HON
VERSION 3.7
USER GUIDE

3,
S OLUTIONS



S OLUTIONS

CONTENTS
CONTENTS ettt ettt b e st e s bt st e e bt st e e s bt e et e e s bt e et e e sbteeabeesseesabeesane e bt e saneennee 2
ADOUT ThiS DOCUMIENT ...ttt ettt et e bt et e st e e bt e st e e beesateebeaas 5
NON-DISCIOSUI ...ttt ettt et e bt e st e bt sate e bt e s et e e beesate e bt e smbeeseenaneas 5
(@l e] )/ 11 ] | ISR 5
DOCUMENT CONTION .ttt st e e e e et e e st e e et e e e sabeeesabeessteesnaeenane 5
(@le] o] (o [o1 TR P TP PSPV PP U PR PRSPPSO 5
LI e e e |11 T I [ TSRS 6
2. BOOKING SCIEEN ...ttt e e e ettt e e e et a e e e e etaaeeeesaaaeeeeessbeeeaanssaeeeansssaeeeassseaenannes 7
2. 1. TAD HEOQQINGS ..ottt e e ettt e e e et e e e e e eabaeeeeeaaeeeeessaaeeeeasaeeeeensaeeeeenasaeaeaas 7
2.2, IVMBINU ettt ettt h et e b et et e e bttt e e s bt e et enat e e beenateebeens 8
RSN gle] o) o)1 gl [ G | o H PSS 9
3. MAKING O BOOKING .ottt e e e ettt e e e ettt e e e e abaeeesaabeeeeeasssaeeesnssseeeenssaeeeeanssaaaaans 11
3.1. Selecting the Ticket/ProdUCt OPHON ...c.uvi ittt e eae e 11
3.2. Making a Booking for AN AWAY GQOME ......cccccuiiieeeiiiee ettt eeaee e e ae e e e e e e e sarae e e araeas 14
3.3. Cross selling a Product af TIME Of SAIE .....cceiiieieeeee et e 15
3.4. Making a Booking for An Auto Scheduled and a Scheduled ProducCt ........cccocevveeiiieeiieene. 17
3.5. Selling A Donation Product Flagged for Gift Aid ........ccooiiiieiieeeee e 18
Gift Aid Mandatory and Completion of a Gift Aid Declaration .........ccceeeecveeecieeeciee e 19
Gift Aid Optional — Gift Aid DEeCIAratioN EXISTS ...uuueeiiiiiiiiiieeiieceeeeeteeeeee e 23
(@fe]alel=1lTale Mo NI Yol lo o] 1o ] o USSR 25
3.6. Shopping Cart DONATION PrOCESS ........iiieiiiieeeeieee ettt e e e eabe e e e e aarae e e nsneeas 26
3.7. Entering the CusStOmMEr's DEeTQIIS......ccuiiiiieeeiieeeee ettt ve e e aae e e aaeeenaeeenes 28
USING O BAMCOAE SCONNET ....iiiiieeeeeeee ettt e e et e e ae e e e e aa e e e eeaeteaeeeeasseeeeensseeeeennnneas 28
USING AN EXISTING CUSTOMIET ...ttt ettt e st e e st e e aee e aveeesaae e asaeeennaeanns 28
Creating O NEW CUSTOMIET ..ot e e e e te e e e e ab e e e e e aaaeeeenraeeeenanns 29
3.8. Entering The BenefiCiary’s DEeTQIIS......uii ittt e e et aae e e raeeenes 31
Capturing Membershio NUMIDETS ........occuiiiiiiecee ettt et e eaae e e aa e e e aaeeenaee s 31
Adding a Family Member on the Edit Beneficiaries SCre€n ... 33
3.9, TAKING PAYMENT ..ttt e e e et e e et e e e sbeeeeabaeessbaeesseeessseeensseeessaessseennes 35
Edit PUFCNQASET DIQIOQ wuiiiiiiiiiee ettt e et e e e etae e e e e aa e e e e atta e e e eeaaseeeeensaeeaeennraens 36
Select Delivery AQAress DIGIOQ v.iiuii ettt et ete et s e e e ra e e saeeesasaeeasaeesaeeessseeennnas 39
AQAITIONAI CIOIGES. ..ottt ettt e e et e e e e taae e e eetteee e e ataeeeeassseeeeessaeeeensssseeeanes 40
PAYMENT METNOUS ...ttt e e e et e e e e e e e e e e eesataaraeeeeeeeeennarrnneeens 4]

+ 44 (0) 845 508 8149 | support@green4dsolutions.com | www.green4solutions.com 2|Page



S OLUTIONS

DIFECT DDIT ..ttt et ettt et s et et esat e st e san e e bt e saneene 47

B T0. USING TAS et e et e e et e e e e tta e e e e eab e e e e eeaaaeeeeessaeeeeensseeeeaaseseeeennreeas 55
Adding Items 1o a New TAD INThEe POS ...t 55
Adding Items to an Existing TAD INThe POS ... 56
SettiNng A TAD INThE POS ...t e e e e e e raaa e e e eeaaaeeeeeaaaeaaeas 58
AMending A TAD INThE POS ... e e e e e e e e e aar e e e e e aaaeeeeas 58
3.1 1. SPEEA CNECKOUT et e et e e e e e e ee e baaaeeeeaeeeeeeansbaseresaeeeeaannsees 59
T 2 o 1] 0 11 g e T 1@l (1 £ USRI 60
R BT o) rel o T o 11111 T [PPSR 61
3.14. Shopping Cart — Additional FUNCHONQAITY ......uviiieiieeeeeee e 62
Deleting Items from the ShOPPING Cart ... eaes 62
AAAING PrOMOTIONS ...ttt et e e et e e e ta e e e e sstaeeeesaabaaeeeenssseeeenssseeesessseaanns 62
AJAING BENETICIAMES...ciiieeiieeeee ettt e e e e e s tae e s taeesstaeessseeenssaeesssaessseeensseesnsees 63
3 \Vile[alele][ale [l - Yool {] ale ISR UPUURUTR 64
4.1, FINAING O BOOKING ..ttttitiieitiee et e ettt ete e ettt e st eestteestaeessteeesssaeesssaaesssaeasssaeesseeessseeenssessnsseesnsseennes 64
4.2. AMENAING O BOOKING ..ttt e e e e et e e et e e e et e e e s eaabaeeeeasaaeeeeassaeeeennneens 65
4.3. Viewing a BOOKING'S DETQIIS .....eiieiieeiieeeiiee ettt e e s ve e e siaee e eveeesaeeesaeeesneesssaeenes 66
4.4, Finding a Booking Using the Seat or Ticket NUMDEr........cccviiiiiiiciieeeeeeeeee e 68
4.5. SearChing fOr A CUSTOMIET ..o et e e e eaa e e e e et a e e e e aaaeas 69
Creating O NEW CUSTOMIET . ..oiiiiie ettt ettt et e et e e s tee e s sae e e saeeessseeensaeeesseeenseens 70
PUTING @ CUSTOMETN ON HOIA ...t et e et e e e e e e e e e enaaeas 71
5. CUSTOMET DETQIIS DIQIOQ 1 uiiutiiiiiiieeiiie ettt ettt e st e et e e s tae e e teeestaeessaaeesssaeesssaeesseeessseesnsseessseens 76
INFOIMNIATION T ettt sat e et esat e st e sate e bt e sanesane 76

[ 8T [ T K|« TSP 76
BOOKING HISTOINY TOD ...ttt e e et e e et e e e e e as e e e e e asaeeeeennneas 76
RESEIVEA SEATS TAD ...ttt ettt eb e s e ne 76
ACAIESSES TAD ...ttt ettt e bt e st e bt e e a e e bt e s ab e e bt e sab e e bt e sabeebeesateebeeens 76
ON HOIA STATUS TAD .ttt ettt be e saneenee e 77
DECIANATION TAD ..ttt ettt sb et et b et sat e sbe et e e st e sbeebesaeesbeereeaee 77
ST RESEIVATIONS ettt ettt et st e bt e e it e e bt e s abe e beesabe e bt e sabeebeesabeenbeenas 79
Buying Group reserved tickets ON the POS: ... e 80
5.2. CAPTUNNG QO PROTO ..ttt e e et e e et a e e e e eatae e e eeaaseeeeennseeaaans 81
Capturing a Photo on the Customer DETQIlS........cccuviiiiieieiiieceeeeee e 81
Capturing a Photo on the BenefiCianies SCre@N ... 83
6. SEASON TICKETS ..ottt sttt et et be et et e s bt et e eatesbeebesasesaeebeeaee 85

+ 44 (0) 845 508 8149 | support@green4dsolutions.com | www.green4solutions.com 3|Page



S OLUTIONS

(] o Te | (T [ ISR 85
MOV ..ttt et e et e ettt eea bt e e a et e st e e e sat e e e st e e e bt e e e bt e e e bt e e s bteeenreens 86
PriINT FIXTUME TICKET ...ttt ettt ettt e e b e s ene 86

6.1. Using Season Ticket Buy-back onthe POS ... 88
Step 1: Offering A TiICKket ONThe POS ... ..t e a e 88
Step 2: Reclaiming A TiCket ONThe POS ... ..o et 93
Upgrading and Moving an Offered-Up Season TICKET ... 96

6.2. Adding Fixtures to a Season Ticket Card onthe POS.......cooiiiiieeeeeeeeee e 97
Adding a Fixture to a Season Ticket- Alternative Seat ......ccvivecieecciiiceeeee e, 97
Adding a Fixture to a Season Ticket- The Season Ticket Holders Usual Seat ..........c.uveeeneee. 100
BOOKING DETQIIS ...teeeiieeetie ettt ettt ettt e et e e e ta e e steeesstaeesssaaesssaeessseeessaeessaeansseennsseenn 102

6.3. PAMIQI SEIMES SAUES ...ttt sttt st ebe e st ebeesaneas 103
7. Using the ACCess Gate ONTE POS ...ttt ettt e e eesaeeeeaaeenes 105
7.1. Validating a Ticket or Membership NUMDE ..........ooi i 105
7.2. Finding a Booking to Validate on the ACCEss GAtE....cooiiiiiiiieiiieceeecee e 107
7.3. Amending a Booking and Editing the Beneficiaries in the Access gate.......cccevvvveeenneeen. 108
8. MISCEIIONEOUS TASKS. ..eeutteeiitetieeiteette ettt ettt et e st e e bt e stt e e bt e sabeebeesabeesbeesnbeebeesateenbeasaseeseesaseaseans 111
8.1. LOCKING The TEIMNINQI ....eiiiiiie ettt et e et e et e e e aaa e e saeeesseeesssaeesseeennseeas 111
8.2. LOGTING OUT 1.ttt e et e e e et e e e e aa e e e e e aaaeeeeeaaaeeeeenaaeeeesnsseeeeasereeeannnes 112
SRS I ol el ale e B 111 N o o] o PRSI 112
8.4, OPENING TNE THll .ot e e e e et e e e e e tae e e e eearaeeeeansaeeeseasseeeeannns 112
8.5. RECOIA O CASN SKIM ..ttt st ettt b e st et e st e e bt e enbeenes 112
I T OTe10] Yo ] o TR RSO RPRURTRURRRRORt 113
Q. OFflINE WOTKING ..etieeiiieeite ettt ettt et e et e e et e e e abeessbeesasaeesnsaeeessaeeassseansseeanssaeessaeensseeesseens 115
9.1. SWItChING 1O OFfiNE MOAE ......uoiiiee e e e e e e e e e aaaeas 115
9.2. SWItChING 10 ONIINE MOAE ......iiiiiicee ettt et e et e e ae e e aaeeesseeensaeenns 115

+ 44 (0) 845 508 8149 | support@green4dsolutions.com | www.green4solutions.com 4|Page



'S O L U T I ONS
ABOUT THIS DOCUMENT

This document has been prepared as a User Guide for using Go's POS
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1. LOGGING IN

To start using the PQOS it is first necessary to log in using your unique pin. Using your pin to log in ensures
that your sales are attributed to you.

i Note: If you have not been issued with a pin for the POS, contact your line
s manager.

To log into the POS:

1. Double-click the Green 4 icon on the desktop:

v

o 2

k]

|
| Cresnd kpos

2. The Green 4 Ticketing Login Screen will be displayed:

L} Pease Login —
o nn'
VERUE ) stadium >
CHASEL | pOS .
‘ LOGN ‘ o0 ‘

3. Enter the following details:

e PIN. Enter your unique Pin. If the onscreen keyboard has been activated for the terminal, the
keyboard will be displayed when you click into the PIN field allowing you to enter your login
details without the use of standard keyboard. Alternatively, the manual login can be

bypassed if you have a valid Dallas Key.

e VENUE. Check the correct Venue is displayed. To change the Venue, select the arrowhead
(highlighted above) to open the drop-down list. Select the appropriate venue in the list to

confinue.

e CHANNEL. Check the correct Channel is displayed. To change the Channel, select the
arrowhead (highlighted above) to open the drop-down list. Select the appropriate Channel in

the list to continue.
4. Select LOGIN to continue.

5. If the details entered are correct the POS Booking Screen will be displayed. If, however, you have

entered incorrect details the login screen will be re-displayed allowing you to fry again.
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2. BOOKING SCREEN

From the Booking screen you can create a new ticket booking or sell a product

stadiumdemo ; ‘
D1 SH VERSION: 36048 [Onne) ' Cagh Shim l’ Témeset | OpmTH | O Loget | Moo Bk
Current Booking | Find Seoking | Find Seat | Customnr
Reference No.:
| Narre Uat o [
Patures Serves Othe
[
mﬂm Deoalrin e
AE Cormrmart it Wtand Promation

Utee Pree Tadats  AdE Pyt

The Booking screen is divided info a number of functional areas, each of which is described in detail in
the following secftions:

1. Tab Headings

2. Menu
3. Shopping Cart
2.1. TAB HEADINGS

At the top of the Booking screen there are a number of headings, which when selected allow you to
move to different areas of the POS application.

Current Booking | Find Booking | Find Seat | Tabs | Customer | Coupon | Cashless Accounts | Other | Access Gate

The headings available are:

Current Booking. Select to make a booking. By default, this tab will be displayed when the POS

application is first opened. From the Current Booking screen the following options are available:

o Fixture. Select if the customer wishes to buy a ticket(s) for a single fixture. The fixture option

is only displayed if there are fixtures available for sale via the channel.

o Series. Select if the customer wishes to buy a season ficket(s). The series option is only

displayed if there are series products available for sale via the channel.
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o Ofther. Select if the customer wishes to purchase an item other than match or season
fickets, for example merchandise. The other opftion is only displayed if there are fixtures

and/or series products for sale via the channel.

Find Booking. Select to search for an existing booking.

i'i Note: If you have a barcode scanner attached to the terminal, scanning a customer’s

details will automatically bring up the details of the booking.

Find Seat. Select to search for the details of a booking using either the seat number or ticket

number.

Tabs. Displays any tabs that are currently open.

Customer. Select to search for an existing customer.

Coupon. Select to redeem coupons.

Cashless Accounts. Used to manage cashless accounts.

Other. Select to access additional functionality, for example the ad-hoc print option.

Access Gate. Select to go to the Access Gate section of the POS

2.2. MENU

Above the Shopping Cart a number of menu options are available.

Cash Skim Till Report Open Till LOCK Logout Home Back

The menu options available are:

Cash Skim. Use to enter details about a removal of money from the fill.
Till Report. Use to print out the details of the till activity for the current shift.
Open Till. Use to open the fill drawer (if integrated).

Lock. Select to lock the terminal. When the terminal is locked you will need to re-enter your pin to
restart using THE POS. Any bookings that are in progress will be available when you log back into

the terminal. You should use this option if you are leaving the terminal unattended.

Logout. Select to log out of the POS. If you have any bookings open you will be asked to save or

discard the details before you log out.

Home. Select to return to the POS home page. The Current Booking tab will be displayed listing all

of the booking categories available.

Back. Select to return to the previously viewed screen.
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2.3. SHOPPING CART

The shopping cart is used fo display the customer’s planned purchases.

Customer
Select Customer
Reference No.:
Name Seats Unit Qty Line
Fixture Ticket 2014/15 (Adult) A3 £2000 |1 £20.00
Green 4 v Training X
East 2
Tue 18/11/2014 20:00 - 22:00
Discount And Promos Beneficiaries
Total Price [£20.00 _ )
Total to pay |£20.00 Add Comment Print Wizard Promotion
Close Print Tickets Add Payment

In addition to adding goods and paying for purchases, a number of additional functions are available
from within the shopping cart:

’ Note: Some of the options detailed in this guide may not be available on the terminal you
s are using. For more information contact your Line Manager.

e Select Customer. Use to assign an existing customer to the shopping cart. See Using an Existing

Customer for more details. This option can also be used to add a new customer to the system, see

Creating a New Customer for more details.

e Delete (X). Use to delete the selected row from the shopping cart. See Deleting Items from the

Shopping Cart for more details.

e Discount and Promos. Select to display a list of promotions and discounts that have been applied

to the shopping cart.

e Beneficiaries. Use to add the details of the beneficiaries of the booking. See Adding Beneficiaries

for more details.

e Add Comment. Use to add a comment or note to the booking. Comments should be typed

directly intfo the text box provided.

e Promotion. Use to add promotions to the shopping cart. See Adding Promotions for more

information.
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Close. Use to close the shopping cart. If the current purchase has not been completed a
message will be displayed asking you to confirm your actions. If you wish fo abandon the
shopping cart and lose the details entered select Confirm. To return to the shopping cart select

Cancel.
Print Wizard. Select to print the receipt (if configured) or tickets listed in the shopping cart. See
Printing Tickets for details.

Print Tickets. Select fo print the fickets. This button is enabled when fickets are in the cart ready

for printing and a dedicated printer is set up.

Add Payment. Use to add payments to the shopping cart. See Taking Payment for more details.
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3. MAKING A BOOKING

The following sections will guide you through the process of taking a booking using the POS system. The
process is divided into five steps:

1.

2.

Selecting the ticket/product option.

Entering the customer’s details.

Entering a beneficiary’s details.

Taking payment.

Printing Tickets.

3.1. SELECTING THE TICKET/PRODUCT OPTION

The first step when taking a booking is to select the correct ticketing option:

1.

On the Current Booking tab, select the appropriate option:
o Fixture. Select to make a booking for a single match.
e Series. Select to make a booking for a season ticket.

e Other. Select to make a booking for an alternative product, for example a match

programme.

The options available for the selected product type will be displayed. For example, if fixture is

selected, all of the available matches will be listed as shown below:

Current Booking | Fing Boolang i Find Seat | Customer lO!hef

Fotures

Green FC v Southend

Select the required product, for example the fixture.
Select the required ficket type, for example standard ticket.

The Tickets Required panel will be displayed allowing you to enter the customer’s requirements:

Current Booking | Find Booking | Find Seat | Customer | Other |

Fixtures=Green FC v Southend=Standard match ticket

Standard match ticket (Adult)
£ 20.00 QTY: +

1 Person(s)

Standard match ticket (Junior)
£ 10.00 QTY: +

1 Person(s)

CONTINUE

+ 44 (0) 845 508 8149 | support@green4solutions.com | www.green4solutions.com 11 |
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Enter the number of tickets required for each product listed. The number of tickets required can

be updated using either the + and - buttons, or by typing directly into the box provided.
Once the customer requirements are complete, select Continue.

The Seat Picker screen will be displayed:

Current Booking | Find Booking | Find Seat | Customer ] Other
Fixtures>Green 4 Utd V Hub City> Standard match ticket

Please Select & Block -

r

North Stand
PURIS (oS

West Stand

Select the block the customer wishes to be located in either using the drop-down list or by clicking

on the stadium image (if available).

. If the booking is being made for an Away Game and the capture of a mandatory pre-defined

Block has been set up for the fixture, select the block from the drop down list. Select Add To Cart.

. If the selected block is not seated, you will be automatically forwarded to the shopping cart,

where the customer’s requirements can be reviewed and paid for. However, if the selected block

is seated, the seat picker will be displayed:

Curront Booking Find ﬂookmgl Find swl Customer iOﬂgl |
Furturess Groen 4 Ut0 Y tdl Gty > Samdard mutch it

Plesse Seisct a Block ‘East 1 . ‘m—m. A TeCant ‘ m ‘

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18
P® 8 &8 @ @ 08 @ 7" @ @B @ @ @ @ B D BB
Ne @ » @ @ @ @ @ @ @& @ @ @ O @ O @O O
Mes @ 2 @ @ @ @ 0O @ @ @ @ P B O OO0
Le » & R @ @ @ 0 @ @ @M @B @ B @ @O B @
K » @ » @8 8 @8 @ @ @ & B @B B @O @B BB
PN I B B B B I B B BN B BN B BN BN B B B
Im ®m @ @ A O @B @ @B @B B B B O @B O @D
He & &2 & @ &8 m & &8 @ W @ @O @ @B @ B M@
[N B B B D B B B B BN BN BN BN B BN BN BN BN
Fm " s m o 8 @a m @8 @ 0 @ @ @ @O @B @ @
Em B m @ @ @ @ @0 @ @ @ @ @B @B 0O W
OCm @ @@ @ma @ o o@ 0008080000
Co ‘ 1 E qa 0 n C B B B B B
B | no. | o e "

. The following colours will be used to illustrate each of the seats available within the block:

e Red. Available seats.
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e Grey. Unavailable seafts (i.e. taken by another customer).
e Crossed. Notf available for product type selected.
e Yellow. Currently selected seats.

e Blue. Only used for series ticket purchases. Indicate that the seat is not available for all
fixtures in the series. When the seat is selected the fixtures that are unavailable will be
listed. This option will only be available when your system is configured to allow partial

series. See Partial Series Sales for more details.

13. To select seats click on the appropriate red seats. To pick multiple seats in a row, hold the shift key
down when selecting the end seats required. Alternatively select Add Best Available, which will
automatically select the best available seats in the selected block and transfer you to the
shopping cart to complete the purchase. Note, when you hover over a seat the row and seat

number will be displayed.

14. If you have manually chosen seats, select Add to Cart once your selections are complete. Note,

the Add to Cart button will only be enabled once you have selected the correct number of seats.

15. The Shopping Cart will be displayed showing the details of the customer’s purchase. You can
continue to add additional items to the cart as described above (i.e. the customer can purchase

fickets for more than one match at a time).

Customer

Reference No.:
HNeme Seats Unt Qty Line
Foture Ticket 2014/15 [Adult) A3 £2000 |13 2000 |
Groen 4 v Traning
Eazt 2
Tue 18/11/2014 20000 - 22200
Focture Tickee 2004/15 [Adult) AS £2000 2000 |
Geeen 4 Ve NTFC 2
Ext 1
Fri O&/0E/ 2014 1500 - 17200

Decount And Promos ‘ Beneficiares

[Total Price |c40.00
Total to v |640.00

16. Once the shopping cart contains all of the items required by the customer, continue to the next

stage of the booking process: Entering the Customer’s Details.
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Note: For more information about using the shopping cart see Shopping Cart — Additional

Functionality.

3.2. MAKING A BOOKING FOR AN AWAY GAME

If the booking is being made for an away game and the Away Venue Configuration has been set up in

CRM, Block, Row, Seat, Seat Letter and Reference No. information can be captured for each beneficiary

when making the booking. The booking process will be the same as for other bookings except for the

following:

1.

If Away blocks have been set up in CRM, you will be prompted to select the relevant block when

making the booking.

Current Booking | Find Booking | Find Seat | Customer | Other ‘

Fixtures=MNewcastle V Green 4

Please Select a Block Away 1 Add To Cart

- H Stadium Image

Add Best
Avzilable

When adding beneficiary details, additional fields will be available on the Edit Beneficiary screen:

a. Block — depending on set up this will be a free format field or a drop down

b. Row, Seat, Seat Letter and Ref No. will be free format and not mandatory
Complete away block and seat information for each beneficiary.
Select OK.

Select Add Payment and continue with taking payment for the booking.

[, Edit Beneficiaries . [ T— M
Away Match (Adult) [Away 1] 26/12/2014 13:30

Mark West » | | Add || Edt || Photo | | Hide |

Block [Away Block A v |

Row ‘ | Seat } 1 ‘ Seat Letter ‘

Ref No ( ’ 1

Title First Name | VMark Last Name | West

Address 1 Postcode Email mark@west.com

Birthdate Mobile
Away Match (Junior) [Away 1] 26/12/2014 13:30

John West > | | Add || Edit || Photo | Hide

Block [K\Wav Block A ¥ | :

’ OK ‘ ‘ Cancel ‘
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3.3. CROSS SELLING A PRODUCT AT TIME OF SALE
If a product has been set up with a linked Cross Sell Product in CRM, atf the point where the POS Operator

goes to add the products to the shopping basket, a prompt to offer the customer an alternative product

will appear.

In the example below:

e A product has been set up called Day Admission — Advanced.

e A Cross Sell Product called Annual Pass has been set up as possible swap or replacement

product to the Day Admission — Advanced product.
e The products have been set up under the option Other in the category Admissions.

1. On the Current Booking tab, select the option Other.

stadiumdemo

D1, SH

Current Booking |Find Booking | Find Seat | Customer | Coupon |

Fintures Series Other

2. Select the category Admission.

Current Booking | Find Booking l Customer | Coupon i Other

3. Select the product Day Admission - Advanced.

Current Booking | Find Booking | Customes | Coupon | Other
Ocher>Admission

Cay Adnussorn -
Datad Admyssion Datad Admission -2 Advanced Joes Joes Schaduked

4. Enter the number of each item required and select Continue.

5. The system will recognise that there is an associated cross sell product and prompt the POS
Operator to offer the customer the Cross Sell Product instead of the product originally requested.
There would typically be some advantage to the customer in purchasing the cross sell product. |If
the customer does not want to change the product, select Cancel and confinue with the sale of
the original purchase
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1 |

6.

If the customer decides to purchase the cross sell product, Annual Pass is selected.

7. The shopping basket will populate with the cross sell product as shown below.

Reference No.:
Name Unit Qiy Line
Annual Pass (Adult) £2000 |1 £20.00
X
Annual Pass (Child) £1000 |1 £10.00
X
Discount And Promos
Tatal Price £30.00 )
Tomltopay  |£30.00 S — romotion

8. Processing of the sale can confinue as normal. See sections Entering a Customer’s Details and

Taking Payment.
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3.4. MAKING A BOOKING FOR AN AUTO SCHEDULED AND A SCHEDULED PRODUCT

An Auto Scheduled or Scheduled type product is typically set up for the selling of an activity e.g. a tour,

an ice skating session or a ski lesson. A date and fime needs to be selected when booking the booking is
made. The difference between the two product types are:

An Auto Scheduled product typically recurs every day at set times generated by the system

A Scheduled product has set fimes on specific days that have been manually scheduled on
the scheduler

Both products are sold in the same way on the POS.
1. Select the relevant product which will be in the Other section.

2. Add the guantity of the product to be purchased and select Continue.

crmtest

G4, G4 Cash Sbim | TikReport

Current Booking | Find Booking Customer | Coupon | Other

Other> Adnussion

£ 1000 - 1 +
CONTINUE

The sessions that have been set up in CRM as to when this product or activity is available will be
displayed with the relevant fime intervals e.g. 30 minutes, an hour etc. If the activity to be

purchased is not for the current day, select the option Next 7 Days for additional date options.

Last 7 Days Mext 7 Days

4, Once the products required are shown, select Add To Cart.

21/02/2014 28/02/2014

5. Confinue with completing the sale. See the section Taking Payment
crmtest

G4, G4

‘ms«-‘lum\

Current Baoking Find Booking | Customer | Coupon | Other
Other> Admission > Joes

071020 D)
| tast70aw B 00— je00 I Next 7 Davs
Tue 07/10/2014 12200 - 13:00
Sassion Price: £10.00 l Add To Cant ‘

Tue 07/10/2014 13:30 - 14:30
Session Pricec £10.00

l A44To Cart ‘
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3.5. SELLING A DONATION PRODUCT FLAGGED FOR GIFT AID
When a product has been flagged in CRM as eligible for Gift Aid, the POS Operator will be prompted to

ONS

apply a Gift Aid donation to the product at the time of taking payment. In order for the Gift Aid to be

applied to the product sale, a valid Declaration by the end customer must be applied. Declarations are

stored against the contact record in the system and can be created at the time of the sale if required.

Gift Aid can be flagged as Optional or Mandatory, examples of both sales processes are shown below.

In this example the products set up in CRM are not type Fixture or Series so are located under option

Other.

1. On the Current Booking tab, select the option Other.

D1, 5H

Current Booking

stadiumdemo

Find Booking | Find Seat

Customer | Coupon

Fixtures

Series

2. The categories for the different product types available will be displayed.

stadiumdemo
D1, SH Cash Skim Till Repor
Current Booking | Find Booking | Find Seat | Customer | Coupon | Cashless Accounts | Other |
Other
Merchandise Vouchers Leisure Memberships Cashless Donations
Postage Replica Kit Alcoholic Drinks Soft Drinks

3. Select the required product category. In this example a donation product type is being ‘sold’

and is in the product category Donations.
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GIFT AID MANDATORY AND COMPLETION OF A GIFT AID DECLARATION

1. A product called ‘Donation-Tree’ has been set up for this example. Characteristics of this product

are:

e The Donation Percentage of this product is set to 100% i.e. Gift Aid will be calculated on

the full value of the product.

e Gift Aid flagged as Mandatory i.e. the product cannot be sold without Gift Aid and
therefore a valid Declaration will need to be in place for the customer making the

purchase.

i. If the customer does not have a valid declaration stored in the system and is not
willing or cannot complete a declaration at the time of sale, the product will have

fo be removed from the shopping basket.

ii. If the customer does have a valid declaration stored in the system Gift Aid will

automatically be applied.

ii. If the customer does not have a valid declaration stored in the system and wants

to contribute Gift Aid, Declaration details can be captured at the time of the sale
e This product has set pre-set up as a donation amount of £25.00.

2. Select the Donation - Tree product.

stadiumdemo

D1, SH

Current Booking |Find Booking | Find Seat

Other=Donations

Donation - Water Well

Donation - Tree Pump

3. Asthe product has been set up with a zero value, an amount can be selected using the

numbered buttons, else a value can be entered in the Donation Value box.

4. Select Continue to add the item to the shopping basket as shown below.

Customer
[ Select Customer \
Reference No.:
Mame Linit Qiy Line
Donation - Tree {Each) £25.00 |1 £25.00
X
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As this product has been flagged as eligible and mandatory for Gift Aid, a declaration for the

purchaser will need to be validated before the sale is completed i.e. customer details will need to

be entered to verify that a declaration exists.

On selection of Add Payment, the POS Operator will be prompted to enter the customer’s details
and will not be able to complete the sale without this step. Various options are available for

adding a customer’s details:

e Option 1 - using the Edit Purchaser form search for an existing customer or Create a new

customer if they do not exist in the system

e Option 2 - close the Edit Purchaser form and click the button Select Customer

stadiumdemo

01 51 G e |

-----

Refer to the section Entering the Customer’s Detdils for more information on each of these

options.
In this example, click on the Select Customer button (No. 2).
The Customer tab will open. Enter the customer’s First Name and Surname.

Click on Search Customer. Any related records fo the names entered will be displayed.

. If this is the correct customer, click on Add to Order.

. If the customer does not exist in the system, the Add Customer opfion should be selected.

Currend Booking | Find l)qobrggl Find Seat| Customer | Coupony l Cashless Accounts l Other
Emal “Ermiad shouid be exact. Ousormes Sef
—_—
R Namo uld Sumama whis I
Company Pomtooe Prochuct User Bockongs
(B Papelofl
adycworner || S | O Fem Pree Nowt Lt
Tite Frst Name Sumaeme IScresr £l Cordact Numbee
(%4 Ao When ol wheas Demaloom
At o Over | f5how Bookrge ’

12. The customer’s details will be added to the shopping basket section as shown below.
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Customer

Arnold White {arnold.white@email.com)

Reference No.:
MName Linit Qiy Line

Donation - Tree (Each) £25.00 |1 £25.00

13. When Add Payment is selected, the prompt for making a Gift Aid donation will be displayed.

oL

-
[2) Gift Aid = E

A Do you want to Gift Aid?
&' Are you a UK Taxpayer? Help us increase your £25.00 donation by 25% to £31.25 at no extra
cost to you.

o |

Note: The amounts of Gift Aid applied to the product are set up in CRM and depend
on the following:

- The percentage Gift Aid that can legally be applied to a donation as per HMR&C

Legislation

& - The percentage value of the product that Gift Aid can be applied i.e. if only 50% of
a £10 product is eligible for Gift Aid, this will be set up in CRM and the HMR&C Gift
Aid rate will only be applied to £5

- Inthis example, the HMR&C Gift Aid Rate is 25% and this product Donation
Percentage is 100% i.e. Gift Aid at 25% is applied to the total value of the product

14. If the customer decides aft this point not to conftribute Gift Aid, No is selected.

15. The message below will appear and the POS Operator will need to select OK and remove the
product from the basket as Gift Aid has been set as Mandatory for this product. The sale of this

particular product cannot continue.

fac o .
I2| Gift Aid e

l_\ Basket contains product(s) that require a valid Gift Aid Declaration to proceed. Please complete
£%% 3 Gift Aid Declaration for the contact or remove the product(s) to proceed.

16. If the customer agrees to contribute Gift Aid, the Yes option is selected. The system will check if a

valid Declaration exists for the customer.
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17. If a valid declaration does not exist, the POS Operator will be prompted with a Declaration form

and will need to verbally obtain Declaration details and confirmation from the customer.

Gift Aid It

(=]

g

Are you a UK Taxpayer? Help us increase your £25.00 donation
by 25% to £31.25 at no extra cost to you.

~

Charity: The Charity

First name: | Arnold

Last name: | White

Address 1: |

Postoode: |

made:

Today only
[C1 (Tick for historical donations)
[71 (Tick for future donations)

I confirm I have paid or will pay an amount of Income Tax and/
or Capital Gains Tax far each tax year (6th April to 5th April)
that is at least equal to the amount of tax that all the charity
that I donate to will reclaim on my gifts for that tax year. I
understand that other taxes such as VAT and Council Tax do

not qualify. I understand the charity will reclaim 25p of tax on
every £1 that I have given.

Cancel

Yes, add Gift Aid

Please treat as Gift Aid donations all qualifying gifts of money

Continue

18. The minimum requirements for a declaration are:

e The Charity name. Appears on the form as per CRM set up

e First Name and Last Name. Populated from the customer search

e Address 1 and Postcode. The house number and Postcode need to be captured here
and will update the contact record

¢ Confirmation of Declaration. Select the Yes, add Gift Aid option. This selection will default

the Today only option and apply the Declaration to the donation made today only.

¢ The tick box options for historical and future donations are optional and if selected will

store a valid Declaration against this customers contact record for all past and future

donations as per the dates specified
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19. Once the Declaration is complete, select Continue to return to the Current Booking screen.

20. Select Add Payment to complete the booking.

21. See section Taking Payment to complete the sale.

GIFT AID OPTIONAL — GIFT AID DECLARATION EXISTS

1. A product called Donation — Water Well Pump has been set up for this example. Characteristics of

this product are:

e The Donation Percentage of this product is set to 50% i.e. Gift Aid will be calculated on

50% of the value of the product.

e Gift Aid flagged as Optionali.e. the customer will be asked to confribute Gift Aid but it is

not mandatory for the sale of the product.

i. If the customer does not have a valid declaration stored in the system and is not
willing or cannot complete a declaration at the fime of sale, the product can sfill

be sold and no Gift Aid amount applied.

ii. Ifthe customer does not have a valid declaration stored in the system and wants
to complete a declaration at the fime of sale, declaration details can be

capftured.

ii. If the customer has a valid declaration stored in the system Gift Aid will

automatically be applied.

e This product has set with a value of zero and the customer will be prompted to select the

amount to be donated.

2. Select the Donation - Water Well Pump product
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stadiumdemo

D1, SH

Current Booking |Find Booking | Find Seat
Other>Donations

Donation - Water Well

Donation - Tree Pump

3. The product value options will be displayed.

Current Booking | Find Booking | Find Seat | Customer | Coupon | Cashless Accounts | Other |

Other=Donations:Donation - Water Well Pump

Donation Value ‘ |

CONTINUE

4. Enter a Donation Value or select one of the value buttons displayed.

5. Select Continue to add the item to the shopping basket as shown below.

Customer

‘ Select Customer ‘

Reference No.:
Mame Linit Qby Line

Donation - Water Well Pump (Each) £10.00 ¢ £10.00
X

6. As this product has been flagged as eligible and optional for Gift Aid, the end customer will be

prompted to contribute Gift Aid. If Add Payment is selected, the POS Operator will be prompted

to enter the customer’s details.

7. Inthis example, click on the Select Customer button and enter the customer’s First Name and

Surname in the fields provided on the Customer tab.
8. Click on Search Customer. Any related records tfo the names entered will be displayed.

9. Click on Add to Order.
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Customer

Bﬁr“ﬂld White (arnold.white@email.com) | Edit Details }

Reference No.:
Mame LInit Qty Line

Donation - Water Well Pump (Each) £10.00 ‘ 1 £10.00
X

10. The customer’s details will be added to the shopping basket section as shown above.

11. In this instance, because the selected customer Arnold White has a valid Declaration in the
system, when Add Payment is selected, the prompt for making a Gift Aid donation is not
displayed and Gift Aid is automatically applied to the purchase. If the customer did not have a

valid Gift Aid Declaration in place, one would have to be completed.

12. Select Add Payment fo complete the booking.

’ Note: In this example, the Donation Amount of the product was set to 50%, therefore
s Gift Aid was only applied to £5 i.e. the total Gift Aid value was £1.25.

13. See section Taking Payment to complete the sale.

CANCELLING A DECLARATION

If a customer’s circumstances change and they are no longer paying tax as specified for Gift Aid
Donations, a Declaration can be cancelled. See section Customers Detail Dialog.
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3.6. SHOPPING CART DONATION PROCESS

If a Shopping Cart Donation product has been set up in CRM against the POS Channel, at the Add
Payment step of the sale, the POS Operator will be prompted to add a Donation to the shopping basket.

.
stadiumdemo ‘
0151 | cwser | Teagmt | opeTw || X | e || e o
| !
Cutrent 20oMing | Find liockng | Fird Seat | Cuatones | Coupon | Cobls Accossns | Ot
Cutcrser
'“ﬂwm TaVCAL iAo e tor
Tatier Lo Ot
Neference Mo
e a3 . Lee
[ [1000 | ;
| »
- it | PRETTN
[] Srepmeg Cat Ooraten et A e Tichee 2014715 A & i TR
i AV s i *
0 O yiu Wit 30 iakie 3 GUNaton’ l,,“,_,h, 1208 - 1200
Cay Mogaevie (Facn) "L',‘I' (434
x
wo | “ ! ! _—
Totsl Pres jos.0 |
Tod tewm LS00 | - Prtwant | avess
Oone o Tickets | AGd hayrwne

1. If the customer does not want to make a Donation, select No and continue with Add Payment.
2. If the customer wants to make a Donation select Yes.

3. The following Donation screen will be shown:

Shopping Cart Donation E

i ™

Donation Value ‘ 0.00 ‘

Channel Percent ‘ Shopping Cart Round-Up ’ ‘ Fixed Amount ‘

‘ Cancel ’ ‘ Continue 1

4. The following options are available:

¢ Donation Value. Itis possible fo enter in an amount specified by the customer in the
Donation Value area, any value could be entered here.

e Channel Percent. When this option is selected the Donation Value suggested will be a
percentage amount of the total shopping basket value. In the example below, the
shopping basket value is £20, the Channel Percentage has been set to 10% so the
Channel Percent Donation Value equals £2.
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Shapysing Cart Denatien o
)
Donation Value 2.00
Reference No.: .
Narne Seats Unit CQey Line Crannat Narcarc ' ‘ Shepaing Cant Round-up | Finag Arvourt
Bear (Each) £1000 |32 £2000 . 4
’  Concel Contiwoe |
e Shopping Cart Round-up. When this option is selected the Donation Value will round up
the shopping basket value to the nearest £1. If the value is already rounded, there will be
no change. In the example below, the shopping basket value is £21.50 and the
suggested Donation Value is £0.50.
Sroppng Con Domation 0 :—~————— =]
Reference No.: 3
Nameo Seats Unit Qty Lre Donation Value 0.50
Baar [Each) £1000 |3 £2000
e Pecart | | Saogng Can Round-n Fea) Berurt
Peps! (Each) £150 €150
| canes | Continue |
¢ Fixed Amount. When this option is selected the Donation Value will be as set up in the
Booking Product Default Donation Amount. In the example below, the Fixed Amount is set
to £1.
Shopping Cart Donation : T — =
Reference No.: - 31
Name Seats Unit  Qty Lowe (D«mimm 1.00
Baar (Each) £1000 |2 £2000 ‘
|| | oo Srogong Cat Reurd-p | | s amoure
Pegsi (Each) £150 |4 £130 : ‘
| L y Cancel ‘ Continue

If either of the above options are required by the customer, select Continue to add the Donation

to the shopping basket.

If either of the above options are not required by the customer, select cancel and contfinue with

processing the sale.

7N

section.

Note: If the Shopping Cart Donation product is eligible for Gift Aid, the prompts for Gift
Aid will be applied as described in the Selling a Donation Product Flagged for Gift Aid
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3.7. ENTERING THE CUSTOMER’S DETAILS

Once the shopping cart details are complete you can optionally assign a customer to the booking. Two
options for assigning a customer to a booking are available:

e Use an existing customer.

e Create a new customer.

USING A BARCODE SCANNER

If you have a barcode scanner attached to the terminal and the customer has an existing ticket,
scanning the ticket will automatically add the customer details to the booking.

USING AN EXISTING CUSTOMER

f ! E Note: Customer details can be added as part of the payment process.

To use the details of a customer who already exists within the system carry out the following:

1. At the top of the shopping cart select the Select Customer button:

Customer

Select Customer
2. The Customer screen will be displayed:
Cuerent Booking | Find Booking | Find Seat’ Customer
fmal “Emal hould be ssact.  Oustormes Rt
ra ame Semame
Compary PostCode Product User Boskingy
A4 Castomes ik ‘ O Frer Frev et Lt
e Frst Narm Surrane Addewn Imas Contact Murshs

3. Enter one or more of the following details about the customer:

e Email. Enter the customer’s email address. The address entered must exactly match the

entry held in the system.
e Customer Ref. Enter the customer’s unique reference number.

e First Name. Enter the customer’s first name. It is not necessary to enter the customer’s full

name, for example entering Ste will find Steve, Steven, Stephen, efc.

e Company. Enter the customer’s company (if a corporate customer). It is not necessary to

enter the full company name.

e Surname. Enter the customer’s surname. It is not necessary to enter the customer’s full

name, for example entering Rob will find Robinson, Roberts, etc.

e Post Code. Enter the customer’s postcode. It is not necessary to enter the customer’s full

post code.
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4. |If you wish to include customers that have been added as beneficiaries select the Product User
Bookings check box.
5. Once you have entered one or more search terms, select Search Customer.
6. Anyrecords found to match the search term entered will be listed below the search terms:
| Cyerent Booking | Find Booking | Find Saat| Customes | Othar
Emal “Emad should e e
Fi Nama whe Serrane [
Carspary PostCode
|umii Search H 7o ipm':‘ fot
Title Frst Name Swrane Adared
} i e e e | Ashn Serith
wW ot St
l Azd 2o Order Show Booxngs
“ aiwode | Sowteoens | - -
7. If the correct customer appears in the list, select Add to Order alongside their details.
8. The shopping cart will be re-opened with the customer’s name displayed at the top.
9. If the customer’s details cannot be found, their details can be added to the system as described

below.

CREATING A NEW CUSTOMER

To create a new customer:

1.

At the top of the shopping cart select the Select Customer button:

Select Customer

Customer

2. The Customer screen will be displayed:

| Current Booking | Find Booking | Find Seat” Customer

Emal “Emal hould be snact.  Customes ReE

st tame Swmama

Campany PostCode Product User Boskingy
| |

| Add Costomes omu: o [ ‘ O ‘ Frst Prev et L

Ttle Frst Mo Surrane Addrwn Emad Contact Murshe

Carry out a customer search (as described above) to ensure the customer’s details have not

been previously added to the system.
To add new customer details, select Add Customer.

The Customer Details screen will be displayed:
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(L;; Customer Details " ‘ = |8 7,27“
Information | Reserved Seats | Addresses |
Customer Reference | |
Title | | Company | ‘
First Name | catherine Street 1 ’ }
Last Name | perryman Street 2 ' ‘
Email | Street 3 ] \
Mobile | | ity | |
Phone | | County ’ ‘
Date of Birth | | dd/mmjyyyy  Postcode p || Lookup |
Bulk E-mail ) Allow @ Do Not Allow

Add on-hold Add Address Buy Group Buy Tickets ‘ 0K Cancel

6. The Customer Reference field will be auto populated when OK is selected.

7. Enter the requested details, ensuring that all fields marked with bold text are completed.

entering the customer’s postcode before selecting Lookup. Pick the appropriate address

2 Note: If you have postcode lookup enabled you can enter the individual's address by
from the list of addresses returned.

8. Select OK to confirm the details.

9. The Customer screen will be re-opened displaying the newly added customer. Select Add to

Order alongside the customer’s details to continue.

10. The shopping cart will be re-opened with the customer’s name displayed at the top.

+ 44 (0) 845 508 8149 | support@green4solutions.com | www.green4solutions.com 30 |
Page



@

S OLUTIONS
3.8. ENTERING THE BENEFICIARY’S DETAILS

Once the customer’s information has been collected you will be prompted to capture beneficiary
details. These are the individuals who will be using the tickets. When Add Payment is selected, the
screen below will appear. Alternatively:

1. Select Beneficiaries.

2. The Edit Beneficiaries screen will open.

T =
|2, Edit Beneficiaries P —— ﬂ
Membership (Adult) =
i L Hide |
Title First Name Last Name
Address 1 Postcode Email
Birthdate Mobile
Memb. No. | start | 1071072014 End 10/10/2015 =
~ ] (e [rice |
Title First Name Last Name
Address 1 Postcode Email
Birthdate Mobile
Memb. No. | Start 10/10/2014 End 10/10/2015 =
’ OK ‘ ‘ Cancel \

3. Complete the beneficiary details for each ticket listed, the name of the customer making the
booking will be available in the drop down list and can be assigned as a beneficiary of the ficket.

If a different contact is to be assigned as beneficiary of the ticket, select Add.

Enter the beneficiary’s First Name, Last Name and select Search.

If the beneficiary does not exist in the database select Add and enter in the contact details.
Select OK to return to the Edit Beneficiary screen.

Select OK to complete the entry of beneficiaries.

Y o N o 0 o~

Select Beneficiaries to make any changes to the beneficiary information captured.

10. Select Add Payment to continue with taking payment for the booking.

Note: Collection of beneficiary information will depend on the set up of the Bookable
’ Product in CRM. There are three settings, Required, Requested or Not Required. If the
(" ) settingis Required, it will be mandatory to collect this information. If a beneficiary is On
Hold, an alert will be generated and the sale cannot proceed.

CAPTURING MEMBERSHIP NUMBERS

1. If the product being purchased is a Membership, the Membership No. can be captured in the
Memb. No. field as can the start date of the membership in the Start field.

2. If you have a barcode scanner aftached to the terminal and the customer has an existing
membership number as a barcode on a card, scanning the card will automatically add the
membership number here.
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) Edt Beneficiorcs S L
Membership (Adult) E =
l + ] [la] [ hide |
Title First Name Last Name
Address 1 Postcode 7 Email
i
10/10/2015 =
| ide |
Title First Name i Last Name
Address 1 Postcode | Email
Birthdate Mobile |
Memb. No. Start 10/10/2014 End 10/10/2015 =
‘ OK ‘ ’ Cancel ’

3. If the membership number(s) captured already exist in the system, the system will prompt that the
membership number is already in use. All the duplicate numbers will be listed.

rl Waming - E‘M

o The following membership numbers are aiready in use:

100002
100012

Are you sure you want to continue?

oK Cancel

Membership numbers can be captured or updated retrospectively via the POS. To update membership
numbers of an existing booking:

1. Search for the booking by selecting the Find Booking tab and entering either the Booking
Reference Number or Firstname and Surname.

2. When the correct booking is displayed, select Amend Booking.

Cutrent Booking | Find Booking | Customer lCoupon I Other |
Booking Ref.
Firstname catherine Surname perryman
Company
Page 1cfl
Saarch Caar Frst Prev Next Last
Rederence No. Purchaser Email Total Price Products
1000069 Cathenne Perryman catherine@tzest.couk £20000 Membershvp (Adult)
Amend Booking O=tal

3. The booking information will be displayed in the shopping basket areaq, select Beneficiaries. The
Edit Beneficiaries dialog box will be displayed and the Membership Number for each Beneficiary
can be entered or updated. A barcode scanner can also be used at this point to capture the
Membership Number from an existing card.
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wrertt Booking | Foid Booking | Customer | Coupon | St

\ Qustprwe -
§ | POITYMAN (cyminesgmt iy ’- . '
p—
Mesbarship (Aduit) ust @ Lre
| Catenne Peryian - A &= "o | l.’:mmi: .::c:c-]
Tite Frst hame s wve Lag Mo

Agzen | Pomcode s sa el e LT e 3
K 4 (300 o0
Drtatena Mt

L2 Lrw

=

Mards N | 1704 S BARM £t : : ’
Set Nryrean - Ade e e

Tite FRhare | fes Lax Marce

Moen | Posnce £l

Qrtcew Nire

Mard, Mo Stant W00 e

O 1~~.ium

| Terwlciare

| Coreten

Note: If the system has been set up to auto generate membership numbers and the
corresponding sefting for the membership number field sef to Read Only, the membership
number cannot be captured, but will be auto populated on purchase of a membership

type product.

ADDING A FAMILY MEMBER ON THE EDIT BENEFICIARIES SCREEN

It is now possible to use the +F button on the Edit Beneficiaries dialog to add a family member to an order

when more than one product is being purchased. The +F button is highlighted below

£ Edit Beneficiaries
Leicester City FC Fixtures 2014/15 (Adult) [SB Block 1] 15/08/2015 15:00
|Joseph Walker - | | Add || +F || Edit || Photo| Seat |F9 Card
Title Mr First Name  |Joseph Last Mame  |Walker
Address 1 High Street Postcode LE193LW Email jwalker@greendsoluti
Birthdate Mobile 7815124432
~ | | add || F ] Seat E10 Card
Title First Name Last Name
Address 1 Postcode Emiail
Birthdate Mobile
oK Cancel
When the +F button is selected a new Edit Beneficiary dialog will be displayed, here the dialog is pre-
populated with the common details from the first purchaser such as the Last Name and Address.
+ 44 (0) 845 508 8149 | support@green4solutions.com | www.green4solutions.com 33|

Page



S oLUT
[y Edit Beneficiary
e | stmele | pmote [0 | G|
el [ ] ome [ ] s [
Company [ ] swets ||
Bulk E-mail @ Allow ) Mot Allow County
Customer Reference |:|
Where did you hear about us?
Create Search Clear
oK Canicel

I ONS

The remaining fields will then need completing to add the family member to the order. Upon completing
the details select Search, if the customer already exists in the system it will be possible to select them from
a list of Previous Users, before Ok can be chosen to add the Beneficiary.

If the customer does not already exist in the system after selecting Search a Message will appear
confirming that no matching customers were found. The Beneficiary can then be added to the system

by selecting Create.

The Edit Beneficiaries screen will reappear with the appropriate family member added as a Beneficiary.

]

Edit Beneficiaries

Leicester City FC Fixtures 2014/15 (Adult) [SB Block 1] 15/08/2015 15:00

Joseph Walker = | Add || +F || Edit | | Photo | Seat E9 Card
Title Mr First Name  |laseph Last Name  |Walker
Address 1 High Street Postcode LE193LW Email jwalker@greendsoluti
Birthdate Mobile 7815124432

David Walker v | [ add || ¢ || edit |[ photo] seat ci0 Card
Title Mr First Name | David Last Name  |Walker
Address 1 High Street Postcode LE193LW Email d.wlaker@gd.com
Birthdate 17/04/1950 Mobile 09345859032

oK Cancel

Select OK to continue purchasing the product.
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3.9. TAKING PAYMENT

Once the shopping cart details are complete you can take payment for the booking:

1. Select Add Payment.

be available. This option does not collect name and address details. This option should not

Note: If a cash account has been set up for the terminal the Speed Checkout option will
: 1 §
be used for tickets that require beneficiary details.

2. If you have not added a customer’s details to the order, the Edit Purchaser dialog will be

displayed. The Edit Purchaser dialog can be used to:
e Add an existing customer to the booking.
e Create a customerrecord.

e Give areason for not adding a customer’s details to the booking.

= Edit Purchaser E

e T E— [ toon
Company [ ] swets ||

Birthdate I:I dd/mmjyyyy City I:I

Bulk E-mail ) Allow (@ Not Allew County I:I

Customer Reference I:I

Reason for No Purchaser

Create Search Clear

[s]4 Cancel

3. Complete the required action before selecting OK. See the Edit Purchaser Dialog section for more

details.

4. If the multiple addresses functionality is enabled you will be prompted to select the delivery

address for the purchased products. See Selecting Delivery Addresses for more information.

5. If aproduct included in the shopping cart is set to require or request beneficiaries, the Edit
Beneficiaries dialog will be displayed. Complete the required information before selecting OK.

See Adding Beneficiaries for more information about adding the details of beneficiaries.

6. The Payment Method screen will be displayed:
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L) Paymest Methos ey
toternal Discourt Cash
[ |
Chip and Pin \ Imowce Vouches

7. Select the appropriate option to continue.

8. Therelevant payment screen will be displayed. Complete the requested information.

’ Note: The payment options available to you will depend upon your system configuration
# and may differ fo those shown above.

9. Once the payment details have been completed, select Pay to continue.

10. The shopping cart will be updated to show the amount paid (and the outstanding balance if

applicable):
Total Price £100.00
Cash Payment £20.00
Chip and Pin
Payment £50.00
Total to pay £30.00

11. If the full balance has not been paid, select an alternative payment method to complete the

purchase.

Once full payment has been taken, you will be ready to proceed to the next stage of the booking
process: Printing Tickets.

’ Note: If you are not printing tickets immediately, but instead using the ad-hoc batch
s printing option (see Batch Printing) click Close to complete the booking.

EDIT PURCHASER DIALOG
The following sections describe how to use the Edit Purchaser dialog to:

e Search for an Existing Customer

e Edit an Existing Customer's Details

e Create a Customer Record

e Complete a Booking without Selecting a Customer

Search for an Existing Customer
To search for a customer using the Edit Purchaser dialog:

1. Using the Edit Purchaser dialog enter the customer’s First Name and/or Last Name before

selecting Search.
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Email

Bulk E-mail ) Allow @ Not Allow

Customer Reference

Edit Purchaser
stvme| | pusae
e [ ] swea2

Strest 3

County

Reason for No Purchaser

Create Search

Clear

OK

Cancel

2. Any customer records matching the search criteria entered will be listed in the Previous Users

dialog:

T ——
| Alan Smith . F

alison smith | ;
|Andrew Smith . Re:
|Andy Smith

-
|

3. Select the correct customer from those listed. The Edit Purchaser dialog will be re-displayed

showing the customer’s details. The Create and Search buttons will be disabled.

Fiest Mame Joseph Last Name | Walker Postcode  |LE193LW [ woes |
Mabis 07815324412 Telephane Streetl  [high Streez
Emadl || woker@gresntzohtcd  Title [ e | a2
Company CJm 4 Solnons | g
Birthdate | dimmivyry aty [Lamerwarth
Bulk E-marl & Allow 1 Mot Adow Courty |Leicestershire
Customes Reference i
Reason for Mo Purchaser
(et fay Cesr
ox Concad
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4. Select OK to continue with the payment.

' Note: If the search criteria entered returns too many customer records, an error message
i'f will be displayed stating too many customers have been found. Select OK to close the
# message. Use the Edit Purchaser dialog to modify the search terms entered to reduce the
number of records returned, for instance enter both a first name and surname.

Edit an Existing Customer’s Details
To edit a customer’s details using the Edit Purchaser dialog:

1. Search for the customer details as described above.

2. Once the customer details are displayed, make the necessary changes to the information held

using the Edit Purchaser dialog.
3. Once the modifications are complete, select OK.

4. The Customer Details Have Changed message will be displayed. Select OK to save the changes

and confinue to the Payment Method dialog.

Create a Customer Record

If the customer’s details do not exist in the database, it is possible to create a new user record using the
Edit Purchaser dialog:

1. Search for the customer details as described above.

2. If the customer’s details do not appear in the list of previous users, a message asking to either
Create a new customer, Search for a new customer or set a reason for no purchaser will be

displayed. Select OK.

2y Message = B

b Please select Create to create a customer, Search to find an existing customer or set a reason

¥ for no purchaser
‘ oK

3. Complete the customer’s details, ensuring all mandatory fields (marked by bold text) are

completed.
4. Once the details are complete select Create.
5. Once the details have been saved, you will be able to confinue with the payment.

Complete a Booking without Selecting a Customer

On occasion it is necessary to create a booking without adding a customer’s details, for example during

busy periods or when the customer refuses to give you the necessary information. To create a booking
without adding a customer’s details:
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1. On the Edit Purchaser dialog use the Reason for No Purchaser drop-down list to select the reason
why no customer details are being supplied for the booking. Options include Child, Too Busy and
Refused.

bookings made in offline mode. This option cannot be selected using the Edit Purchaser

2 Note: An additional Reason for No Purchaser option of Offline is automatically assigned to
dialog.

2. Select OK to continue with the payment.

Note: Bookings without a purchaser attached can be found using the Booking Reference
via the Find Booking tab.

SELECT DELIVERY ADDRESS DIALOG

The Select Delivery Address dialog will be displayed if your system has been configured to allow
purchasers to have multiple addresses. Using the Select Delivery Address dialog you can:

e Select the delivery address to use

e Edit a customer’s address

e Add anew customer address

e Skip adding an address

&J Select Delivery Address u
Name Street City County Postcode
Home 115 High Road  Leicester  Leics  LE1 1AA
Edit Add to Order
Work |Green 4 Solutions | Lutterworth | Leics
Midland Court Edit Add to Order

‘Add AddremH Skip H Cancel ‘

Selecting Delivery Address
To select an address to use:
1. Select the Add to Order button alongside the appropriate address.

2. The payment process will continue.
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Editing an Address
To edit a customer’s address:
1. Select the Edit button alongside the appropriate address.

2. The Edit Address dialog will be displayed. Complete the required information before selection OK
to continue.

address by entering their post code before selecting Lookup. Pick the appropriate address

f Note: If post code lookups are enabled for your system you can find the customer’s
: 1 E
for those listed.

3. The Select Delivery Address dialog will be redisplayed allowing you to select the address to use for
the order.

Adding an Address
To add an address to a customer’s record:
1. Select the Add Address.

2. The Edit Address dialog will be displayed. Complete the required information before selection OK
fo continue.

address by entering their post code before selecting Lookup. Pick the appropriate address

f Note: If post code lookups are enabled for your system you can find the customer’s
: 7 }
for those listed.

3. The Select Delivery Address dialog will be redisplayed allowing you to select the address to use for
the order.

Skip Adding an Address

If you do not wish fo add a delivery address, select Skip to continue without selecting an address.

ADDITIONAL CHARGES

Additional Charges can be set up on a Sales Channel. These are typically additional fees that are
added to ficket sales. If the Fixture or Series on offer needs to include the additional charge, it should
along with the associated Bookable Product be flagged accordingly.

This will result in the automatic inclusion of the additional charge for each ticket sold as demonstrated in
the example below. This cannot be removed or changed in the shopping basket.

corresponding product is flagged for Additional Charges, the charge will be added to

f Note: The Channel can have more than one Additional Charge set up against it and if the
: 7 E
each product in the shopping cart.

In the example below:
e An Additional Charge called booking fee of £2.50 has been set up for the POS Channel

e The Bookable Product called Event Ticket (Adult Standing) has been flagged for Additional
Charges

e The Fixture called Eddie Izzard has been flagged for Additional Charges
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seomme

Reference No.:
Name
Evert Tickan (Acut Sanding)

Edde 122300
Black A

Thu 23/10/7014 1500 - 2100

Unt @y Lne |
£3300 |; £3500

Dwscount And Promos |

Towd e E3s00 ||

Addtionsl 250 [

Chargas

Total to pay §37.50 |
L]
1

If the quantity of tickets purchased is increased to 2, the Additional Charge will be incurred for the

second ticket.

Reference No.:

Unit Qty Lne
i |2 |muac

Thy 2310V2014 15:00 - 21:00

[Total Price £70.00
IAdctiona) 500 A Conwmernt Pramation

Total topay___ [475.00
1

PAYMENT METHODS

Cash
To take cash payment for a booking:

1. Select Cash on the Payment Method screen.

2. The Cash screen will be displayed:
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L — =
{Cash
Booking Total:t 40.00
Promotion Value:f 0,00
Amount Pakd:f 0.00
Bakance Lo Pay:t 40.00
Payment Charge:f 0.00
Totad for Full Payment:§ 40.00/
Amouant Tendered: £
| Repaat (0.00) Spix TOTAL 29 ‘ £10 (53
| | |
Change to give: £ 000
This Payment:t 0,00/
Cirtaraer Detyds
Stuart Walker ()
Send Conlvrmation Emad 1o Customee, Port F.i(i‘.'(‘
Send Confrmation Emad 10 Operator
Py Bt |
A

Enter the amount tendered by the customer by either typing the amount directly into the Amount

Tendered text box, or using the buttons available:

Repeat. Select to repeat the previous made against the shopping cart. When this option is

selected the value of the last payment made will be added to the amount tendered box.

e Split. Select to pay a proportion of the outstanding amount. The Split Payment Calculator
dialog will be displayed allowing you to select the proportion the customer is paying (e.g.
Y2). When an option is selected Payment dialog will be redisplayed showing the amount

calculated in the Amount Tendered box.
e Total. Select if the customer has tendered the total amount left to pay.
e £20. Select to add £20 to the amount tendered.
e £10. Select to add £10 to the amount tendered.
o £5. Select to add £5 to the amount tendered.
Complete the additional information requested:

¢ Send Confirmation Email to Customer. Select to send a confirmation email to the customer

(an email address will be required).
¢ Send Confirmation Email to Operator. Select to send a confirmation email to the operator.
e Print Receipt. Select to automatically print a receipt.
Once the details are complete select Pay to continue.

If you need to return change to the customer, a dialog advising of the amount to be paid will be

displayed. Select OK to continue.

Loyalty

Use the Loyalty option if the customer is using loyalty points to pay for their purchases.

When the Loyalty payment method is select the Loyalty screen will be displayed:
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& oo
ILoyalty ;
Booking Total:£ 40.007
Promotion Value: £ 0.00,
Amount Paid:£ 0.00
Balance to Pay:f 40.00,
Payment Charge:£ 0.00
Total for Full Payment:£ 40,00
|Customer Detaiks: |
‘Adam Smith (o4 o ! wom)
Punts Avaitahls 5800
Cash Value £ 560000

Poums to Redeem
100 Loyalty Pt = £100.00

Send Confrmation Emad to Custonsss Prnt Receoe|
Send Confymation Emal to Operator, |

"

o or

2. The customer's number of available loyalty points will be displayed. Enter the number of points to
redeem in the box provided.
3. Complete the additional information:

e Send Confirmation Email to Customer. Select to send a confirmation email to the customer

(an email address will be required).
e Send Confirmation Email to Operator. Select to send a confirmation email to the operator.
e Print Receipt. Select to automatically print a receipt.
4. Once the details are complete, select Pay to contfinue.

Chip and Pin

If a chip and pin device is connected to the fill, payment can be taken using this method. The payment
receipt from the device should be put into the fill once payment has been taken. To process a chip and
pin payment:

1. Select Chip and Pin on the Payment Method screen.

2. The Chip and Pin screen will be displayed:
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Card

L
Chip and Pin
Total Price:£44.00
item Name

Crodd match Ticket
September Matchl
N1

Unit Price Quantity
£17.50 1

= |

Loe Price
£17.50

Adult Match Ticket
Septermber Matchl
Nl

£25.50 1 £26.50

Customer Details:

0

Process Card Payment

Authestication Code

Balance to Pay:£ 44.00
Amount Tendered:£

‘mmﬂeo £10

Send Confirmation Email to Customer
Send Confirmation Emad to Oparator

S OLUTIONS

Enter the amount tendered by the customer by either typing the amount directly intfo the Amount
Tendered text box, or using the buttons available:

e Total. Select if the customer has tendered the total amount left fo pay.

e £20. Select to add £20 to the amount tendered.

e £10. Select to add £10 to the amount tendered.

e £5 Selectto add £5 to the amount tendered.

Select Process Card Payment and use the associated Chip and Pin machine to process the
payment.

Once the payment has been processed, enter the Authentication Code issued by the Chip and
Pin machine in the Authentication Code field.

The card option should be used to take a credit or debit card payment from a customer when they are
not present to enter their chip and pin details. To take a card payment without the customer present:

1.

2. The Card Payment screen will be displayed:

Select Card on the Payment Method screen.
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Card

Totad Price=£60,00

Item Name Uit Price Quartity  Line Price
Hame Game - General Admiszian - Adult 130,00 2 Jce0.00
Card Addtions! Charges 250 1 Je3.50

Balance to Pay:£ 63.50

Start Date Month Year|
Expiry Date Momth  Year

Serd Confirmation Emat to Customer.

Serd Corfirmation Emai to Operater,

3. Enter the following details:

e Card Number. Enter the long card number. Mandatory field.

¢ Name on Card. Enfer the customer’s name as it appears on the card. Mandatory field.
o Start Date. If available, enter the start date for the card.

e Expiry Date. Enter an end date for the card. Mandatory field.

e Issue Number. If available, enter the issue number for the card.

e Security Code. Entfer the three digit security number taken from the signature strip on the

back of the card. Mandatory field.

¢ Send Confirmation Email to Customer. Select to send a confirmation email fo the customer

(an email address will be required).
¢ Send Confirmation Email to Operator. Select to send a confirmation email to the operator.

e Print Receipt. Select to automatically print a receipt.

4. Once the details are complete, select Pay to confinue.

Use the invoice option if the customer is to be invoiced before paying at a later date.

When the Invoice option is selected, the Invoice screen will be displayed:
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-

Invoice
Total Price:£60.00

Item Name Unit Price Quantity  Line Price
Home Game - General Admission - Adult £30.00 2 £60.00
Invoice Addtional Charges £2.50 il £2.50

Balance to Pay:£ 62.50

Amount Tendered:ED

|

Change to give: £ 0.00

Customer Details:
johng

[] Send Confirmation Email to Customer,
["] send Confirmation Email to Operator.

2. Enter the amount tendered by the customer by either typing the amount directly into the Amount
Tendered text box, or using the buttons available:
o Total. Select if the customer has tendered the total amount left to pay.
e £20. Select to add £20 to the amount fendered.
e £10. Select to add £10 to the amount tendered.
e £5. Select fo add £5 to the amount tendered.

3. Complete the additional information:

¢ Send Confirmation Email to Customer. Select to send a confirmation email to the customer

(an email address will be required).
¢ Send Confirmation Email to Operator. Select to send a confirmation email to the operator.
e Print Receipt. Select to automatically print a receipt.
4. Once the details are complete, select Pay to continue.
Voucher

To take voucher payment for a booking:

1. Select Voucher Managed on the Payment Method screen.

2. The Voucher Managed screen will be displayed:
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Voucher Managed
Booking Total: £ 4.00
Promotion Value:£ 0.00
Amount Paid:£ 0.00
Balance to Pay:f 4.00
Payment Charge:£ 0.00
Total for Full Payment:£ 4.00
Customer Details:
0]
Voucher Code: |
[”] Send Confirmation Email to Customer. [T] Print Receipt
["] Send Confirmation Email to Operator.

3. Enter the voucher code into the box provided
4., Complete the additional information requested:

e Send Confirmation Email to Customer. Select to send a confirmation email to the customer

(an email address will be required).
¢ Send Confirmation Email to Operator. Select to send a confirmation email to the operator.
e Print Receipt. Select to automatically print a receipt.
5. Once the details are complete select Pay to continue.

6. The system will attempt to validate the voucher code entered. If the voucher code is not valid a

message will be displayed informing you the voucher is invalid.

DIRECT DEBIT

When direct debit has been added as a new payment method available for use via the POS, you will be
able to select this option when taking payment from the customer providing ALL items in the shopping
cart have been marked as eligible for payment by direct debit.

To process a direct debit payment, carry out the following:
1. Select the direct debit payment method on the Payment Method dicalog.
2. The Direct Debit screen will be displayed:
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Finance
Booking Total:£ 199.95
Promotion Value: £ 0.00
Amount Paid: £ 0.00
Balance to Pay:f 199.95
Payment Charge:£ 0.00
Total for Full Payment:£ 199.95
‘:Cm Details
'Martha Jones (marth com)
104 Barwell Road, Earl Shilton, Leicester, West Midlands
Schaduled Paymants
| Paymect No. Paymnect Date Payment Amount
1 25/03/2014 £39.9%
2 i3y
3 £31.99
4 £3199
) £31.9%
& £3200
‘ Paymant Mancate Dazads
Bank Name Accoort Name
Sort Code ACCOUrR. Nurmbae
Send Corfirmaton Emall 1o Cusonsér. Print Receipt
Cpnd Farkorm stn Crm sl Sn Mearvine
f v || e

3. The screen will display the following information:

e The amount payable

e The payment schedule

¢ Details of any previously entered Payment Mandates

S OLUTIONS

4. If a payment mandate does not exist, complete the following details at the bottom of the dialog:

a. Bank Name.
b. Sort Code.
c. Account Name

d. Account Number

5. If a payment mandate already exists, select the details in the list shown. Once a mandate is
selected the account details at the bottom of the screen will become populated:
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Firance
Booking Tolat:f 9955
Proswction Vet 0.00
Assant Pkt 0o
Bxlance to Payd "es
Payment Charge-£ 000
Total for Fufl Payment £ 9995

Camrer ONIass

Martha JONES (rurthapneagtont c2m)
104 Burwed Romt Lard ShBun Locester Wesf Paflarts

Mandate - Martha Jones | 200623 |

Bt N = A5t e o oo
St Cocle ! : Aast et RN
Feret Cortowagor Sk T st Prox Reomer.

Tt b, S . e

When the bank details fields are pre-populated with the details of an existing mandate, click New
Mandate to clear the details, allowing the entry of a new mandate.

Once the appropriate mandate details have been selected or entered, click Pay to complete
the payment.

The shopping cart will be redisplayed. The booking will have a status of reserved.

Clstorrms :
Martha Jones (nurramresones com) ‘
104 Sarwel Rot, Earl ST, Lonier, Vet | it Dot

Reference M0.:1030119
| mame Ser Ut Gy Lme

Standiard seencn ot (M) B3 £1989% £19895
Saastn 2013 - 2014
East 2

¢ 5

Tozsl Prce lc199.95
{Fnancs Payment £0.00
Towaltozey  [£1989)
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Managing Direct Debit Payments in POS

When direct debit has been added as a new payment method available for use via the POS, you will be
able to select this option when taking payment from the customer providing ALL items in the shopping
cart have been marked as eligible for payment by direct debit.

To process a direct debit payment, carry out the following:
1. Select the Direct Debit payment method on the Payment Method dialog.
2. The Direct Debit screen will be displayed:

= = e =)

Finance
Booking Total:£ 199.95
Promotion Value: £ 0.00
Amount Paid: £ 0.00
Balance to Pay:f 199.95
Payment Charge:f 0.00
! Total for Full Payment:zf 199.95
| Customes Details

' Martha Jones (marthajones@test.com)
| 104 Barwell Road, Earl Shilton, Leicester, West Midlands

Schaduled Paymants

Paymect No. Paymant Amount
1 £3999
i3y

3 £31.99 s
4 319

3 £31.9%

& £3200

Paymaent Mancate Detads New Macdate
Bank Name Accoort Name
Sort Code Acoourh Numbae

Send Corfirmation Emall 1o CuRonser Print Recespt

Cnd Pl wtion Ermal S Pearybne

3. The screen will display the following information:
e The amount payable
e The payment schedule
e Details of any previously entered Payment Mandates
4. If a payment mandate does not exist, complete the following details at the bottom of the dialog:
e Bank Name.
e Sort Code.
e Account Name
e Account Number

5. If a payment mandate already exists, select the details in the list shown. Once a mandate is
selected the account details at the bottom of the screen will become populated:

+ 44 (0) 845 508 8149 | support@green4solutions.com | www.green4solutions.com 50 |
Page



Kl = = |
Firance -
Booking Totet:f 99.95
Promotion Vel { 0.00
Ammsount Paut-t o.00
Balaace s Pyt 99.55
Payment  Saege-t o.00
Totad for Full Payment:¢ %095
Camrer Oetate
Martha JONes (mumsaymmsstme com)

104 Barwed Roowt, £ar5 S0, | mcpeter Wiee Muftancty

e e - Aot e
St Coow ACCOUT WD -
v CorvenE S 3 Dt Prrr Semegt

When the bank details fields are pre-populated with the details of an existing mandate, click New
Mandate to clear the details, allowing the entry of a new mandate.

Once the appropriate mandate details have been selected or entered, click Pay to complete
the payment.

The shopping cart will be redisplayed. The booking will have a status of reserved.

Cumtrmee .

Martha Jones (nurraprestnes com! |

104 Sarwes ot Earl SHibie, Lot Wit ' it Detmte
Reference No.:1030119

hame Sems e Gy  ine
83 £19895 £1999

.

Sanciand seascn tot (M)
Seastn 2013 - 2014
East 2

Tozsl Prce [£199.95 el {
{Fnancs Payment 0,00 s "ﬂw | promomon
Tollozay  [£198.9) -
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AMENDING A DIRECT DEBIT BOOKING

Direct debit bookings cannot be edited whilst a linked booking payment has a status of submitted (i.e.
during the period when the payment batch has been submitted to LZ and the responses have not been
collected). If you attempt to amend a booking during this period the following error will be displayed:

Airst Prav MNext Last
No. Purchaser Emiail Total Price Products
7] Message B x| stonderdseasor

4 Unable to amend a booking that has submitted payments

L]

To amend a direct debit booking:

J—

Use the Find Booking tab tfo find the booking.

Select Amend Booking alongside the booking.

The booking will be opened in the shopping cart.
Edit the shopping cart contents as required.

Once the details are complete select Add Payment.

Process the booking using the Direct Debit payment method (Monthly Payments).

T L o R

Any payments that have been previously made against the initial booking will be carried forward
to the new booking.

8. The future scheduled payments will be modified to reflect the price of the newly selected
products.

Cancelling a Direct Debit Booking

Direct debit bookings cannot be cancelled whilst a linked booking payment has a status of submitted
(i.e. during the period when the payment batch has been submitted to LZ and the responses have not
been collected). If you attempt to cancel a booking during this period the following error will be
displayed:
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irst Prev Mext Last
Mao. Purchaser Email Total Price Products
5| Message EI@ Standard seasor

[6] Unable to amend a booking that has submitted payments

[ ]

To cancel a direct debit booking:
1. Use the Find Booking tab to find the booking.

Select Amend Booking alongside the booking.

2

3. The booking will be opened in the shopping cart.

4. Remove all of the products from the shopping cart.
5

If a refund needs to be made, select Add Payment. Select the payment method to be used. Enter
the amount to be refunded before clicking OK.

6. If the full amount paid by the customer up to the point of cancellation is not going to be
refunded to the customer, it is necessary to assign the remaining amount against the Direct Debit
Refund payment method (select Add Payment > Direct Debit Refund)

First Payment & Direct Debit Mandate - The POS

This functionality allows a recurring product (i.e. a membership) to be purchased and fully paid for by a
customer. As part of this initial transaction a Direct Debit Mandate is also created allowing future direct
debit payments to be taken. This means that upon renewal of the product in the future, a Direct Debit
Mandate is instantly available to use, and the resultant renewal of the product can be taken by a
schedule of Direct Debit payments.

For example, a customer will be able to purchase a Membership for 12 months with a full first payment.
When the second year is reached and renewal occurs, a Direct Debit mandate is already in place,
allowing regular direct debit payments to be made.

1. Inthe POS select the Product that the Direct Debit Recurring and First Payment functionality has
been set up for and proceed to the checkout in the normal way.

2. Inthe Edit Purchaser screen enter the customer’s details before selecting OK. If Beneficiaries has
been set to Required in CRM, complete the Edit Beneficiaries form.

3. Before being able to select the Add Payment button a Direct Debit Mandate Collection screen
will appear. The initial payment and payment by any other methods cannot be selected until the
Direct Debit Mandate Collection screen has been completed. The scheduled section of the
screen will display the Payment Date of the Direct Debit and the Payment Amount.
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: e - oIEN|
Direct Debit
| Booking Total:L 25,00
Promotion Value:£ 0,00
Amoumt Pakd:€ 0.00
Balance to Pay:f 25.00/
Payment Charge:§ 0.00
| Total for Full Payment:zg 25.00,
Customes Detals
Paul Routledge (nau. o hithons com)
| 115 Main Strest, Lutterworth

SOwdubed Payrrasts

Paymant No Paymere Oate Pagment &npunt
t | 16015015 |§25.00 |

Favrwit Nandats Cotaks [eew Mandate

Mandate - Paul Routledge [200001]

Bamh Myme Actount Name

Sort Ceda Arzaunt Numter

| St Carfernation Emald 19 Oustomes Preol Recogt
Serd Confrmabion Emal 15 Operator

ow | o

4. Either create a New Mandate by selecting the button and enter the Bank Name, Account Name,
Sort Code and Account Number of the customer. Alternatively, if an existing Mandate exists select
it. Upon completion, select Pay.

5. It will now be possible to take the initial payment. The basket area will display the cost of the first
payment that has to be paid. To complete the payment select Add Payment before choosing
the method of payment where it can be taken in the normal manner.

Customer
Paul ROMMQC (pand.roctledge @ greendsoit
115 Man Street, Luttarworth | Ede Detals
Reference No.:
Nama Unt ey Line

Dwect Debit Product - Mandate
Required - Don't Update Status (Acult)

£50.00

X

1 I £50.00

Discount And Promos ' Benefitianes
Total Prce [30.00 |
Oiredt Detat 5,00 Ade Comement ‘ Print Wizard Promation
Payment
Toitopay  |£50.00 i

Close ‘ Print Ticknts Add Payment

Note. If the Close button is pressed in the basket before the initial payment is taken the
2 usual Close Booking window will be displayed asking if you wish to abandon the booking.

If the system is set up with two or more Finance Payment Methods and the basket contains
products that use more than one of these then the following message will be displayed
when attempfting to make a payment.
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]

3.10. USING TABS

If tabs have been set up for use on your terminal, you can add the value of the booking cart to the
customer’s tab. To use tabs carry out the following:

ADDING ITEMS TO A NEW TAB IN THE POS

To create a new Tab for a customer in the POS when they initially order, carry out the following:

1. Add the items to the shopping cart as normal. Once all items have been added to the cart,

select Add Payment.

Dscount And Promos Benebones ‘

Tol Price___ [E40.00 1 ‘
Total to pay [ca0.00 lmw Promotion (
cose | prtwaad | adspsymen |

2. From the Payment Method dialog select Tab.

| 3] Payment Method - 8

provide additional information, for example purchaser’'s name before the Payment

iz Note: Depending upon your configuration of the F&B system you may be asked to
Method dialog is displayed.

3. If no existing tabs are open, a warning will be displayed. Select OK to continue.

4. The Tab screen will be displayed:
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Tab

Booking Total:£ 20.00

Promotion Value:f 0.00

Amount Paid: £ 0.00

Balance to Pay:£ 20.00

Payment Charge: £ 0.00

Total for Full Payment: £ 20.00

Customer Details:
0

Select Open Tab:

Mew Tab

‘ Pay ‘ ‘ Exit

5. Select New Tab (highlighted above).

6. The Confirm Tab Payment screen will be displayed:

1, Conlinn Tas Myt el
Pirgar wimr deda ks T 1o e tal,

TAl Nama:

7. Enter a name for the Tab, for example table number or customer name, before selecting OK.

f If your F&B/Kiosk Channel has been set up to use Pin Codes with Tabs, when you create
! a new Tab you will be requested to enter the following additional details:
e Tab Pin. Enter the pin number to be used for the Tab.
¢ Confirm Pin. Re-enter the pin number.

The details of the pin should be given to the customer, who will need to give you the
pin number each fime they attempt to add goods to their Tab.

8. The Tab dialog will be redisplayed. Select Exit to confinue.

ADDING ITEMS TO AN EXISTING TAB IN THE POS

1. Add the items to the shopping cart as normal. Once all items have been added to the cart,
select Add Payment.

2. From the Payment Method dialog select Tab.

’ Alternatively the Pay to Tab option below the shopping cart can be used to open the
# Tab window directly.

3. The Tab screen will be displayed:
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4 [E=H E=E 5
Tab
Booking Total:£ 20.00
Promotion Value: £ 0.00
Amount Paid:£ 0.00
Balance to Pay:£ 20.00
Payment Charge:£ 0.00
Total for Full Payment:£ 20.00
Customer Details:
0
Eelect Open Tab:

table1 (£20.00)

Print Receipt

‘ Pay ‘ ‘ Exit

4. The details of any existing tabs will be listed (highlighted above).
5. Select the tab you wish to add the current order to.

6. The Confirm Tab payment dialog will be displayed. Select OK to continue.

[~ | Confirm Tab Payment @

Confirm payment to Tab: tablel

o ||

add an item to an existing Tab you will be requested to enter the Tab Pin. The details of the
pin will be given to you by the customer. You will only be able to add items to an existing Tab
if the correct pin is given.

If your F&B/Kiosk Channel has been set up to use pin codes with Tabs, when you attempt to
: 1 E

7. The Tab dialog will be redisplayed. Select Exit to continue.
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SETTLING A TAB IN THE POS
When the customer is ready to settle the Tab and pay up, carry out the following within the POS:

1. Select the Tabs heading as shown below.

teststadium?2

| Current Booking | Find Booking | Find Seau Tabs ICustomer | Other |

Pagelofl
Search First Prev Next Last

Tab Name Till Group Tab Total
tablel Test £40.00

‘ Detail Pay Amend

2. Alist of the current open Tabs will be displayed.

3. Select Pay alongside the Tab that you wish to settle. If you wish to review the details of the Tab
first, select Detail to open the Tab details. From the Details dialog you can select Pay fo confinue.

4. The shopping cart will be opened displaying details of all the items added to the Tab. Select Add
Payment to continue.

5. The Payment Method dialog will be displayed. Select the appropriate option and process the
customer’s payment.

AMENDING A TAB IN THE POS

If the customer disputes the items included on the Tab or the items are incorrect, the details can be
amended as follows:

1. Select the Tabs heading as shown below:

teststadium?2

| Current Booking | Find Booking | Find Seat|| Tabs ICustomer | Other |
C—

Pagelofl
Search First Prev Next Last

Tab Name Till Group Tab Total
tablel Test £40.00

‘ Detail Pay Amend

2. Alist of the current open Tabs will be displayed.
3. Select Pay alongside the tab that you wish to settle.

4. The Tab details will be opened in the shopping cart. If the details are incorrect, re-open the Tabs
view.
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rt:nsegstr:ldiumz [

| Current Booking | Find Booking | Find Seat |Tabs| Customer | Dther|

Page1ofl
First Prev Next Last

Tab Name Till Group Tab Total
table2 Test £40.00

‘ Detail Pay | Amend

5. Alongside the Tab you have selected to pay, the Amend option will now be available. Select
Amend to continue.

6. The shopping cart will be refreshed to show the Tab details in the edit mode. Make the necessary
changes to the Tab before selecting Add Payment to confinue.

7. The Payment Method dialog will be displayed. Select the appropriate option and process the
customer’'s payment.

3.11. SPEED CHECKOUT

On occasion, for example on match day you may not wish to collect customer details for each purchase
made. In this instance the Speed Checkout option can be enabled by your system administrator. To use
the Speed Checkout opftions:

1. Once the product has been added to the shopping cart, select the Speed Checkout opfion
(highlighted below):

Custarmer

Sakect Cotomas |

Reference No.:
Name Seats e Oy Line
Stindard match tcket (AduX £2000 |, £2000
Gresn 4 U84 V Ml Ciy =
South 1
Thu 3150172013 15:00 - 17:00

‘ Decount Ane Promos Benefivianes | Sosed Ohetkint I
Tekal Price e200d)
Total to par 2000 | A Comment ‘

i | Adg Payment

| Cose ot Wisd |

2. The Payment Method dialog will be displayed. Select the appropriate option and process the
payment in the usual manner.
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3.12. PRINTING TICKETS

Once payment has been made, it is necessary to print the fickets for the customer:

1. Select Print Wizard.

2. The Print Wizard will be displayed:

i B
[, PrintWizard ‘@ﬂu

Channel

Fixture

Series

Template

Printer

3. Complete the following details:

o Template. Use the drop-down list to select the print template to be used, for example

select an appropriate template for printing fickets or season passes.

e Printer. Use the drop-down list to select the printer that is to be used. Only printers that can

be used with the selected template will be displayed.

4. Once the fickets have printed the shopping cart will be re-displayed. Select Close to close the

booking.

Note: If you are making a booking for an away match, it will be necessary to print a receipt
for the customer as the tickets will be supplied by the away club.
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3.13. BATCH PRINTING

On occasion it may be necessary to print a batch of tickets, for instance when printing tickets to fulfil
bookings made online. To print a batch of tickets:

1.

Select the Other tab heading.

2. Select Print.

3. The Print Wizard will be displayed:

[, PrintWizard ‘@@u

Channel

Fixture

Series ‘

Template ‘

Printer

Use the drop-down to select the Channel, for example select Web.

Next select either the Fixture (to print all of the tickets sold for a fixture via the selected channel) or
Series (fo print season tickets sold via the selected channel). Only the fixture and series tickets

available via the selected channel will be listed.
Select the template to be used, for example ticket with address.

Select the printer to be used. Only printers suitable for use with the selected template will be

available.

Click Print fo complete the print job.
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3.14. SHOPPING CART - ADDITIONAL FUNCTIONALITY

DELETING ITEMS FROM THE SHOPPING CART
To delete an item from the shopping cart:

1. Select the X button alongside the item that you wish to remove.
2. The item will be removed from the shopping cart without further warning.

ADDING PROMOTIONS

Customers may present promotional codes that they have received through emails or advertisements. To
add these to the shopping cart carry out the following:

1. Select Promotion af the bottom of the shopping cart.

2. The Booking Promotion Window will be displayed:

‘: Z;) BookingPromoﬁg_n'V;ipq'qﬂ

i

| Promotion Oode:| |

‘ -

3. Enter the Promotional Code presented by the customer.

4. Select Update to add the promotion to the shopping cart. The cart will be updated immediately.

To remove a promotional code:

1. Select Promotion af the bottom of the shopping cart.

2. The Booking Promotion Window will be displayed. The promotional code previously added to the

cart will be displayed.

3. Select Remove o continue. The shopping cart will be updated immediately.

& Note: Only one promotional code can be added to a shopping cart.
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ADDING BENEFICIARIES

For some products the names of the beneficiaries may be required or requested. As beneficiaries are
enfered into the database, this is a good method of capturing more information about the customers
using your centre. To add a beneficiary to a booking:

1. If beneficiaries are required or requested for a product included in the shopping cart, the Edit
Beneficiaries dialog will be displayed when you select Beneficiaries in the Shopping Cart, or when

you select Add Payment for a booking.

— B
L ot Sevafciarms - -
Fxtuire Tickot 2014/ 15 (Addlt) [East 1] 06/08/2014 15:00
nid Seat hea
- fad Seat Show
Fexture Ticket 2014/1% Ounior) {East 1] 06/08/2014 15:00 |
Lad Saat
. Sad Seet Shem
o~ Cancel
e

2. Enter the requested information before selecting OK. All fields marked in bold text are mandatory

and must be completed before you can contfinue processing the booking.

3. If the customer associated with the booking has previously supplied beneficiary details, the
Previous Users dialog will be displayed if these details match those entered into the Edit
Beneficiaries dialog. For example, if the current customer has previously entered the beneficiary
name Joe Smith, when you type J intfo the First Name field, the previous users dialog will be
displayed listing Joe Smith (and any other beneficiaries linked to the customer and starting with J).

Click over the appropriate name to use a beneficiary from the Previous Users dialog.

L Eot Benetomnes > ]
2for 1 Adult 31/08/2011 17:50
Tte (
L Prwopon U o
Aderess |
Joe Smith
HBrthdat
John Brown
2 for 1 dunkor 31/08
The
Address L
Bthdate
e |
o Carvsl
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4. MANAGING BOOKINGS

Once a booking has been made the details can be accessed via the Find Booking Screen and a
number of related tasks can be carried out:

e Finding a Booking

e Amending a Booking

e Viewing a Booking's Details

e Finding a Booking Using the Seat or Ticket Number

4.1. FINDING A BOOKING

To find a booking carry out the following:

1. Select the Find Booking tab heading.

2. The Find Booking Screen will be displayed:

stadiumdemo i
D1 SH \FRII0N: 36010 (Oriae) ok Sovm TR arper CgmTH | Lo (g o L)
Curent (uu,&v-) Find Booking | Fmnd Sewt | Custormer
Peciing Re. | Cuntorwr Sl
v
Cavgany
Search
Serm Cew L] v L it 3

Criteria

Foference Aromer Enad T Prce Prodecs St Tem

Results Area

3. Enter one or more of the following pieces of information:
e Booking Ref. Enter the booking reference of the booking you are interested in.
e Customer Ref. Enfer the customer reference of the customer assigned to the booking.
e First Name. Enter the first name of the customer assigned to the booking.
¢ Company. Enter the company of the customer assigned to the booking.
e Surname. Enter the surname of the customer assigned to the booking.

4. Select Search to continue.

5. Any bookings matching the details entered will be listed in the Results area (see above). To edit

the details of a booking select Amend Booking (see Amending a Booking for details), or to review

the details of a booking select Detail (see Viewing a Booking's Details for details).
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4.2. AMENDING A BOOKING

To amend a booking listed on the Find Booking:

1. Select Amend Booking alongside the appropriate booking.

2. The shopping cart will be displayed listing the details of the existing booking:

Customer
Adam Smith {adam@gresndsolutions.com)

’ Edit Details }

Parent Booking: 1030117

Name Unit Qty Line
Standard match ticket (Adult) £20,00 |2 £40.00
Green 4 Utd V Hull City
Morth 2
Thu 31/01/2013 15:00 - 17:00

Reference No.:
MName Seats it Qby Ling

Standard match ticket {Adult) Al £20,00 | 2 £40.00
Green 4 Utd WV Hull City AZ X
Morth 2

Thu 31/01/2013 15:00 - 17:00

3. The details of the original (or parent) booking, including booking number will be shown at the top
of the cart (highlighted above).

4. Amend the shopping cart as follows:

e Add Product. To add a product to the shopping cart, select the product from the Current

Booking screen on the left hand side of the window. See Selecting the Ticket Option for

more details on adding products to the shopping cart.

e Delete Product. To delete a product from the booking, select the X button alongside the

appropriate item. The product will be removed from the booking immediately.

5. Before closing ensure payment is collected for the additional purchases and any extra tickets

have been printed. For more details see Taking Payment and Printing Tickefs.

Note: Once the amended booking is saved (after payment has been received) the

booking will have a new reference number which will be in the format:
: ! } <parentreferencenumber>-1. You will no longer be able to make modifications to the

parent booking, as this will be set to inactive and therefore all subsequent changes will
have to be made to the amended booking.
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4.3. VIEWING A BOOKING'S DETAILS

To view the details of a booking listed on the Find Booking screen:

1.

Select Detail alongside the appropriate booking.

2. The Booking Details dialog will be displayed:

3.

L) Bookng Dwtals

-

———

Booking Information  Bosking Changes |
Reference NO: 1032880
Purchasar
Name: Catherine Perryman
Address: 3 Long Road, Newfand, Yorkshire

Created On: 05/08/2014 15:46

Customer Reference: 1000934

——— - N ~

Sales Channet: POS

Email: cath petry
Zp/Postal Code: DNIW 850

o
we

| Seat Unit Price  Quastty  Ume Price
| Fuxture Tickee 2014/15 (Acult) Az £2000 1 £20.00
Green 4 Vs NTFC
East 1
Fri 08/08/2014 15:00 - 17:00
Fuxture Ticket 2014/15 (Junlor) Al £15.00 1 £1500
Groen 4 Vs NTFC
East {
| Fn 03/08/2014 13:00 - 17:00
| Voucher No. Imecice No.
Total Prce £35.00
Cash Payment 3500
Total to pay 1£0.00
| Product Product Pice  Bemficary  Details Ticket UTID  Mesibershap
5 _Foture Ticket (220000 | Catherine e catherine perryman@gre (1000111562
£t 2014/15 (Aduk) Pemyman ersohRions, com
im:082e814478
or: 1600934
Foaure Ticket £15.00 | Catherine e cathenne, pearyman@gee (1000111563
Edit 2014/15 (Jureor) Perryman S okRIONS, com
1 im;CE2E8 14478
or: 1000934

’m"m‘m’m e e

If related bookings exist, for example parent or child bookings, the Next and Previous buttons can

be used to move to the related bookings.

If the booking consists of more than one product, selecting the product variant will highlight the

beneficiary assigned to this ticket. The scroll bar on the right can be used to scroll down to the

ficket information section relating o this product variant and will also be highlighted.
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| Booking Infermation | Booking Changes |

Reference NO: 1002880

Purchaser

tame: Catherine Perryman
Address: 5 Long Road, Newland, Yorkshre

Created On: 05/08/2014 15:46

Customer Referonce: 1000534

I East 1

Firture Ticket 2014715 (Adul)

Grgen 4 Vi NTHC

I P 06/08/2014 15:00 - 17:00

Seat Unet Price  Quantity Line Price -

| Facture Ticket 2014/15 {Junioe) A3 £1500 1 £1500
| Green 4 Vs NTFC
| East]
| i 08/08/2014 15:00 - 17:00
z =
Voucher No. Invoxe No. l‘
Total Price |£35.00 i
Cash £35.00
Toral o pay £0.00
| Product Product Price Beneficary Detads Ticket UTID  Membership '
| Fotws Tiket (52000 | Catherna ecathenna parmymandgre (1000711562
ROF4/15 (Adkdt) PecTyTian Rodsolutions. com !
f [ ! 1478
b b leroospe ||
Facture Ticket £15.00 & cathenne perryman@gre [1000111563
£an [201415 Ounior) endsolutions.com
m-0828814478
01000934 -

5. Other options available include:

Print Voucher. If the booking includes vouchers, use this option to print the vouchers

L]
purchased.

e Cancel Voucher. If the booking includes vouchers, use this option to cancel the vouchers
purchased.

¢ View Comment. Select to view the comments linked to the booking. The Booking
Comment will be displayed. Additional comments can be added directly into the
comments box. Select Close to return to the Booking Details dialog.
1. Booking G —— it

Type comments directly into the box wowued|
=

e View Purchaser. Select to view the purchaser’s details. The Customer Details dialog will be
displayed. For more information see Customer Details Dialog.

e Print Wizard. Select to open the Print Wizard allowing you to print tickets linked to the
booking.
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e Upgrade/Move. Select to upgrade or more a season ticket for a selected fixture. This

option is only available if the booking is for a season ficket and the upgrade/move

functionality has been enabled for your system. See Season Tickets for more details.

o Fixture Ticket. Select to print a fixture ticket that has been purchased as part of a series.

For example, if the customer has forgotten their season ticket, you can print a match day

ficket for the current fixture to enable them to enter the stadium. For more details see

Season Tickets.

4.4. FINDING A BOOKING USING THE SEAT OR TICKET NUMBER
To find a booking carry out the following:

1. Select the Find Seat tab heading.

2. The Find Seat Screen will be displayed:

stadiumdemo ‘ ‘ i ,

D1, SH VIRSION: 3.9.810 (Onbre) | ot 14 heart ‘! Cpes 10 ook [P e aah
Cuerent Bookng | fnd Booking | Find Seat | Custoemnes

Senies - Rroe

Fodune . Sen

ok . Barcste

Custorar
|
Sawch | Cww Fret Prwy. st -
Fadereoco Mo Purchaser Enal Tatal Prce Products Sarn Time

stadiumdemo - ‘ ‘
DI, SH VERSIOM: 16.0.10 (Orérw) Taah S T fevart Qven TH LOOK Logeut L] 2k
Cumant Boglong | Fad Booking | Find Sest - Customen

el v | mow

rowe | Newcastle V Green 4 (12/26/2014) v |
ok Purcode

Cuntomes | L0004 14
| oge 1 oh 2
‘ serch | |G = o tane Lot
Relurne No. Purdhase Eread Totad Price Moducs Stant Tiew
1037885 Catherire Formpnae camerine gerrymanSgreen | E2200 Aoy Maxh (Adeit 8 LN
Amvend Booing | Cancel Booking et

3. Enter one or more of the following pieces of information:

e Series. Use the drop-down list to select the series you are interested in. Only use this option

if you are searching for a series booking.

e Fixture. Use the drop-down list to select the fixture you are interested in. Only use this

option if you are searching for a fixture booking.

e Block. Use the drop-down list to select the block the booking relates to.

¢ Row. Enfer the row number the booking relates fo.

e Seat. Enter the seat number the booking relates fo.
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e Barcode. Enter the ticket barcode.

Customer. This field will be activated once a Series or Fixture is selected and the customer
reference no. can be used to search for the booking.

4. Select Search to continue.

Any bookings matching the details entered will be listed in the Results area. To edit the details of

a booking select Amend Booking (see Amending a Booking for details), or to review the details of
a booking select Detail (see Viewing a Booking's Details for details).

4.5. SEARCHING FOR A CUSTOMER

To search for a customer:

1. Select the Customer tab heading.

2. The Find Customer Screen will be displayed:

stadiumdemo

DI, 5H VERSOM! 1.5.0.10 (Onkre) | Cosh Sem TH hezot “ CpmTdt | oo || Logee
Gumrent fiopking | Fod Bocking | Find Seat Custome

Enal

ot Nane

Cormpany

“Urtad shoukd be et Custome Ref
Bl

PCode

Product Uker eckings

‘ Add Cuntoowr | | Search, i Feu [ ot Lt
Tithe Frst Kame Samane Addreas Erad Contart Number
-
dium ' . |
01, SH1 Cash Shim Moot || openTa oe || togout Haoene Hax
1 I | |
Cument Booking | Find Booking | Find Seat | Tabs | Customer | Coupon | Cashiess Accounts | Other
Emad *Eonal should be exact
First Name Surnams
Company PosCode Product User Bookings
Search
Tith First Nama Surnama Addren Emasl Contact Numdiar

Enter one or more of the following pieces of information:

Email. Enfer the customer’s email address. The address entered must exactly match the
entry held in the system.

Customer Ref. Enter the customer’s unique customer reference number.

First Name. Enter the customer’s first name. It is not necessary to enter the customer’s full

name, for example entering Ste will find Steve, Steven, Stephen, etc.

Company. Enfer the customer’s company (if a corporate customer). It is not necessary to
enter the full company name.
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Surname. Enter the customer’s surname. It is not necessary to enter the customer’s full

name, for example entering Rob will find Robinson, Roberts, etc.

Post Code. Enfer the customer’s postcode. It is not necessary to enter the customer’s full

post code.

If you wish to include customers that have been added as beneficiaries select the Product User

Bookings check box.

Once you have entered one or more search terms, select Search Customer.

Any records found to match the search term entered will be listed below the search terms:

Tl
Fest e

Company

Curfent Booking | Fingd Booung ] Find Seat| Customer | Othey

Seans | .

Adgro Ovder | Show Bookngy |

“Eros wheuid be exat.  Custerver el
cathmone Suname porymen
Poalode Produt User Bosungs

Pogelofl

The Famt Mame anane Asren e Contact Mariber
Cetherne Petryrean CatrarrreCoepordeeeon

At 19 Order

rarverre perrynanQureer W OLIIRLALTA

7. Any bookings matfching the details entered will be listed in the Results area. To add a customer to

the current booking, select Add to Order alongside their details. To view details of the customer’s

previous bookings select Show Bookings.

CREATING A NEW CUSTOMER

To create a new customer using the Customer screen:

1.

Carry out a customer search (as described above) to ensure the customer’s details have not

been previously added to the system.

To add new customer details, select Add Customer.

The Customer Details screen will be displayed:
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Information | Photo | Reserved Seats | Addresses |
Customer Reference
Title \ | Company ’
First Name \ ] Street 1 |
Last Name [ | Street 2 |
Email \ | Street 3 |
Mobile [ | City \ |
Phone ‘ | County ‘ |
Date of Birth ‘ | dd/mmjyyyy  Postcode \ | ‘ Lookup
Bulk E-mail © Allow ©) Do Not Allow
Add on-hold Add Address Buy Group Buy Tickets } oK ’ l Cancel

4. Enter the requested details. The Customer Reference field is read only and will be auto populated

on submission of the form.

individual’'s address by entering the customer’s postcode before selecting Lookup. Pick the

2 Note: If you have postcode lookup enabled for Green 4 Ticketing you can enter the
appropriate address from the list of addresses returned.

5. Select OK to confirm the details.
6. The Customer screen will be re-opened displaying the newly added customer.
PUTTING A CUSTOMER ON HOLD

To put a customer on hold:

1. Carry out a customer search (as described above).
2. Select the On Hold Status tab.

3. The On hold status screen will be displayed:
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[ Information | Photo | Booking History | Reserved Seats | Addresses| On hold status |

I On hold date On hold user Reason Off hold date Off hold user l

4. Select Add on-hold.

L Ada/edt onbodaudt ==
- —
On hold user: SH '
On hold date: | Date/time that the record is created ¥
Reason: [ v ||

Additional on hold info: | ,

Off hold user: SH 7
Additional off hold info: | ‘
Off hold date: lSeIect a date @ '

‘ Save | ’ Cancel |

5. Select a Reason from the drop down list. Reason codes are set up in CRM.
6. Add any additional information in the Additional on hold info field.

7. An Off hold date can be selected in the future, else this field can be left blank and an off hold

date entered at a later stage.
8. Select Save.

9. An On Hold audit record will be created against the contact listing the reason why the contact

has been put on hold and the consequence of the contact being on hold.
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[ Customer Details — e — : —— = - b= dE)
i | Photo | Bockong History | Ressrved Seats | Addresses | On hoid status
On hoid date On hold user Resson Off held date Off hald user
-{ 07/08/2014 145830 |SH Finencish 30/08/2014 000000  |SH
£t Do not allow purchase
Do nct allow tcket aliocation
Da not allow access ’l

| addonbeld | AddAddem  BuyGroup lunau-) o ‘] Cancel L

10. If a contact has been put on hold, this status will be shown on the Customer Detail screen

11. Depending on the on hold reason set up, the customer may be restricted from purchasing a
ticket. The set up of the reason code can consist of one or a combination of the following

settings:
e Do not allow purchase
e Do not allow ticket allocation

e Do not allow access.

|2} Customer Details o = -
Information ing Hi On hold status I
On Hold: Financial, 11/08/2014 09:08:14, SH
Customer Reference 1 abc1106090 |
Title | | Company |
First Name | mark Street 1 !
Last Name l smith Street 2 | Eastrington
Email | mark-smith@sky.com Street 3 |
Mobile | City | Goole
Phone | County | East Riding of Yorkshire
Date of Birth | | dd/mmiyyyy  Postcode [DN13 7AS
Bulk E-mail @ Allow ) Do Not Allow
Add on-hold Add Address Buy Group Buy Tickets ) oK ‘ Cancel

12. The following alert will be shown when a booking is made if the set up consists of the option ‘Do

not allow purchase’.

+ 44 (0) 845 508 8149 | support@green4solutions.com | www.green4solutions.com 73 |
Page



[<; Message A

—Eae———

@ Contact is on hold. Unable to proceed

13. The customer can be taken off hold if required. This is done by opening the Customer Details

A

form.
14. Select the On Hold record.

15. Select Edit

- - — S — — — %

) Customer Details - 1 T e e = s

| Information | Photo | Booking History | Reserved Seats | Addresses| On hold status ‘
On hold date On hold user Reason Off hold date Off hold user

Financial: 30/08/2014 00:00:00 SH

07/08/2014 14:58:30  SH
Do not allow purchase
Do not allow ticket allocation

Do not allow access

16. Select Remove or capture today’s date in the Off hold date field.
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17. If the Off hold date field is sef to tfoday’'s date, the ‘On Hold’ status will be removed from the

contact record.

On hold user: ;SH
On hold date: 07/68/2014 714:578:370
Reason: e
Additional on hold info:
Off hold user: [sH
Additional off hold info: |
Off hold date: | 30/08/2014 o)
‘ Save | Cancel
Remove

- e |

{2} Customer Details — — ——— — - @Eﬂ
| Information | Photo | Booking History | Reserved Seats | Addresses | On hold status |
On hold date On hold user Reason Off hold date Off hold user
07/08/2014 14:58:30  [SH Financial: 07/08/2014 00:00:00 [SH
Do not allow purchase
b Do not allow ticket allocation
Do not allow access
N [
|
) Add on-hold ’ ‘Add Address Buy Group Buy Tickets ‘ OK ’ \ Cancel

18. An audit trail is maintained for the customer’s on hold statuses and includes the name of the user

who put the customer on hold and took the customer off hold.
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5. CUSTOMER DETAILS DIALOG

—— | uB)

{4} Customer Details

Information | Photo | Booking History | Reserved Seats | Addresses | On hold status | Declaration |

gé?e;et‘”r';'e abc1106130 Mobile Phone ]—’ ’;ggtf;&cal&ellp/ l %—‘
FrstName  [Anod | womeprore | | llxddress 1: Strest 1787‘
LastName  |Whte | Emai | amold white@ema| éddress 4 Sueet 1W\

[V RTVRTER T e—— X —_—
| Salutation ‘ Mr i (Combined - 3rd Allow ’ g\ddress 1: Street 1
—_— D)

(Ia;gr:g o I Address 1: City lw‘
; . —_ i
Birthday l04/10/1936 [13) ggf{f L [Vorshire |
DonotallowBuk[ g |
E-mails Allow |
Add on-hold Add Address Buy Group Buy Tickets ‘ OK | ‘ Cancel

The Customer Details dialog can be opened by selecting View Purchaser on the Booking Details dialog.
From the Customer Details dialog the following options are available:

INFORMATION TAB

Select the Information tab to view the customer’s details.

PHOTO TAB

It is possible to capture a photo of the customer via a camera on the POS. See Capturing a Photo for
more information on how to do this.

BOOKING HISTORY TAB

Select the Booking History tab to view a list of previous bookings made by the customer. From the list
bookings you can select to amend the booking (Amend Booking) or view the booking details (Details).

RESERVED SEATS TAB

Select the Reserved Seats tab to manage any reservations that have been created for the customer.
See Reservations for more details.

ADDRESSES TAB

Select the Addresses tab fo manage the customer’s addresses. Using the tab you can select to:
o Set As Default. Set the address to be the customer’s default address.
e Edit. Select fo edit the address.
e Delete. Select to delete the address.

e Add Address. Select to add a new address for the customer.
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[Z} Customer Details _—_- S_—_—-— - - - =
| Information | Booking History | Reserved Seats | Addresses ﬁ
Name Street City County Postcode
Home |115 High Road | Leicester |Leics |[LEL 1AA
Heather Set as Default Edit Delete
||| ‘Work |Green 4 Solutions| Luttenworth | Leics
| Midland Court Set as Default Edit Delete
||
|
I
|
I
|
||
Ll
L]
‘ Add Address Buy Group Buy Tickets ‘ OK ’ l Cancel i

L= =

ON HOLD STATUS TAB

Select the On Hold Status tab to view and manage the customer’s On Hold Audit records and On Hold
Status. To place a Customer on Hold see Putting a Customer on Hold.

[} Customer Details A - - Lo B o)

| Information | Photo | Booking History | Reserved Seats | Addresses | On hold status ‘

On hold date On hold user Reason Off hold date Off hold user

06/08/2014 13:02:39  |Hospitality Administrator | Not Paid: 06/08/2014 00:00:00 [SH
View Do not allow access

06/08/2014 13:07:31  [SH Financial: 06/08/2014 00:00:00 [SH
! View Do not allow purchase

I Do not allow ticket allocation
L[ — — Do not allow access
06/08/2014 13:09:40  [SH Financial: 06/08/2014 00:00:00 [SH
Do not allow purchase

Do not allow ticket allocation
Do not allow access
06/08/2014 13:11:15  [SH Financial: 06/08/2014 00:00:00 [SH
Do not allow purchase

Do not allow ticket allocation
Do not allow access
05/08/2014 12:14:04  [SH Not Paid: 05/08/2014 00:00:00 [SH
View Do not allow access —

View

‘ Add on-hold Add Address Buy Group Buy Tickets ’ OK ‘ ’ Cancel

DECLARATION TAB

The Declaration tab contains a list of Gift Aid Declarations stored against the contact. The option exists
for the Customer’s Declaration to be cancelled. The following details pertaining to the Declaration are
contained in the Declaration tab.

e Charity. The Charity against which the Declaration is held. This Charity will be able to claim Gift
Aid donations made by this contact against this Declaration.

e Create Date. The date the Declaration was made.
e Start Date. The date from which the Declaration is valid.
e End Date. The date when the Declaration will expire.

e Current. If set to Yes, the Declaration is deemed valid for the current donations made.
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e Historic. If set to Yes, the customer has allowed for Gift Aid to be claimed against historic
donations made to the Charity back to the date specified.

e Future. If set to Yes, the customer has allowed for Gift Aid to be claimed against future donations
made fo the Charity up to the date specified.

e Source. The Channel where the Declaration was created.
e Cancellation Reason. If the Declaration has been cancelled, the reason will be listed here.
e Cancellation Date. The date the Declaration was cancelled.

- o e—— - —— 7
[} Customer Details LE\E‘Q
[ Information | Booking History | Reserved Seats | Addresses | On hold status | Declaration |

Charity Create Date Start Date  End Date Current  Historic  Future Source Cancellation Reason Cancellation

Eden 13/10/2014 |13/10/2013 (13/10/2016 (Yes Yes Yes POS Not Cancelled ‘ ‘

To cancel a Declaration:

1. Select the Declaration. This will highlight the Declaration line and activate the Cancel
declaration opfion.

2. Select Cancel declaration.

3. Select a Cancellation reason from the drop down list and select Cancel declaration.

|2} Customer Details . ‘ =B8] X |
| Information | Booking History | Reserved Seats l Addresses | On hold status I Dedlaration
Charity Create Date  Start Date  End Date Current  Historic  Future Source  Cancellation Reason  Cancellation
Eden 13/10/2014 |13/10/2013 |13/10/2016 |ves Yes Yes POS Not Cancelled ‘ ’
[} Cancel Gift Aid Declaration =B
Cancellation reason: [ v |
‘ Close ’ Cancel declaration
’ Cancel dedlaration I
Add on-hold Add Address Buy Group Buy Tickets ) oK ’ ‘ Cancel
N
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4. The Cancellation Reason and the Cancellation date will be updated.

i S—— (= [ e
[} Customer Details . .. . R=naEn
| Information | Booking History I Reserved Seats l Addresses | On hold status | Declaration |
Charity Create Date  Start Date  End Date Current  Historic  Future Source  Cancellation Reason  Cancellation
Eden 13/10/2014 |13/10/2013 |13/10/2016 |Yes Yes Yes POS No Longer Pay Tax 13/10/2014

5.1. RESERVATIONS

The Reservations functionality in Green 4 Ticketing is used to reserve a ticket for a future event (e.g. cup
match, friendly or new season ticket) for a customer that already holds a ticket (normally a season

ticket).

In the POS the tickets will be found by opening up a customer’s Booking Details before selecting View
Purchaser and the Reserved Seats tab. By default the customer will be offered the same variant type as
they previously held, for example if they have an Adult season ticket they would be offered an Adult
fixture ficket if this variant exists. However, the POS Operator will be able to change the variant type for

the customer.

1.

Select the Buy Tickets option.

5

Customer Details a
bon | Photo | Booking Hstary A&m¢mmum
 Evem Produzt Ong Varint  Sest Product User Buy Seats
Champiors Lesgue Future | Chasgions Leagus Sevies & Student Biock A - 83 |Joe Walker l V
Champioes Lesgue Foturer | Champicns Lesgue Sevies 1| OAP Block A - B4 | Mum Murphy !
Champaces League Fature: | Champeons League Seres & { Junior Block A -85 | Junice Murply l
Champicns League Facture: { Champicns League Seves 2| Adult Block A-26 | Jenmy Murphy, l
Champices League Futurst | Chamgions Lasgue Serwes 1) Adult Black A+ G5 [Jemmy Murply, '
Champons Lesgue Futuret | Charmpions Lesgue Series £ Junior Block A - C4 | hunior Murply '
Champions League Facture: | Champrons League Seres £ QAP Block A -C5 | Mum Murphy '
Champices League Future: | Champions League Senes 2| Student Block A~ C6 | Joe Watker '
Cup Matches 200472015 1Cup Match Series 2014201 Student Block A - B3 |Joe Walker '
Cup Matches 2002015 [Cup Match Series 2014707 0AP Block A - 34 | Mum Murphy |
Cup Matches 200472015 [Cup Match Series 2014201 Junior Block A -85 | Junor Murphy '
4dd on hoie &w.‘uan"mm” o H Caneed

2. The Select Product Variant view will be displayed as shown below.

3. To change the Variant of the reserved product, select Change Variant.

& Select Product Variant = EHEN G _ o
[| Event Product Seat Vanak Variant Quantity -~
Crampeons League Fatures| Cramgrons League Senes 2| W Biock 1 - £| Adut | Adult |1
| Io-mmu | u
| | Select
Junior |1
Select
oar |1
Select
Student| 1
Select v
o Cancel ‘ Cancel
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4. A new display will open where it is possible to Select the other Variant types related to this

product.

BUYING GROUP RESERVED TICKETS ON THE POS:

There is also the opportunity to Buy Group reserved fickets. This process turns a multple selection of single
reserved fickets intfo a group ficket, e.g. a family ticket. Note: an apprpriate variant type that includes
more than one person such as a Family variant must be connected to the bookable product for this to
be possible.

To buy group reserved tickefts:

1.

In EPOS open up a customers Booking Details before selecting View Purchaser and the Reserved
Seats tab.

2. Select the seats that are to be bought as part of a group by selecting them in the Buy Seats
collum of the Reserved Seats form (See below).
Information | Photo | Booking History | Reserved Seats | Addresses | On hold status | Dedlaration
Event Product Orig Variant  Seat Product User B
Champions League Fixtures | Champions League Series 2| Adult JW Block 1 - £ | Joseph Walke
Champions League Fixture: | Champions League Series 2| Adult JW Black 1 - £|Joseph Walke | |I
Champians League Fixture: | Champions League Series 2 [ Adult JW Block 1 - £|Joseph Walke | |I
Champions League Fixtures| Champions League Series 2 | Adult JW Block 1 - £|Joseph Walke
3. Once the seats have been selected, choose the Buy Group button at the bottom of the Reserved
Seats form. This will open the Select Product Variant Form.
Mewcastle V Green 4 Away Match Adult JW Block 1 - £|Joseph Walke
Mewcastle V Green 4 Away Match Adult JW Block 1 - £|Joseph Walke
Add on-hold Add Address Buy Group ‘ Buy Tickets ‘ ‘ 0K ‘ ‘ Cancel ‘
4. This will open the Select Product Variant Form.
5. Select Change Variant. A new form will open where it is possible to choose the group Variant, for
example a Family.
6. When the new group variant has been selected, the Select Product Variant form will be displayed
again. Select Ok to continue to purchase this group of tickets
Select Produet Variant - olEN| & = =
fvet freca . Yopiues Variant Quantity
Champans League Fistines | Champions League Saces 21 W Biock 1 - ¢
gedcics v Orarge Varat ’ Family |4
Select
- T Cancel
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5.2. CAPTURING A PHOTO

If the functionality has been enabled and set up, it is possible to capture a photo via a camera on the
POS.

CAPTURING A PHOTO ON THE CUSTOMER DETAILS

A first way to take a picture on the POS is with the customer details open, this is used if a picture is to be
added against the customer details. To do this complete the following:

1. Select the Customer tab heading.

stadiumdemo
D1 SH

(o | oot | oo | o [ o | e

Clarent Booking | Find flooking | Find Seat | Cuccomer § Coupon | Cashless Accounts | Other

2. Use the fields to enter the information to be able to search for the customer that a picture is to be
displayed against and select Search Customer.

stadiumdemo . . | -
DL SH |m9—\nm”o-m’m“m\‘m|“
Cusrent Booking | Find Booking | Find Seat Customer [ Coupon | Cashless Accounts | Other
Emadl “Email showks b4 auact.  Customer Rat.
Fast Rene ot Dnats waker
Company PostCode 7] Produrr User Beokings
Fage 1ot
mc-m-l] e H O Frit prey et Lt

3. The customer matching the search details will be displayed. Double Click on the First Name
section of the customer that a photo will be added to.

stadiumdemo .
0151 | Cash Sham I T Repart “ OpanT® “ LooK ‘ Logeut Hare iy

urrent Booking | Find Sooking | Find Seat. Customer  Coupon | Cashless Amm; Othet ]
il “Erndl shoudd be et Customer Ref
First Name ey | Sumama et
Conpany PenCote Froduct Usar Backings

i Page 1 = 1 5
Toe Fost Narmw Sumane Adtress Emad Contact Mumbe
ensph Wadet Bewaber §ioteuloom
| Aad Order | Show Beckiegs ’
4. The Customer Details form will be displayed, in this form select the Photo tab.
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5. The Photo tab will display the Current Photo and the view from the camera. If no photo has yet
been added, the Current Photo will be a grey outline as shown below.

Current Photo

Information Phoko | Backing Hstory | Reserved Saats | Addresses | On hold status | Dectarabon

Camerz

6. To take a photo select Take Photo. The Current Photo will change from the grey outline to the

photograph that has just been taken as shown below.
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Information Photo Booking History Reserved Seats | Addresses ;,0,“ hold status Declaration

Current Photo Camera

6 ¢ ¢ ¢
b b

Take Photo

‘ Close ’

Add on-hold Add Address Buy Group Buy Tickets ‘ oK ‘ ‘ Cancel

7. To take a photo select Take Photo. The Current Photo will change from the grey outline to the
photograph that has just been taken. Select Ok.

CAPTURING A PHOTO ON THE BENEFICIARIES SCREEN

A photo can also be added on the Beneficiaries screen on completion of a product being purchased,
photos are often taken if the product is of type Membership. To capture a photo when completing the
purchasing of a product complete the following:

1. Complete the Payment of the product as normal until the Edit Beneficiaries Screen appears
alternatively select Beneficiaries on completion of the payment of the product being taken.

& Edit Beneficianes n_
7 Day Membership (Adult)
sy sty SN | [t |
[Enttied User]
Title s Frst Name €n Last Name
Address 1 test Postcode = Emall
Brthdate . . Mabile
Memb, No, | 10003) Start 14/11/2014 End
| Add Hide |
[Enttiad Usar]
Title First Name Last Name
Address 1 Posicode Email
‘ oK } Cancel

2. When the Edit Beneficiaries Screen is displayed complete the relevant details before selecting
Photo, highlighted above.

3. A Member Photo box will appear displaying the current Photo and view from the camera. If no
photo has been taken the Current Photo will display a grey outline as shown below.
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23 Member Photo - O

Current Photo Camera

¢ ¢
4

‘Takephoto’ ’ Close ’

4. To take a photo select Take Photo. The current Photo will update to display the photo that has just
been captured as is shown below.

2] Member Photo = =

Current Photo Camera

6 ¢ 6 ¢
A R

‘Takephoto‘ [ Close ’

5. Select Close. The photo will be displayed in the Edit Beneficiaries form and will be associated to
the customer. Select Ok and continue with the payment.

418 Edit Beneficiaries

7 Day Membership (Adult) -

Jenny Murphy - | Add || Edit || Phot0|

= [Entitled User]

Title Miss First Name  |[Jenny Last Name | Murphy
Address 1 |test Postcode test Email Jennym@g4.com LI
Birthdate 06/01/2009 Mohile 11111111117
Memb. No. |100031 Start 14/11/2014 End 21/11/2014
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6. SEASON TICKETS

When a customer has purchased a season ticket, a number of additional functions can be made
available which allows them to:

Upgrade their season ficket for an individual fixture, for example if they wish to upgrade to a
higher priced area of the stadium

Move their season ticket for an individual fixture, for example if they wish to move to a different
seat in the stadium, which costs the same price.

Print a ticket for an individual fixture, for example if the customer has forgotten their ticket for a
game, you can print a fixture ticket to allow them to enter the stadium for the game.

Season Ticket Buy-Back functionality allows for fixtures to be offered up in exchange for loyalty
points if a season ticket holder cannot attend a fixture, this will allow the season ticket holders seat
to be put on general sale.

UPGRADE

To upgrade a season ticket for a fixture:

1.

Open the series ticket booking details in the Booking Details dialog (see Finding a Booking for
information on how to search for a booking).

Select Upgrade/Move.

The Current Booking screen will be displayed.

Current Booking | Find Beoking ‘ Find Seat | Tabs | Custor

Frage League 1 =

Tast Black 2 Test Block 2
a5 a7

’ Upgrade ‘ Waore Close:

Complete the following details:

¢ Fixture. Use the drop-down list o select the fixture the series ticket holder wishes to
upgrade for.

e Tickets. The currently held series fickets will be displayed. Select which tickets the holder
wishes to upgrade.

Once the details are complete, select Upgrade.

The standard ficket selection page will be displayed. Complete the process of selecting the
customer’s seat type and posifion in the stadium.

The details will be added to the Shopping Cart in the usual manner.
The value of the series product previously purchased will be credited to the Shopping Cart.

Complete the booking in the standard way.
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To move a season ticket for a fixture:

1.

8.
9.

Open the series ticket booking details in the Booking Details dialog (see Finding a Booking for
information on how to search for a booking).

Select Upgrade/Move.

The Current Booking screen will be displayed.

Current Booking | Find Beoking | Find Seat l Tabs | Custor

Frage League 1 -

Tast Block 2 Test Blodk 2
a5 A7

’ Upgrade ) Mo Closs:

Complete the following details:

e Fixture. Use the drop-down list to select the fixture the series ticket holder wishes to move
for.

o Tickets. The currently held series tickets will be displayed. Select which tickets the holder
wishes to move.

Once the details are complete, select Upgrade.

The standard ficket selection page will be displayed. Complete the process of selecting the
customer’s seat type and position in the stadium.

The details will be added to the Shopping Cart in the usual manner.
The value of the series product previously purchased will be credited to the Shopping Cart.

Complete the booking in the standard way.

PRINT FIXTURE TICKET

To print a fixture ticket that is linked to a series carry out the following:

1.

Open the series ticket booking details in the Booking Details dialog (see Finding a Booking for
information on how to search for a booking).

Select Fixture Ticket.

The Current Booking screen will be displayed.
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Current Booking | Find Beoking | Find Seat | Tabs l Custor
=
Fixture League 1 =
Tast Biock 2 Test Block 2
a5 ‘ A7
: |

4. Complete the following details:
a. Fixture. Use the drop-down list to select the fixture the series ticket holder wishes to have
printed.
b. Tickets. The currently held series tickets will be displayed. Select which tickets the holder
wishes printed.

5. Once the details are complete, select Fixture Ticket.

6. The Print Wizard dialog will be displayed allowing you to select the printer and transform.

87 |
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6.1. USING SEASON TICKET BUY-BACK ON THE POS

This functionality allows for a Season Ticket holder to exchange their Season Ticket seat for loyalty points
when they are unable to aftend a fixture. The Season Ticket holder’'s seat can be put on general sale
allowing the organisation to subsequently manage the resale of the seat. Additionally this helps to
maximise the seat revenues whilst rewarding the season ticket holder with loyalty points, which are also
controlled by the organisation.

The organisation, such as the club, has the ability fo manage when the offered up seats are to be shown
for sale, enabling them to hold back offered seats from being released to general sale until all other seats
have sold. The value of the loyalty points gained by the customer can also be controlled by the Club,
allowing for variations based on the positioning of the seat within the stadium and the anticipated
popularity of the fixture.

It is also possible for the offered up seat to be reclaimed by the customer (providing the seat has not
already been sold) and additionally, if the offered up seats is not sold, it can be set so that the Season
Ticket Holder still gains loyalty points but at a lower number in comparison if the seat was sold.

Note: The Season Ticket Buy-Back functionality will only be available if the Season Card
has been printed. If a Season Ticket Card has been printed the Booking Details window
will show Printed set to Yes.

Tket UTID  Saat Earcoda Nojf Primed Time Printed Gancolled  WhiteRstod Bacdisted  Beneficary Card Select
1000113808 (i 4 |199910001 t}ves 05/02/2015 16:42 No o no | Robbie Savage
' 3808 je:rsavage@gd.com | |
M 07515327732 ‘ !
| ka2

g ¥ =1 3 |
Price Vouch Comcel Vouch | View Comment | View Puethassr  Briet Witard muroeo‘ Next Prev

| || |
imumnimfnm Future Tiage | RIS TR

STEP 1: OFFERING A TICKET ON THE POS

Season Ticket fixtures can be offered up via the Customer Details window on the POS. To access the
Customer Details window and offer up a season ficket on the POS the following must be completed:

1. Log into the POS and select the Customer tab

VENUE: STADIUMDEMO, VERSION: 3.7.037 {

stadiumdemo

D1, SH (=0 T Report

Customer fCoupan | Caghless Accounts | Other | Access Gate

Currerst Booking | Fand Booking | Find Seat

2. Enter the details of the Season Ticket Holder who is offering up their seat and select Search
Customer.

3. Open up the relevant customers details by double clicking on their name. The Customer Details
form will be displayed. Select the Season ticket buy-back tab.
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the Season Ticket Buy Back Functionality will be available under both the Purchaser

/: Note: If a Beneficiary has been added to the Season Ticket when being purchased,
and Beneficiaries customer details form.

K Customes Details =:.8
Informalion | Fhato | Booking History | Reserved Seats | Addvesses | Season Sckat buy-backfl On hold status | Dedaration
Costomer Addvess 1: 2P/ [(g37 0N
Reforencs Nobie Phore Postal Code
First Hawe 0% Hoe Shens Addron 11 1 o5
Last Nama Warker E-mad ioewaltes5@notm]  AJOSS 1 Stredt
AL AW S . e
Sautabea (Combinad - ¢ | Aw ymandednbe:
Ll b
“.;l:;\a‘.‘r.-)n Address 1: Cy | \wtterworth
Brthdsy Saa 3 oth (58] s
Do not Jbow Butk
-snary : Lo
Where did you hear about us?
: |
A0 on-2abd A Ay ess. Bury Grow Buy Town S&t buy-hadk o ‘ Canoel

4, The Season Tickets related to the customer will be shown. The Show Fixtures button will foggle
between showing and hiding the fixtures related to the season ticket by selecting it.

5. Select the Show Fixtures button that is aligned next to the Season Ticket that is going fo be offered
as highlighted below.

|2 Customer Details = B
Information | Photo | Booking History | Reserved Seats | Addresses | Season ticket buy-back | On hold status | Declaration
Product: |Leicester City Season Ticket 2014/15| Booking ref: 1031730 | Block: |SB Block 1 Row: (K Seat: |3 ‘ Show fixtures
Add on-hold Add Address Buy Group Buy Tickets Set buy-back ‘ 0K ‘ ‘ Cancel ‘

6. The available fixtures that the seat can be offered for will be displayed in a table as is shown
below. The following describes the headings of the table:
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|2y Customer Details = B
Information | Photo | Booking History | Reserved Seats | Addresses | Season ticket buy-back | On hold status | Dedaration

Product: |Leicester City Season Ticket 2014/15| Booking ref: |1031730 | Blode: |SB Block 1 Row:  |K Seat: Hide fixtures
Fixture Date/Time Loyalty Points (split) Ticket Status Sold for

hfj',f;;tf:; City vs Tottenham 26/12/2014 15:00 60 (18/42) Offer ticket

Leicester City vs Newcastle United | 03,/01/2015 15:00 29 (18/11) Offer ticket

Leicester City vs Aston Villa 10/01/2015 15:00 100 (50/50) Offer ticket

Leicester City vs Chelsea 24/01/2015 15:00 70 (49/21) Offer ticket

Leicester City vs Southampton 07/02/2015 15:00 80 (32/48) Offer ticket

Leicester City vs Stoke City 21/02/2015 15:00 9 (4/5) Offer ticket

Add on-hold Add Address Buy Group Buy Tickets Set buy-back ‘ oK ‘ ‘ Cancel ‘

Fixture. This will display the fixtures that are available to offer a ticket to.
Date/Time. This will display the start date and time of the fixture.

Loyalty Points (split). This will display the total number of points which will be credited if the
seat is offered up but not sold and also the total number of points which will be credited if
the seat was offered-up and sold. Using the above example of Leicester City v
Southampton, 80 is the total number of points which will be credited if the seat was
offered-up and sold, 32 is the number of points credited if the seat is offered up and not
sold whilst a further 48 points are gained if the seat is sold. Please note that if a Loyalty
Increment has been added against a block, the Loyalty Points field will automatically
update and increase the total Loyalty Points by the percentage that has been added
against the block.

Button Column. This will display the various options available to select if choosing to offer
up a ticket or contrastingly reversing this decision by reclaiming the seat.

Ticket Status. This will display the status of the ticket. The status can be shown as either:
i.  Blank (Empty). The seat has not been offered-up for buy-back.

ii. On offer. The seat is available for purchase. This would occur if the fixture buy-back
flag is set to Immediately in CRM.

ili.  On offer (Not released). The seat has been offered-up, but is not being shown for
purchase yet. These would occur if the fixture buy-back flag in CRM is set to On
Demand.

iv. Purchased. The seatf has been sold

Sold for. This will appear blank until the offered up seat has been purchased, it will then
display the price that the ticket was purchased for.

7. To offer the ticket for a fixture select the Offer Ticket button in the table for the relevant Fixture.

The Offer Ticket button will furn orange.
Fixture Date/Time Loyalty Points (split) Ticket Status Sold for
Leicester City vs Tottenham . :
Hotspurs 26/12/2014 15:00 60 (18/42) Offer ticket
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Customer Details

Information | Photo | Booking History | Reserved Seats | Addresses | Season ticket buy-back | On hold status | Declaration

Product: |Leicester City Season Ticket 2014/15| Booking ref: (1031730 | Blode  |SB Block 1) Row: K Seat: |2
Fixture Date/Time Loyalty Points (split) Ticket Status
hﬂéﬁf; o enha 26/12/2014 15:00 60 (18/42)

Leicester City vs Newcastle United | 03/01/2015 15:00 20 (18/11)

Leicester City vs Aston Villa 10/01/2015 15:00 100 (50/50)

Leicester City vs Chelsea 24/01/2015 15:00 70 (49/21)

Leicester City vs Southampton 07/02/2015 15:00 80 (32/48)

Leicester City vs Stoke City 21/02/2015 15:00 9 (4/5) Offer ticket

Add on-hold Add Address. Buy Group Buy Tickets Set buy-back ‘ oK ‘ ‘ Cancel ‘

9. A confirmation will be displayed, to confirm that the tickets will be offered up for general sale

select Yes. If No is selected no changes will be made and the tickets will not be offered up.

=

# ' Season ticket buy-back

0 Do you want to commit these changes?

‘ Yes

o

Note: If either the OK or Cancel button is selected from the Customer Details window

and a ficket has been offered but the Set buy-back button has not been selected

then the following prompt will appear.

£ Season Dokt Duy-Dack e -

- - —

- — e

Changes to season tickst buy-backs haven't been sat. Are you sure you want to exit and discard
these changes?

Yes No

f ! E ¢ Changes to season ticket buy-backs haven't been set. Are you sure you want

to exit and discard these changes? By selecting Yes the Customer Details
screen will be closed and any buy-back changes will be discarded. If No is

selected, the operator will be returned to the Customer Details screen where
the Set Buy-Back button can be chosen.

Note. When a ticket is offered the Ticket Status In the table on Season Ticket buy-back

tab of the customer details screen will either display On offer if in the fixture form in

CRM the field Release Buy-backs is set fo immediately or alternatively if this field has
been set to On Demand the Ticket status section of the table will display On offer (not

released).
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Information | Photo | Booking History | Reserved Seats | Addresses | Season ticket buy-back | On hold status | Declaration

Product: |Leicester City Season Ticket 2014/15| Booking ref: | 1021730 | Block: | SB Block 1) Row: (K Seat: 2 lHideﬁxturesl

Fixture Date/Time Loyalty Points (split) Ticket Status Sold for

Leicester City vs Tottenham ) On offer
Hotspurs 26/12/2014 15:00 60 (18/42) Reclaim not released)
Leicester City vs Mewcastle United | 03/01/2015 15:00 29 (18/11) On offer

When an offered ticket is in the process of being sold, but the purchase has not
actually been completed, the Sold for section of the Ticket Status section of the table
will display Sold (TBC), as is displayed in the example below:

Information | Photo | Booking History | Reserved Seats | Addresses | Season ticket buy-back | On hold status | Declaration

Product: |Leicester City Season Ticket 2014;’15‘ Booking ref: ‘1031?30 ‘ Block: ‘SB Block 1 ‘ Row: |K ‘ Seat: |3 ‘ Hide fixtures l
Fixture Date/Time Loyalty Points (split) Ticket Status Sold for
Leicester City vs Chelsea 24/01/2015 15:00 70 (49/21) Sold £20.00

Leicester City vs Southampton 07/02/2015 15:00 80 (32/48) Sold (TBC)

When an offered ticket has been sold, the Sold for section of the table will display the
price that the ficket has been sold for and the Ticket Status section will change to Sold.
as is displayed in the example below:

Information | Photo | Booking History | Reserved Seats | Addresses | Season ticket buy-back | On hold status | Declaration
Product: |Leicester City Season Ticket 2014/15| Booking ref: 1031730 | Block: |SB Block 1 Row: (K Seat; |2 l Hide fixtures l
Fixture Date/Time Loyalty Points (split) Ticket Status Sold for
Leicester City vs Tottenham .
Hotspurs 26/12/2014 15:00 65 (19/46) Sold £20.00
Leicester City vs Newcastle United [ 03/01/2015 15:00 32 (20/12) Reclaim On offer

If a Buy-back cut off before start time has been entered in a Fixture form in CRM, then if
this time has been reached before the start of the fixture the ticket will no longer be
able to be offered and the message Cut off Passed will be shown beneath the greyed
out Offer ticket button. This is displayed in the example below:

Information | Photo | Booking History | Reserved Seats | Addresses | Season ticket buy-back | On hold status | Dedaration
Product: |Leicester City Season Ticket 2014/15| Booking ref: | 1031730 | Block: |SB Block 1 Row:  |K Seat: |2 [ Hide fixtures l
Fixture Date/Time Loyalty Points (split) Ticket Status Sold for
Leicester City vs Tottenham .
Hotspurs 26/12/2014 15:00 83 (25/58) Sold £20.00
Leicaster City vs Newcastle United | 03/01/2015 15:00 41 (26/15) Offer ticket
Cut off passed
+ 44 (0) 845 508 8149 | support@green4solutions.com | www.green4solutions.com 92 |

Page



S OLUTIONS
STEP 2: RECLAIMING A TICKET ON THE POS

Once a ticket has been put up for offer by a Season Ticket Holder, it is possible for them fo reclaim it as
long as the ticket has not been sold. To reclaim a ticket complete the following. Please note that this
section presumes that a ticket has already been offered.

1. Loginto the POS and select the Customer tab.

e VENUE: STADIUMDEMO, VERSION: 1.7.037 {

stadiumdemo

D1, SH (= T Report

Current Booking | Fand Booking | Find S=at C-:.'up'.m Caghless Accounts | Other | Access Gate

2. Enter the details of the Season Ticket Holder who is reclaiming their seat and select Search
Customer.

3. Open up the relevant customers details by double clicking on their name. The Customer Details
form will be displayed. Select the Season ticket buy-back tab.

& Customer Details - B8
Informalion | Fhato | Booking History | Reserved Seats | Addresses [ Season Sckat buy-backl On hold status | Dedaration
Costomer Addvess 1: 2P/ [[g37 8N
Refarence Nobie Phore Postal Code §
First Hamwe Joz Hotme Phane Adoress 1: SUeed [GeeensSonticos
Last Name Waker E-mad Joewalbes I S@hotm :‘m'“ 1: Street
LA AL e N~
SJutabion (Combrned - 3rd | Adow ?da S 31 Strent
L) ¢
5‘;:\.2”" Address 1: Oy | ltterworth
Srthdss S0 & tate 15 :’;’n:?‘ !
Do act abow Buk
-y fow
Where did you hear about us?
AQQ on-2atd AL Ry s Bury Grow By Towt 56t buy-hack o ‘ Canoel

4, The Season Tickets related to the customer will be shown. The Show Fixtures button will foggle
between showing and hiding the fixtures related to the season ticket by selecting it.

5. Select the Show Fixtures button that is aligned next to the Season Ticket that is going to reclaim a
fixture from as highlighted below.
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£} Customer Details = =
Information | Photo | Booking History | Reserved Seats | Addresses | Season ticket buy-back | On hold status | Declaration
Product: |Leicester City Season Ticket 2014/15| Booking ref: |1031730 | Block: |SB Block 1 Row:  |K Seat: 2 Show fixtures
Add on-hold Add Address Buy Group Buy Tickets Set buy-back ‘ oK ‘ ‘ Cancel ‘

For a fixture that has already been offered-up the button aligned in the table to the fixture will be
displayed as reclaim, as is highlighted below. Select Reclaim, the reclaim button will turn orange

when clicked.

4] Customer Details = B
Information | Photo | Booking History | Reserved Seats | Addressas | Season ticket buy-back | On hold status | Declaration
Product: |Leicester City Season Ticket 2014/15| Booking ref: |1021730 | Block: |SB Block 1 Row: (K Seatr 2 l Hide fistures l
Fixture Date/Time Loyalty Points (split) Ticket Status Sold for
Leicester City vs Tottenham .
Hotspurs 26/12/2014 15:00 60 (18/42) On offer
Leicester City vs Newcastle United [ 03/01/2015 15:00 29 (18/11)
Leicester City vs Aston Villa 10/01/2015 15:00 100 (50/50)
Leicaster City vs Chelsea 24/01/2015 15:00 70 (49/21)
Leicester City vs Southampton 07/02/2015 15:00 80 (32/48)
Leicester City vs Stoke City 21/02/2015 15:00 9 (4/5)
Add on-hold Add Address Buy Group Buy Tickets ‘ Set buy-back ‘ 0K ‘ ‘ Cancel ‘

Next, select the Set buy-back button.
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| £ Customer Details = g
Information | Photo | Booking History | Reserved Seats | Addresses  Season ticket buy-back | On hold status | Declaration
Product: |Leicester City Season Ticket 2014/15| Booking ref: | 1031730 | Block: |SB Block 1| Row:  |K Seat: 2 l Hide fixtures l
Fixture Date/Time Loyalty Points (split) Ticket Status Sold for
hﬂéﬁf; City vs Tottenham 26/12/2014 15:00 60 (18/42) On offer
Leicester City vs Newcastle United | 03/01/2015 15:00 29 (18/11)
Leicester City vs Aston Villa 10/01/2015 15:00 100 (50/50)
Leicester City vs Chelsea 24/01/2015 15:00 70 (49/21)
Leicester City vs Southampton 07/02/2015 15:00 80 (32/48)
Leicester City vs Stoke City 21/02/2015 15:00 o (4/5) Offer ticket
Add on-hold Add Address Buy Group Buy Tickets Set buy-back ‘ OK ‘ ‘ Cancel ‘

8. A confirmation dialogue will be displayed, to confirm that the fickets will be reclaimed from
general sale select Yes. If No is selected no changes will be made and the tickets will not

reclaimed.

=

# ' Season ticket buy-back

0 Do you want to commit these changes?

‘ Yes

o

Note: If either the OK or Cancel button is selected from the Customer Details
window and a ficket has been offered but the Set buy-back button has not been
selected then the following prompt will appear.

§  Semson UCKET Duy-DICK s S - - ——— 5
Changes to season tickst buy-backs haven't been sat. Are you sure you want to exit and discard
these changes?

Yes No

[>

Changes to season ticket buy-backs haven't been set. Are you sure you
want to exit and discard these changes? By selecting Yes the Customer
Details screen will be closed and any buy-back changes will be discarded.
If No is selected, the operator will be returned to the Customer Details
screen where the Set Buy-Back button can be chosen.

Access Control: When a Season Ticket Card is Offered a Blacklist is created
meaning that the Season Ticket Card cannot be used for the Offered up fixture. If a
fixture is Reclaimed, then the selected fixture will be whitelisted on the Season
Ticket Card and the card can then be used to access the selected fixture.
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UPGRADING AND MOVING AN OFFERED-UP SEASON TICKET

Once a seat has been offered up for buy-back, the Season Ticket Holder will not have the ability to
upgrade or move the ticket whilst the seat is on offer. If a Season Ticket Holder attempts to move or
upgrade their season ticket for a fixture that they have already offered-up, they will be unable to do this.

On the POS, the Move/Upgrade screen will show this by disabling the seat toggle buttons related to that
seat. The additional text of *Buy-Back: On Offer* will also appear on the offered up seat option.

From the Move/Upgrade screen it is also possible to select the Reclaim buy-backs button as long as the
seats have not been sold. If this is selected the Contact Details window will open with the Season ticket
buy back tab displayed and the ticket can be reclaimed from here as is explained in Step 2: Reclaiming
a Ticket on the POS

offered up fixture on the POS. If a ticket has been offered this process will be

Note: The same above principle applies if attempting to gain a fixture ficket for an
: 1 }
unavailable.

Current Booking |Find Booking | Find Seat | Customer | Coupon | Cashless Accounts | Other

Fixture Leicester City vs Tottenham Hotsp

SB Block 1
K3
*Buy-back: On Offer®

Uparade \ Move ‘ \ Close ‘

Reclaim buy-back
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6.2. ADDING FIXTURES TO A SEASON TICKET CARD ON THE POS

This functionality allows for fixtures to be added to an active Season Ticket card. The purpose of this
functionality is to allow for any fixture that is not part of a Season Ticket but can be brought individually,
such as a cup game fixture, to then be added to a Season Ticket holder’s card. This will then allow for the
Season Ticket card to be used so that access to the venue for the purchased fixture can be gained and
no paper ticket will need to be printed.

ADDING A FIXTURE TO A SEASON TICKET- ALTERNATIVE SEAT

If a Season Ticket holder can have an alternative seaf, other than their normal Season Ticket seat,
assigned to their card for a certain fixture that is not included in a Season Ticket, such as a cup game, the
setting in CRM must be set to Allow alternative seat on card- Yes. This will allow a Season Ticket holder to
have any seaf selected to be assigned to their card.

1. Firstly, the fixture that is to be added o the Season Ticket card must be added to the basket in
the POS. Fixtures are then assigned to a Season Ticket card on the Edit Beneficiaries screen.

Note: The Edit Beneficiaries screen appears upon Adding Payment on the POS, if the
Bookable Product has been selected to Beneficiary- Required in CRM.

Alternatively the Edit Beneficiaries screen can be found in the basket area of the
POS. Before selecting Add Payment click on Beneficiaries (Highlighted below). This
must be selected if the Bookable Product has been selected to Beneficiary-
Requested in CRM.

Custorrey
Wes Morgan (e magun s seeissition

13 M0 Lanw, Enchertyy, Lacsster, | sicestaryhes

Reference Noo
Nome Seatr Ut Qo L=.

Graes 4 Cup Rodures [Au) e £10.00 £10.00
L Oy v3 B30ow Town [Cep .

DA/2945 1400 - 17.00

[>

2. With the Edit Beneficiaries screen open, select the beneficiaries name from the drop down list, the
fields of the Edit Beneficiaries screen will become populated. If no customer name is shown from
the drop down list, select Add. This will display a new screen where an existing customer can be
searched for.

+ 44 (0) 845 508 8149 | support@green4solutions.com | www.green4solutions.com 97 |
Page



3.

S oLUT

@

I ONS

If in CRM Allow alternative seat on card has been selected to Yes, any seat that has been
selected, even if it is not the Season Ticket holder’s normal seat, can be added to the Season
Ticket card. If this is the case, upon selecting the Beneficiaries name the [Assign Card] drop down

will become available.

] Edit Beneficiaries
Green 4 Cup Fixtures (Adult) [SB Block 1] 21/03/2015 14:00
Wes Morgan | Add || Edit || Photo | Seat K1 Card | [Assign to card]
= [Entitled User]

Title Mr First Name  |Wes Last Name  Morgan

Address 1 19 Mill Lane Postcode LE19 3LW Email WesMorgan@greend
Birthdate 07/02/1983 Mabile 0800701066

oK Canicel

4. To add the fixture to a Season Ticket card the drop down list entitled [Assign to Card] must be

5.

completed.

Note. If the selected beneficiary does not have any valid Season Tickets which can

A\

be used, then the drop list will be disabled.

drop down list will be disabled.

Additionally if in CRM the setting Allow alternative seat on card is selected to No
and a seat that is not the Season Ticket holders normal seat has been selected, the

From the [Assign Card] drop down list, select the Season Ticket card that the fixture is to be
assigned fo. The drop down will display all valid Season Ticket cards associated to the selected

beneficiary.

As a different seat to that of the Season Ticket holders’ normal seat is being added to the card,
the Seat and Card field in the Edit Beneficiary will show different seat details.

If the default [Assign to card] option is chosen then the fixture will not be assigned to any Season

Ticket card.

Card  [Assign to card]

| [Assign to card]
| Seat ref. SB Block /371
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& Note. The seat reference in the [Assign to card] drop down list is shown as: Block

Na

me/Row/Seat.

6. Upon assigning a card to the beneficiary, select Ok in the Edit Beneficiaries screen.

Fy Edit Beneficiaries
Green 4 Cup Fixtures (Adult) [SB Block 1] 21/03/2015 14:00
Wes Morgan ~ | [ add || edit || photo | seat K Card | Seat ref: 5B Block 1/3/1 .
= [Entitled User]
Title Mr First Name  |Wes Last Name  Morgan
Address 1 19 Mill Lane Postcode LE19 3LW Email Wes.Morgan@greend)
Birthdate 07/02/1983 Maobile 0800701066
oK Cancel

7. Upon assigning a card to the beneficiary, select Ok in the Edit Beneficiaries screen.

8. Payment can then be made normally for the fixture by selecting Add Payment in the basket.

It is only possible to assign one ticket for the selected fixture to one card. If two or
more tickets are attempted to be added to one Season Ticket card, upon selecting

OK in the Edit Beneficiaries window the message; Fixture can only be allocated
once to the same season ticket card will be displayed, as is shown in the below

example.
& Edit Beneticiaries
eeeph Vaker - [Thad || e |[ ot | seat Cod  Seat ref: S8 Block 1/K/1 Hde
[Enttied User]
Tithe First Name e Last Nama
Address 1 ab Sies Postcade Jrady ﬁ
A Message = bl
0 Fixture can onfy be allocated once to the same season ticket. caed
Card  Saat ref: SB Block 111 Hida
o=
)
Aotress 1 ah £xiee Postcode 3 Emai
Brthdate Mobile
oK Cancsl ‘
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ADDING A FIXTURE TO A SEASON TICKET- THE SEASON TICKET HOLDERS USUAL SEAT

(8

N

S

If a Season Ticket holder can only have their own Season Ticket seat assigned to their card for a certain
fixture that is not included in a Season Ticket, such as a cup game, the setting in CRM must be set to
Allow dalternative seat on card- No. This will prevent a Season Ticket holder from having a seat that is not
their usual Season Ticket seat assigned to their card.

In this instance all Season Ticket holders’ seats should have already been reserved so that they cannot be
purchased by other customers and are only available for the Season Ticket holder. For more information
on how to set up Reservations, see the Green 4 Ticketing Reservations User Guide.

To add a reserved seat to a Season Ticket card, complete the following:
1. Inthe POS, select the Customer tab and search for the relevant Season Ticket Card holder.
2. Double click on their name to open up the Customer Details screen
3. Within the Customer Details screen select the Reserved Seats tab.
4. Select the Buy Seats button next to the reserved seat that is to be purchased, before selecting Buy
Tickets.

L
Ieformamen  Photo | Sookng Haary

Everr| Froduct

Laaster City vi Sarrow To | Grewn 4 Cop Fistarms

Orig Vertart Set

lA:u‘

Customer Detaits

Reseryed Sesty  ADMiSoses | 542500 Bkt Doy-badk | On Bold s | Dedaritien

Prodect Vs
IZE Boch |« Efdody Keg

= |

Buy Sesty

| |

Add ov-hold

&40 Ansre

By Groug

Bov Tickets

A Select Product Variant screen will appear, if necessary change the Variant or continue by
selecting OK.

The customer search tab screen will be displayed, select Home.

VERUE: Seasum Tt VERGOON 1703 (Online

- - B
opiesnid s o e ey [ ey

Currem Bociong  Fest Bookeyg ' Find Sea | T Customer | Coups anbless ACCoutrs | Misss G

......

A1 Oaemnn

™ [T Tt Wmtw

dw i | MO 1510047

PYTS- RS

-
At tn O | _‘ﬂ-]

7. The basket will be shown with the reserved fixture ticket added to it. The details of the fixture in the

basket will display the same seat details as the customers Season Ticket seat. Select the
Beneficiaries button.
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Gresn 4 Qup Fadwes (2o
Loicestor Gy ve Earmow Town (Cup)
S Weck 1

S 22/00/2013 1200 - 17200

Reference No.:

Ihacsert And Iyomis

Tatd Prus
ToLs o paw

00

Ow | o | strm |

suestiaas | sseat ecine |

10.00 |
5 || bt ot | et | e

8. The Edit Beneficiaries screen will be displayed.

S OLUTIONS

£

Grawn 4 Cup Fixtures (Adult) [S8 Block 1] 21/03/2015 14:00

Angy King [Tada ][ &= | pnoto
[Entied Lisa]
Tow Fest Name
Adoress | apent iige Postrode
Buthdate Mobie

£t Baneficlanes

| Sa Care  [Assign to card]

Last Name

Emal

9. To add the reserved fixture to a Season Ticket card the drop down list entitled [Assign to Card]
must be completed.

10. From the [Assign Card] drop down list, select the Season Ticket card. The Season Ticket card
shown will display the same block, row and seat number as that for the selected fixture.

If the default [Assign to card] opfion is chosen then the fixture will not be assigned to any Season
Ticket card.

Card

Seat ref: SB Block 1/J/5 ¥

[Assign to card]
Seat ref; SB Block 1/)/5

7\

Name/Row/Seat.

Note. The seat reference in the [Assign to card] drop down list is shown as: Block
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11. Upon assigning a card to the beneficiary, select Ok in the Edit Beneficiaries screen.

12. Payment can then be made normally for the fixture by selecting Add Payment in the basket.

BOOKING DETAILS

A new column has been included in the Booking details screen called Card to display if a fixture ficket
has been assigned to a card.

To reach the Booking Details screen in the POS complete the following:

1. Select the find booking tab in the POS and enter the bookings information into the fields to find
the correct booking.

stadiumtest _
D1, SH1 I Tash Shim ” Tl Repart Cpan TH “ oK “ Logost.
Current Booking  Find Booking | Find Seat | Tabis | Custome? | Coupon | Cashless Accounts | Access Gate
Booking Ref. CQustomss Rt Find Procduct User Boolang
Frstname wes Surrane mgan
Company
Page 120 1 :
ﬁdwwa l;x mrmaw Emal Toral Dnﬁ Dn{:um Stant Tirsa
1031751 Wet Margan Wes Morgan@greendsoiut | {1000 Grown 4 Cup Firtures skt | 2015-03-21T14 0000
| Amend Bogking | Cancel Booking I Detad
2. Upon finding the booking, select Details, highlighted above.
3. The Booking Detdails screen will be displayed.
5 Hoowng Details - U-
Boowng Infarmation  Bocking Changes
Raferance NO: 1031751 Created Om 14/01/2015 13:% Sales Channel: POS
Purchaser
e Wes Mofg'n Customer Refersnce: 19 Emal: Was M ganDgrasnisolulons.com
Mdrems: 19 ME Lase, Endwrby, Lesonster, Lacintershre Dp'Postyl Code: LEIS JLW
e Untt Price  Quanlity Lisw Price
Geeon 4 Cup Fatures (Aut) Ix1 |£1000 1 £3000
Lt Cy vs Barrow Yown (Cup)
50 ek 1
| Sat 20/03/2015 14:00 - 1700 | |
Voucher Mo, Drvoce His
Totsl Prce £10.00 |
Cash Oayment 152000 :
Total to pay £0.00 l
Product Product Price  Benefiary Detads Ticket UTID  Nembership
Graen4Cup  [£1000 |Wr Wes Mosgan  [ewes Morgan@gresndsela| 1020113673 |
Ede Ftures (Adut) | tharts. com
080701066
w10
TRht UTID  Sedt Barcode No Prsted Time Pristed Canceled  Wistebsted Blackhstenl  BassSoiary Cartt Sebect
1000113673 X1 1995100011 [Na No ho N Was Morgan SB Block 12/1
»65 o Vo, M or pan @ greendiol) |
LLom
080070100
| r:15
| |
AR Tukey | Gograde Mo Pt it ' Pedre It
4, If afixture has been assigned to a Card, the bottom table of the Booking Details screen will have

the block Name/Row/Seat of the Season Ticket card completed in the Card section of the table,
as is shown below. If the Card section of the table is blank, then no fixture has been assigned to
the Season Card.

102 |
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Whitelisted Blacklisted Beneficiary
Mo No Mr Wes Morgan
e:Wes.Morgan@greendsolu
tions.com
m:0800701066
a:19

Cancelled
No

Barcode No Printed Time Printed

1999100011 |No
3665

Ticket UTID  Seat
1000113673 |K1

SB Block 1/1/1

Note. If a Season Ticket holder has added their usual Season Ticket seat for a fixture to
their Season Ticket Card, the Seat section of the table will share the same row and seat

numbers as is displayed in the Card section of the table:

Cancelled  Whitelisted Blacklisted Benefici

ary

printed), if a fixture ticket has been assigned to a Season Ticket card

Access Control- As part of the post-payment processing, (when the fickets are

, then the barcode

associated with the Season Ticket card is used for access control purposes for that

fixture, instead of the barcode generated for the paper ficket. The ¢
have to present their season ticket at the access control point to gai

ustomer will only
n entry.

If the Season Card has been forgotten on a match day it is possible to print a paper
ticket for the fixture that had been added onto the card, the card will then become

blacklisted for that fixture.

6.3. PARTIAL SERIES SALES
1.

When partial ticket sales have been setup for your installation of Green 4 Ticketing, when you

create a booking for a series ticket in POS, when the seat picker is displayed, any seats that are

available for some of the series only will be shown in blue:

Series=League & Cup Matches:League & Cup Season Ticket - Hospitality

Stadium Image Add To Cart

Please Select a Block |Test Block 1

2 3 4 5 6 7 8

Add Best
Avzilable

9 10

2. When you select a seat that is blue, a dialog will be displayed stating which fixtures the seat is
already taken for. Ensure you make a note of the fixtures not covered by the series ticket.

+ 44 (0) 845 508 8149 | support@green4solutions.com | www.green4solutions.com

103 |
Page




S OLUTIONS

League 1 05/03/2013
League 1 05/03/2013

R

Select OK to continue.

Once the appropriate number of seats has been selected the Add to Cart button will become
enabled. Select to contfinue.

In addition to the series ticket, a coupon product will be added to the cart. This can be used to
purchase individual tickets for the fixtures not included in the series.
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7. USING THE ACCESS GATE ON THE POS

The following section explains how the access gate is used on the POS:

1. Log into the POS before selecting the Access Gate tab.

crmtest

G4, G4

Current Booking | Find Booking | Customer | Coupon | Other| Access Gate

2. The Access Gate display on the POS will be shown:

IStadiumTest

|
[0l Si1 Tl - TEhgrt | TR | oo | L | Hirw
Cumem Seoking | Find Socking | Find Seat | Tabs - Cuntenw | Cougron | Cashiess Azcounts | Othe

A e

Pasten; wrew

Saaer e

7.1. VALIDATING A TICKET OR MEMBERSHIP NUMBER

1. If the system has the option of scanning tickets or memberships, scan the ticket or membership.
The number of this ticket or membership will appear in the Ticket OR Membership number area.
Alternately, if the system does not have the opftion to scan, manually enter the Ticket or
Membership number into the Ticket OR Membership Number Area.

2. To Validate the Ticket or Membership number, select the Validate button as shown below.

Ticket OR Membership number: 1849522 ‘ | Validate |

If the Ticket or Membership number allows access to the venue the POS will display a green flag
for 2 seconds.
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Cunrennt Bocaong | Fand Booking | Find Seat | Tats | Cumomes | Coupon | Ctviess Accounty | Othiey | Mesnhies  Access Catw
skt (R Merteap rearder: assay
S G P Pt kg
Postoan Tekms
Frosac Pren ey Tioe T8 Merdwws Vestatan
v (b P (2200 M bamwle Welter (dg1400 01
aa: =
( ] |
et Poben) | P w O
Soadw S

If the Ticket or Membership number is invalid, meaning access is denied, the POS will display a red
flag for 2 seconds.

[StadiumTest

D). S Iu.-‘nmlmu WO e | e o

swrvimt Bookieg | Find Suukiog | Find Seat | Tats | Custumes | Coupun | Catblens Accourtes | Ot | Membur  Access Gae

Tichet OR MewSwrthe rembw | e

Roedeg e | PR
Jewcawm YoM
Prachet Pres Desbowy Tasomt UTID  Mamdarsbeg Vakearow
:m‘b-s. JEN T —— TR m
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7.2. FINDING A BOOKING TO VALIDATE ON THE ACCESS GATE

1. If a customer has a booking number, the terminal operator is able to use this booking number by
entering it into the Booking Number area and selecting Find Booking fo display the related
bookings.

Booking number: | Find Booking I

2. If avalid Booking Number has been entered a new table will appear as is displayed below, with
two tabs; Beneficiaries and Tickets. The table shows the Product, the Price, the Beneficiary and
Ticket UTID related to the booking number whilst a Validate button is displayed on the end of
each row. If the product type is a Ticket or Membership, different areas of the table will be

completed.

StadiumTest

b1 =0 Omae | TaRges et | W | wese || e -
Curreet Snoking - Find Bocking . Nind Geat Tabs | Cuntomes | Coupars | Casldem Accaunts | Other | Member  Access Gare

Thoost OF Meademng sembe | e

ooarg mute | Tad Gemrg e Drwtiune

fenetcure Tow

nodet e By TR VD Mtdeshe Vbt
Opes Dy Pess  [5£90.00 Por Soweph Wakoer [120001 34121
lass

At Sty | n-u-y s

3. For a Pass or Ticket type product, the table will remain blank in the Membership area whilst all
other fields will be completed as displayed below:

Beneficiaries | Tickets

Product Price Beneficiary Ticket UTID  Membership Product
Open Day Pass  |£20.00 | Joe Walker 3000526 )
(Pos) (Adult) Validate

Beneficiaries | Tickets

Ticket UTID  Beneficiary

3000326 Joe Walker ’
Membership Number: Validate
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4. For a Membership type product, unlike tickets or pass products the Membership field will be
completed, showing relevant information such as, the start and end date of the Membership

Beneficiaries | Tickets

Product Price Beneficiary Ticket UTID Membership Validation
Annual £50.00|Mr Andy King 1000113916 |100202,

Membership- 15/02/2015 -

Beginning on 19/02/2016
purchase day

(Adult)

5. The products that are displayed in the table can be validated. To do this, select the Validate
button that sits at the end of each row. If the validation is successful a green flag will show for 2
seconds, whereas if it is unsuccessful and validation is denied a red flag will be shown for 2

seconds.

6. To clear the booking and product details, select Clear at the bottom of the Access Gate page.

7.3. AMENDING A BOOKING AND EDITING THE BENEFICIARIES IN THE ACCESS GATE

a) If aBooking has been found by using the Find Booking option and a table with the product details
is displayed it is possible within the access gate to either amend the Booking or display the
Beneficiaries information and from here edit the information if need be. Please note if no bookings
have been searched for, both the Amend Booking and Beneficiaries buttons will be greyed out

and cannot be selected.

b) The options to amend a booking or display the beneficiaries are placed at the bottom of the

Access Gate screen on the POS as highlighted below:

StadiumTest

Pl s

Thunt O3 Mot wng sember ahdae

ooarg et |

[ TR VD Metdesie vehlibw
Opes Dy Pees (590,00 Pr Sk Woskonr [1080134121

12aa) | |

Nodelt Lt

Vantwrs

rroedt Suokong  Find Bockng . Nind Geat - Tabs | Cuntomes ngpcws | Casldem Aczourts | Other | A

Qo e Tt Ragen: KT | Lo ene e L

c) To amend the booking that is displayed in the table, select Amend Booking. This will then take the
booking back to the shopping cart view where the booking can then be amended by the

operator.
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Customer
wes morgan (w.morgan@areen4solutions.co.ul P "
Lutterworth St, Lutterworth L el
Parent Booking:1849527
Name Unit Qty Line
Annual Membership (Pos) (Adult) £2000 (1 £20.00
Delivery Option (Each) £200 |1 £2.00
Reference No.:
Name Unit Qty Line
Annual Membership (Pos) (Adult) £20.00 |1 £20.00
X
Delivery Option (Each) £2,00 1 £2.00
X
Discount And Promos Beneficiaries
Total Price £22.00 Add ) d .
Cash Payment _ £22.00 Comment Print Wizal Promotion
Total to pay £0.00
Close ‘ Print Tickets Add Payment

d) To display the Beneficiaries related to the booking select Beneficiaries. This will display the Edit
Beneficiaries dialogue. From here it is possible to edit the beneficiary if needs be by selecting the
edit button which in return will display the Customer Details form where this can be carried out.

!
St

Anmal Membership (Pos) (Adult)

Edit Beneficiaties Ex

wes morgan [ add || an || phoro | Mde
Title Frst Name Last Name
Address 1 Posteode Email
Birthdate Hobie
Memb, Mo, | 102582 Start 271172004 End
|
oK Cancel

e) An additional View Beneficiaries button is in the top right hand corner of the Access Gate form on
the POS. This only becomes selectable after a Booking or Ticket has been validated. By selecting it
the Edit Beneficiaries screen will be displayed. This purpose of this is that if a customer’s photo
does not get displayed in the Access gate to the operator, the operator can then quickly take a
photo of the customer within the Edit Beneficiaries window.
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StadiumTest

oL SN T - Ll g TH e ‘ ot e ()
Clarewsnt Bockiny | Find Rooking - Find fewt | Tabe | Customer | Coupon | Cashime Azzounts | Ol | Mesbey  Access Gate

Ticuet OF Martwesiey memtar | catme
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Aoy | |
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SOLUTIONS
8. MISCELLANEOUS TASKS

In addition to creating and managing ticket bookings, there are a number of additional tasks that can
be performed within the Green 4 Ticketing application:

e Lock the terminal

e Log out of the terminal

e Produce a till report

e Open the fill

e Record a Cash Skim

8.1. LOCKING THE TERMINAL

When you leave the terminal unattended, you should lock the terminal to prevent other people
accessing the information available via the system. When the terminal is locked, any bookings that have
not been completed will remain open ready for you to complete once you return.

To lock the terminal:

1. Select Lock on the Menu.

2. The Log In screen, stating that the terminal has been locked, will be displayed:

F B
t, Please Unlock ﬁ

his Application is locked by SH
[If you're not SH, Please logoff first.

PIN

VENUE | stadium |

CHANNEL | pos |

A

3. Torestart using the terminal, enter your PIN and select UNLOCK. If a different user attempts fo log
into the tferminal, they will be informed that the terminal is in use by a different operator. If they
wish to continue using the terminal they will have to exit the Green 4 Ticketing application, before

restarting and logging in (see Logging In for details).

4. To close Green 4 Ticketing, select Log Out. If a booking is in progress the Close Booking message

will be displayed:

A booking Is currently in progress. Continueng will abandon the booking, IF
| you are amending a booking, enly the amendment will be abandaned.

If you would ke to abandon this booking and continue phease prass Confim?
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5. Select Confirm fo close the application and lose the current booking details. Select Cancel to

abort the exit attempt.

8.2. LOGGING OUT

To log out of the terminal:

1. Select Log Out on the Menu.

2. If abooking is in progress the Close Booking message will be displayed:

A booking Is currently i progress. Continueng will abandon the bocking, IF
you are amending a booking, enly the amendment will be sbandanad,

If you would ke to abandon this booking and continue phease prass Confim?

3. Select Confirm fo confinue logging out and lose the booking details. Select Cancel to abort the

log out attempt.

8.3. PRODUCING A TILL REPORT

To print out a report of fill activity for the current shift:

1. Select Till Report on the Menu.

2. Thereport will be printed on the attached printer.

8.4. OPENING THE TILL

To open the till (when not taking payment):

1. Select OpenTill on the Menu.
2. You may be asked to enter your PIN as authentication. Enter your details before selecting OK.

3. The till connected to the terminal will open immediately.

& Note: The open fill option will only be available if a till is integrated with the terminal.

8.5. RECORD A CASH SKIM

In order to reduce the security risk of holding large amounts of money in the EPQOS fill, the latest version of
Green 4 Ticketing has a “cash skim” option, which allows a user to record the removal of money from the
fill. The recording of a cash removal using the Cash Skim option will result in an audit record being
generated in the CRM database.

To record the removal of cash from the fill:

1. Select Cash Skim on the Menu.

2. The Cash Skim dialog will be displayed:
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Pleass aitas your auchaesabion wde and amount b confem

Code |

Amount

ox Cancet

3. Enter the following details:
e Code. Enter you pin.
e Amount. Enter the amount of money you are removing from the fill.

4. Select OK to continue.

8.6. COUPONS

Coupons may be issued either by your organisation or by a third-party, e.g. Groupon. Coupons can be
exchanged for pre-defined products only and have no monetary value. To exchange a coupon:

1. Select the Coupon tab heading.
2. The Coupon page will be displayed:

stadium

D1, G4 VERSION: 3.2.0.66 (Online)

Cash Skim ‘

Till Report ‘ ‘ Open Till ‘ ‘ LOCK ‘

| Current Booking | Find Booking | Find Seat | Tabs | Customer | Coupon | Cashless Accounts | Other |

Coupons
Coupon Category l - l

Remove
Coupon Type l - l

Coupon Code 1 ‘ ‘ Add Coupon

Coupon Code 2

Summary
Selected 0 guests

CONTINUE

Select Guests with Coupons

Name Cost Quantity

3. Complete the following details using the information provided with the coupon:
e Coupon Category. Select the coupon category from the drop-down list.
e Coupon Type. Select the coupon type from the drop-down list.
e Coupon Code. Enter the first coupon code.
e Coupon Code 2. Enter the second coupon code (if applicable).

4, Once the details are complete, select Add Coupon.

5. Repeat the above process for all the coupons held by the customer.

6. The Coupon page will update to display details of the coupons entered:
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Current Booking | Find Booking | Find Seat | Tabs.l Customer| Coupon |Cashless Accounts | Other |
. l Coupons

Coupon Category [Matches | BGE1K-B2WMV-900C6E

Coupon Type [M atch Ticket . l | WeB0Z-8265T-P01Z8

Summary
Coupon Code 1 ‘ ‘ Add Coupon Selected 0 guests
CONTINUE

Coupon Code 2

| Remove

Select Guests with Coupons

Name Cost Quantity

Match Ticket (partial series) £0.00 2
Select

7. Select Remove to remove any coupons that have been added in error. The Remove Coupons
dialog will be displayed allowing you to select which coupons to remove.

8. Click Select alongside the product the customer wishes to purchase using the coupons.

9. The Additional Guests area will be displayed. Enter the number of paying guests to include on the
booking (there is no need to add the guests paying using a coupon).

10. Once the guest number is correct, select Continue.

11. You will be guided through the standard product purchasing process.
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9. OFFLINE WORKING

Offline working allows you to continue to take bookings when your internet connection temporarily fails.
The functionality available when offline is limited to designated products and payment methods. In
addition promotions cannot be applied fo bookings made whilst offline.

9.1. SWITCHING TO OFFLINE MODE

1.

When your Internet connection fails, an error message stating that the server is unavailable will be

displayed.

Select OK to continue.

Exit EPOS, confirming the loss of any open bookings if necessary.
Restart EPOS.

The Server Unavailable dialog will be displayed. Select Confirm to continue using EPOS in the

offline mode. If you select Cancel, EPOS will fail to open.

1 Server Unavatabie = m

The server Is currently unavailable

Would you like to use the system i offime mode

The Please Login dialog will be displayed. Enter you pin and select Login.

The Booking screen will be displayed allowing you to contfinue taking bookings for products that

have been set to be available offline.

When you take a booking in the offline mode, you will be unable to add a customer to the

booking and will only be able to use selected payment methods, for example Cash.

9.2. SWITCHING TO ONLINE MODE

When your internet connection is restored EPOS will continue to function in offline mode until you exit the
application. To switch back to the online mode:

1.

2.

In EPOS select Logout.
The Please Login Screen will be displayed. Select Exit.
Restart EPOS.

The Server Available dialog will be displayed. Select Confirm to start using EPOS in the online

mode. If you select Cancel, EPOS will continue to operate in the offline mode.
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5. There may be a short delay before the Please Login dialog is displayed. The delay is the result of
the offline bookings being transferred to the online database. Once the transfer is complete an

information message stating the success of the transfer will be displayed. Select OK to continue.

6. The Please Login dialog will be displayed. Enter your pin and select Login to continue.

*END OF DOCUMENT*
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