N
Start 23/10/2014 Hv| 1300 [w] End 23/10/2014 Ev| 2100 [v]
4 Common Intro Text
@ Activities G ele 2
[ Closed Activities v
[& Audit History Description
L& Workflow Queue ~
Lé Block Class Use
L& Booking Products
[ Channel Price Lists v
[ Excluded Fixtures
L& Promations Mumber Of Attendees |1 ‘ Venue Configuration * \_& Eden Project ﬁ
*
Lé Reservation Products
L seat Aliocations venue ™ |y Eden Project @  salesPian ¢y Events Sales Pian =
L& Booking Tickets Skidata Season Code | ‘ Fixture Sponsor | |
[ Booking Ticket Fixtures - -
L& Reserved Bookings icketibockcnolice (O No (@) Yes
Ly Reserved Bookings Blg Lunch Sxtras Event Credit Percent | |
L& Accreditation Applica... @ iz o e
|
i Bookable Product | Bookable Products v| i | P
“= Event Ticket
Type | Fixture V| Sequence | |
Availability | Beneficiary | Mot Required V|
Requirement
Is Course O Mo O Yes Capacity | |
Ask Booking @ No O Yas Report Category | |
Questions
Is Single Booking @No O Yes Code [ |
Print Vouchers @ nNo () Yes Available Offline @No O Yes
Is Anonymous @ Mo O Yas Mandatory Variants @ Mo o Yes
Match Sit Anywhere (@) no () Yes Voucher Valid Days |
Payable By Q) | Ticket booking fee ONo @ Yes

HOW ADDITIONAL CHARGES ARE DISPLAYED IN THE POS

The additional charge that has been applied to a payment method will be displayed in the POS shopping basket as
shown below i.e. as a Channel Charge:

Tt R
Channel Charges |£1.00
ot

Tttty
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The additional charge that has been applied to a Series or Fixture will be displayed in the POS shopping basket as shown
below i.e. as an Additional Charge:

Total Boice s o
Additional £2.00
Charges

Cash Payment  |£22.00
Total to pay E0.00

The channels that you have selected (For example POS and Web) can be configured to allow the use of multiple
addresses for billing and delivery.

To enable the use of multiple addresses in the relevant channels carry out the following:

a) Inthe CRM Navigation Panel, select Venue Management followed by Channels.

b) The Channels view will be displayed showing a list of all the channels that meet the current view criteria.
c¢) Double-click over the appropriate channel. The details will be opened in the form view.

d) Ensure the Select Delivery Address option is set to Yes.

Channel
(%]
POS
- General
Mame * POS
Description Paint of Sale

Select Seats "™ Mo & Yes

Anonymous booking g Mo Yes

MinutesInThePast

Call Centre T oMa O ves
Display Cashless Tab o~ Mo  Yes
Contact Required
Fields
Product User
Required Fields
Allow Partial Series ~ No @ Yes
Product Users r r
T Mo Yes

Select Delivery 8 -

u Address No fes

e) Select Save and Close on the ribbon.

To add multiple addresses against a customer record in POS, carry out the following:

a) From the Customer dialog a new Addresses tab will be available. From the addresses tab, the user can manage the
customer’s address details.



~
b Customer Details ——— — [EM
|| Information | Booking History | Reserved Seats| Addresses
Name Street City County Postcode
Home (115 High Road | Leicester  |Leics |LEL 1AA
Set as Default Edit Delete
Work |Green 4 Solutions| Lutterworth | Leics
[ Midland Court Set as Default Edit Delete
(|
|
(|
|
Add Address Buy Group Buy Tickets ‘ 0K ‘ ‘ Cancel

2.2. SELECT DELIVERY ADDRESS

When the customer makes a purchase through the POS, if the Select Delivery Address option has been set for the
channel, the user will be prompted to select a delivery address for the customer when payment is added. Note, if a
purchaser’s details are not entered (skipped using the No Purchaser Reason drop-down) a delivery address will not be
requested. Likewise, if the Speed Checkout option is used a delivery address will not be requested.



