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1. INTRODUCTION

This user guide provides information on how to manage bookings in the Green 4 Ticketing Solution and how to set up
products for sale. The set-up of the different product types is described.

This document covers the following:

- Using Advanced Find

- Saving Advanced Find Results

- Setting up Variant Types and Variant Price Lists

- Finding a booking
- Analysing a booking

- Setting up Bookable Products of different types

- Using Sales Plans with Channel Prices Lists to put products on sale

Other user guides available include:
e  Customer Management
e Infrastructure Set Up User Guide
e Venue Management User Guide
e Ticketing Reservations User Guide
e Delivery Options, Delivery Charges, Additional Charges
e Promotions, Coupons and Vouchers User Guide
e  Gift Aid and Donations User Guide
e Retail User Guide
e Reporting using The Data Cube

e ECommunications



2. BOOKING MANAGEMENT

2.1. FINDING A BOOKING

When a ticket is sold or a booking made via the ticketing website or POS, a new booking record is created within CRM. To
view a list of bookings within CRM carry out the following:

a) In CRM, select Bookings from the Bookings tab in the navigation area.

Bookings oy 52 Bookings Active Bookings ~

| Booking Referen_  Total Price Bocking Status

B Booking Products | 1000155 £2350 Active

| 1000156 £37.00 Active

1000157 £2350 Active

1000158 £1850 Active

1000159 £1350 Active

| 1000160 £37.00 Active

| 1000161 £37.00 Active

1 1000162 £8650 Active

Workplace Al 1000563 £9400  Active

Sales ; 1000164-1 £37.00 Active

X 1000165 £3700 Active

Marketing —1 1000166 5550 Active

Loyalty | 1000167 £1750  Active

Mm I | 1000168 £5000 Active

b) Alist of active bookings will be displayed. To search for a particular booking enter the booking reference in the
search box at the top of the view and click the search icon:

Bookings Active Bookings v Search for records je
121 Booking Referen... Total Price Booking Status Parent Booking Booking Referen... Channel Unrefunded Val... Refund Vi < |
E 1000000 £37.00 Active POS £0.00 wd
1 1000001 £37.00 Active POS £0.00 2] %

c) The list of bookings will be revised to show bookings that match on the booking reference only. Other search
criteria that can be used here are Contact Name.

d) To open a booking, click over the booking reference.
e) The booking will be displayed in the form view.
To view bookings linked to a contact:

a) In CRM, select Contacts from the Marketing tab in the navigation panel.
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b)

Marketing & 3~ Contacts My Active Contacts ~

£\ Communication Audiences Adrian Tumock

Adriana Kavurova

Workplace A

Adriana Kavurova

Sales

:.‘.' Fasds L1 Full Name a
.0 Accounts Ial MO
9] Contacts | ] Abbas Khan
;; Marketing Lists ] Abigail Rollinson
Cam ns —
e palg ] Adam McCarthy
¥ Products = 3
&‘j Sales Literature S A o
#¥ Quick Campaigns ] Adi Clark
& Communications Vv || Adrian Stukins
_
|
[ ]
B
|

Aedan Ryan
Aidan Collins

| Marketing O

Search for the relevant contact using the search box at the top of the view.

Note. An asterisk or wildcard the ‘*’ character can be used to search on partial text. For example if you
! need to search for the surname ‘Ryan’ but do not know the first name of the contact, by entering a

“*Ryan’ will list all contacts with the surname Ryan.

Fields that can be searched in this view include: Email, First Name, Full Name, Last Name, Middle Name
and Parent Customer.

c)

d)

f)

The list of contacts will be revised to display those that match on the details entered in the search area.
To open the contact record, click over the individual’s name.
The contact record will be opened in the form view.

To view the bookings linked to the contact’s record, select Bookings in related area:



m tact Add tomie Bookings

e P Actwate 2CBul Oetete g5 Mail Merge

— — Deactivate o E
Add New AsaBusting  font
Booking Doocking X Desete Booking

8% Ml“l "

& Bockings Booking Associated View ~

Bosking Refere... Total Price Detwery Fu)
S 1ne0 20200
S 1019002 3000
1. 1018010 a0
1. 100000 (185

Retated

b Recurrmp Memders.
& Logm Auaits

j Lopalty Redemptions
D Loypatty Accouets

..

=

-9 Bootings

~

g) To view the details of a booking, click over the booking reference number.

h) The details of the booking will be displayed in the form view.

2.2. BOOKING FORM

SUMMARY

The summary area displays basic information relating to the booking for example the booking reference, total price,
purchaser and channel. If a comment has been added to the booking this will be shown also.

If the Green 4 Retail module is in use, the Retail Order Status field is used for tracking the status of merchandise that
needs to be picked and dispatched.

4 General
Summary
Booking Reference  [Tane i ®  Order Type
Total Price £41362 Purchaser &3] Mark Allen e
Channel L& POS Eﬂ Mo Purchaser |
Reason
Comment %M Price class: EE 2 Adult 1 Child
RetailOrderstatus | Shipped
DISCOUNT

The Discount area will display the details of any promotions that have been applied to the booking. The example below
illustrates the information that may be displayed. Note: Discounts in the system are set up as payment methods.
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Discount

Discount Value | £ 2000 Discount Reason |Prgmotign:h3|fprice |
Discount Code |ha|fprice Promotion Lé Half price tickets vs Monaco Eﬂ
PAYMENT

The Payment area will display a summary of the payments taken. Note, because multiple payment methods can be used
against a booking, the Payment Method, Card Details or Invoice Number fields will not be filled in.

Payment

Payment Method fﬂ Card Details |

Refund Value | I 3268 Unrefunded Value | £ 0.00

Invoice Mumber | | Emailed Operataor @ No O Yas

Emailed Purchaser @ Mo O‘Fes Fulfilment Status | '

DELIVERY ADDRESS

If the customer has selected a delivery address for the order, this will be shown in the delivery address area.

Delivery Address

Label |Home | City |Leicester |
Line 1 [Main Street | county |Leicestershire |
Line 2 | | Postcode |LEI.1AA |
Line 3 | | Country | |
Delivery Fulfilment | V|

Status

Dispatch batch Eﬂ

TICKET COLLECTION

The ticket collection method field can be used to record the details of how the tickets are to be collected if this is set up.

Ticket Collection

Ticket Collection | v
Method

OPERATION

The Operation section is used to record details of the operator that made the booking. The information collected will
include the name of the booking operator and the till used.



- Operation
Booking Operator _@. sH jﬂ Ticket Printed I No @) Yes
Till |52 | Booking Terminal . 52 e}
Media Code | | Transaction Code | |
Booking Number | Loyalty Processed 0 )
Vouchers Collected O Mo O Yes

The Linked Bookings area is used to record details of the booking thread.
Linked Bookings
Mext Booking | order 25/02/2011 12:20:14 [§]  Previous Booking 0

Renewed Booking ,ﬂ

[

Within Green 4 Ticketing, when a booking is edited a booking thread is created to handle the transfer of payment and
products from the original booking to the revised booking. For example in the screenshot below, the initial booking
1000534 has been revised. The new booking has the reference 1000534-1. The booking with the reference 1000534-R is
the reversal of the original booking.

[1 TasengRese.| Nzekizg Zahie  Torsl Fres
.& o Tracthy iz
| | g Lo0osz4-L Atthe e
|1 & tomezdn Iradhx <4712

Related to the booking are a number of additional entities that are relevant, these will give you additional information

relating to the booking made:
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Booking Payments. The Booking Payments area will list individual payment methods used to complete the booking.
To view the details of the payment, click on the payment name.

Booking Products. The Booking Products area will displayed details of the products bought. Via the booking product
you will be able to navigate to the actual Bookable Product and variant purchased. The booking product record will
display the actual price paid for the product.

Booking Tickets. The Booking Tickets area will display details of the tickets that have been generated for the
booking. The booking tickets area will record information such as whether the ticket has been printed, cancelled,
whitelisted or blacklisted (for access control).

Seat Allocations. The Seat Allocations will list the seats allocated to the booking. The information will include the
block, row and seat that hast been allocated to the individual. This will reflect the seat picked during the sales
process. It is possible to display the Product User under Seat Allocations in the Booking Form. To do this:

a) Select Seat Allocations in the Booking forms navigation area.

b) Alist of the Seat Allocation bookings will be displayed. Place a tick in the relevant booking and double click
on the booking to open it.
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¢) The Seat Allocation form will be displayed. In the navigation area select Product Users.

d) This will display the Product Users related to the booking. To open the Product Users details, tick the box
next to the name of the user before double clicking on the name, a Product User form will then be
displayed.

Understanding the underlying data structure in CRM, allows you to effectively search for data in the database using the

Advanced Find functionality. Using the advanced find you can search for records based on data included in one or more

fields on the record. You can also base the search on information held in related records. For example you can search for

Bookings for a given fixture with seats in a selected block. The following example will illustrate how to build the example

described.
a) In CRM, select Advanced Find on the ribbon.
b) The Advanced Find view will be displayed.
c) Select the Details menu option
d) Atthe top of the dialog select the following:
e Look For. Select Bookings from the drop-down list.
e Use Saved View. Select Active Bookings from the drop-down list.
[—g=| f— il Save As {= Group AND R
jj —d g j 4 Edit Columns 2 [£= Group OR 5
| Query | Saved Resuits New Save : Clear & Download Fetch
| | Views i 7 Edit Properties 3 Details | XML
Show View Query Debug
Look for: | Bookings V| UseSaved View: | ITI0T V|
« Status Equals Active
~ Booking Status Equals Active
Select
e) The Advanced Find dialog will be updated as shown above. The search parameters linked to the view will be
automatically added; in this instance two parameters are automatically listed Status = Active and Booking Status =
Active.
f) To add additional parameters, click Select (highlighted in the above) image.
g) Alist of fields on which you can search will be displayed. The list is divided into two sections:

e Fields. The top section of the list lists fields that are part of the record type you are currently searching on. For
instance in this example, we can see all the fields that form part of the booking record:



Look for: |Zeckngs vl ues)

Fistes
» | Autorzaten Coce A agie
Bocting
tockng Number
Bocking Opavacor

Bockng Referarce
Bogiing Stz
Bocking Systew Verson
Boeicng Terminal

Cora Detain

Charcel

Cortact
Country

Loyrty

e Related. The bottom section of the list lists all of the entities that are related to the current record type. So in
this example we see a list of all record types that are related to booking, including booking payments, booking
products, seat allocation, etc.

Look for:  Scckrgs V| Use
~ [Related ) haa
o | Acwzes Regarding A ache

Appointments (Regarding)
Boaoding Charges (Boating)
Yosung Upeaicr
Saaking Payments (Booking)
Booking Preducts {Boaidng)
Soosing Question Answer (Bockrg)
So0king System Mesz2ges (Eoakdng)
BooEng Termina
Booting Ticket Copy Data New Backing)
Dogidng Tickets JBooang

w

To use a field from the list:

h) Select the appropriate field name from the list. A new row will be added to the advanced find as shown below:

Look for: | Sookings V| Use Saved View: |
v Status Equals Active
+ Booking Status Equals Active
- V Equals Enter Value
Select

i) Complete the search term using the boxes provided.

Look for: | Sockings v|  use saved view:
« Status Equals Active
+ Booking Status Equals Active
w Channel Equals Lﬁ WEB
Select

j)  Toview the results of your search, click Results on the ribbon. A list of records meeting the conditions entered will
be displayed.



we have used above we will look for bookings where the status is active AND the booking status is active

f Note. By default the search terms entered will be combined in an AND statement. Therefore in the example
: 1 §
-

AND the channel is web. l.e. to display in the results, a record must match on all three search terms.

To combine search terms in an OR statement (i.e. show me records that match on search term 1 OR search
term 2), select the arrowhead to the side of the rows that are to be joined in the OR statement and select
Select Row from the list of options. Once all rows are selected click Group Or on the ribbon.
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List Tools 44 Microsoft
Bookings
erge (3 Copy a Lin
J
L al =
Records Collaborate
[] | Booking Referen..| Total Price | Booking Status | Parent Booking
Olé 1029701 £2800 Active
[ldy 2029685 e
[Jlgs 1029682 tive
[]lgy 1029681 e
[J.¢s 1029680 £32.00 Active
[Jlds 1029679 £44.00 Active
Olg 1029678 £20.00 Active
[l 1029677 £3600 Active

k) To return to the search terms, select the Advanced Find tab heading (highlighted above). The search terms
previously entered will be redisplayed allowing you to modify the details.

To use a related field from the list:

I) Select the appropriate record type from the related section of the list. A new row will be added to the advanced find
as shown below:

Look for: 3?59:_(25 V| Use Saved View: ‘@
v Satys Equals Active
v Bocking Status Egquals Active
v Crannel Eguals weg
R |
|' W (Booking)
i

m) The new row will be coloured blue to indicate it is a related record type. You will not be able to set any parameters
on this row.

n) To set a search term based on the related entity, click Select below the blue related row (highlighted above).
o) Alist of fields will be displayed. As before the list will be divided into two sections:

a. Fields. The fields section will list all of the fields from the related record, e.g. fields on the Seat Allocation record
in the example above.

b. Related. The related section will list all of the record types that are related to the current record type, i.e. all
record types that are linked to seat allocation in the example above.



p) Select the appropriate field or related item from the list. A new row will be added to the advanced find dialog.
Complete the details as required. For example:

Look for: | Scoxings v|  Use Saved View: ‘@

- G

RR.as Alls
v Gockng Suty =2aan Active
S

WER

v Poc Loue's 4, faot Starg Contre (o® 432
=1 5

& MFC v Manstel '3 )

q) To view the results of your search, click Results on the ribbon. A list of records meeting the conditions entered will
be displayed.

2.5. EXAMPLES OF AN ADVANCED FIND

Note. The examples shown below are all dependant on how the setup of the system has been
completed and therefore may differ between setups.

The below Advanced Fine examples demonstrates how it is possible to set up an Advanced Find to show the contact
information for all Active Season Ticket Holders.

File Advanced Find
i Save A / = Group AND
AR Ol R
e I@’E{:Iit Columns [:= Group OR
Query | Saved Results Mew Save Clear Download Fetch
Views (=% Edit Properties =L Details XML
Show View Query Debug
Look for: |Seat Allocations Use Saved View: I[ne-\f.']
- Series Eguals 2014715 SEASON
Sel
| + Booking
» Booking Status Eguals IAct'lve:Resenred
Select

17



S OLUTIONS

Advanced Find

: m ' [D I l Il save As Q (£ Group AND @
e [ Edit Columns [ Group OR

g Saved Results MNew  Save

Download Fetch
Views Edit Properties XML
Show View Debug
Look for: Contacts v Use Saved View: Season tickets 2013

v Type Equals Series
w Series Equals 2013 Home Season
| Select

The following Advanced Find example demonstrates how it is possible to set up an Advanced Find result to show the Number
of Season Ticket holders in each block.

Eanal T 5t eacas'] ]
ot s o] e e e [T —
Seiert
w Geriey Eguan Lesgue 20132014
FLL
~ Bogiing Siptes Enuais Ao Resreed
Smlegt
Selagt
| Gmisgt
= hpe [Egusiy Series
et
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The following Advanced Find example demonstrates how it is possible to set up an Advanced Find result to show the Number
of seat moves into a particular block for a certain fixture.

Look for; [Sest Aliocabons %]  UseSawed Wiews [Numoer of seat moves into Block X for Fixbure ¥
- Qriginal Sestallgcition  ContaingCats
- Fiabyre Edusls rigbal Ciby v Crewe Slengs
» Hog Equals WEOLOCK STANDWEDLOC.
aghe
|" Sopking
~ Booking Sabys Lot Actier
aled
[~ Booting rosucts Booking
=tiact
| = Pt vasiaet
Iniet
| = Eeskanis Proguct
v T Enssnls Egure
Eeled

2.6. SAVING ADVANCED FIND RESULTS

Once you have created an advanced find you can save the criteria for future use. For example if you create an advanced
find to identify bookings for a particular fixture, you can save the search details, and then when you need to report on
the next fixture, you can re-use the search once you have adjusted the fixture name.

To save an advanced find:
a) With the search terms visible in the advanced find dialog, select Save As on the ribbon.

b) Enter a name and description for the search. For example Bookings for Fixture x. Once the details are complete
select OK to continue.

c) The view will be listed on the Used Saved View drop-down list as shown below in Advanced Find:

e ™ = - L =
Query

Use Saved View: | lal=m:s 0 s H
Inactive Bookings

e Iy Views

Bookings for Fixture X

ve

d) The view will also be available when viewing lists of data outside of the Advanced Find dialog. For example:
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Bookings @ 8 | Bookings| Active Bookings ~ |
e S WD

[ 10097 Act Bookings

D-‘ 10097 Inactve Bookings

Ol 102¢9 My Views

O 19251 poskngs for Fature X

) b 1093 Create Personal View

O Wiz D0 RO

0. et £2700 Acive

L) 1eerio £2000 Acwve
(il wowe “:f'f 1 1908 3600 Acve
: [ 102978 §4000 Acive
*! Corporate Sates [l 129707 800 Actve
(5 Marketiog & eComms [l wmeme 2000 Ache
& Loyaity 1 i9ns £1500 Ache

. 009704 £1000 Acive
) Greon 4 Imepration (& 109708 10800 Acthe
i Bookings @ weaene £1600 Actve

2.7. HOW TO SHARE THE VIEW

Once saving your advanced find results it is possible to share them with selected users. To do this:
a) Select Advanced Find in the ribbon. The Advanced Find form will be displayed.

b) Select Saved Views, highlighted below, on the ribbon.

Advanced Fnd Stadium Dera o
| ' il swe s 2 (3= Group AND .{
! j <
| . - 3 ednt Colamns 1= Group OR =
Saved Resulty Mew awr . Chear = Download Fetch
Views 7 Edft Propertes o Details XML
Show Viiw Query Debug
Look for: !arwn.w;» Products x_l Use Saved View: | active Bookabie Products r_}
Status Eouas  ACtive

c) Alist of your previously saved Advanced Find results will be displayed.

d) Select the saved view that you would like to share by placing a tick in the in the box placed next to it before selecting
Share in the ribbon.

List Yoolx 48 Microsoft Dynaemics CRM
Advanced Find Saved Views
3 Activate y Jl Share g el
- 2 a3
- WA Deactivate -m Copy a Link Six
Record 59t As Detault Assgn Saved Aur Start Rgn  Expon Saved
Type « Vien X Delate Saved View Views ,—J Emallatlink  Workflow Dislog  Reporte  Views
View Aedands Callsborate Process Daty
3 Bookable Products Saved Views: Active Saved Views ~
L1 Name o Oner Last Mocdified
1 1as Hospitality Adml..  06/12/2013 12:58
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e) Abox entitled ‘Who would you like to share the selected saved view with’ will be displayed. In the Common Task
bar, highlighted below, select Add User/Team.

Who would you like to share the selected saved view with?

SaleCt the USErs OF 10N with whirn yOu want 10 $Mars the 1 saved view 1ecord you have slctodt Then e the chack bowes <o the gt to specify winich
PreTETEOng S0 G each uwer Ot team

Navrn Pt Write Dulete Append Asgign Shaie

|, Ramonve Setecied Hemy

« Toggle Nl Pormezsons of

the Sedected Berm

The recoed 3 nat shared

KD Got Hudg: with Shating

f) The Look Up Records dialogue box will appear listing the users who you are able to share this view with. Select the
appropriate user by placing a tick next to their name and selecting Add or create a new user by selecting New. Upon
choosing all of the users to share the view with, select Ok.

Look Up Records

Sevmct P typw of necoed you want to Sind sed erer your search crfene Fider your resslts acd vew d 8wt columrns

of G393 Dy usng the View options. Repeat this process o aviterent tyges of records

Lok for: L >3
View: | (ser Lantup View v
Search  Sosrn Yor mcoe el
Fut Namvo Main Poone Busnass Ut o
Dave Powell Stadkum Demo
Hospitakty Adrmanatrmor Stactiamn Demo A
Goeen Demo Stadremn Demo
vt v
v Damo User Stachem Demg
< >
LT R P B § Pags

g Daetios Uiy

g) The users you have selected to share the view with will appear in the ‘who you would like to share the selected view
with’ form. Confirm these users by selecting Ok.



Whe would you like 1o shars the selected saved view with?

Tt e Lers O DEams WL wHOM YU sant 10 Share the 1 savest e second pou Save selecied Thes, use the dheck boses on M night 50 Soocity whaeh
FEMATONS 10 gve each uger of teym

Cornrron Tasks

m) HMarrw () Witte Oulete Agend Asugr Share
£ Add ser/Teem [ B Do Ui =3 (| O o () O
X Rerrove Selectod Mans
« Togghe M1 Permissions of
the Sekacied items
&) Reset

& Ger Help with Shanmg

h) Your saved view will now be shared with the chosen users.




3. PRODUCT MANAGEMENT - PUTTING A PRODUCT ON SALE

This section aims to guide you through the process of putting products on sale on one or more of your available sales
channels. The product could be a Series, a Fixture or a Stock type product.

Note. This guide assumes that your infrastructure (channels, payment methods, etc.) and venue (venue
configuration, blocks, etc.) are already in place.

3.1. OVERVIEW

To place a Fixture, Series or Stock type product on sale certain aspects of the system need to be set up. The order in which
the steps are completed is not necessarily important, but the framework below shows the inter-dependency of the various
entities in the Green 4 Ticketing system and what needs to be in place for a product to be put on sale. A glossary of terms

has also been included to assist users in understanding the terminology of the system.

Planning
Business Setup Create
Set up Venue, Blocks, Venue . Product
Configuration, Bookable HETITEE rodue sales S h
Ron g (; - : define Variants Plans and SRR
esources an annels Products
products, and set up
pricing and Variant Channel
Price Lists Price Lists

Green 4 Ticketing Venue
Management
Not covered in this guide

sale dates
e A

Business Process

Not covered in
this guide

Green 4 Ticketing Product Management
Set up instructions included in this guide

The table below contains a more detailed description of the elements of the framework above.

Action

Stadium Setup

Planning

Product Variant
Types

Sales Plans and
Pricing

Bookable Products,
Series and Fixtures

What needs to be A prerequisite for Define Check all required Set up Sales Plans Set up Bookable
done? putting a Series or Variant Types are and Channel Price Products that
Fixture on Sale is B What set up Lists to manage the  relate to Bookable
ensuring the products pricing and sales Resources
Stadium / Venue need to be dates of your
and related entities put on sale products (series, set u.p products ‘_f's
have been set up and what fixtures, stock, etc.) required e.g. Series,
they will be Fixtures, Stock,
called Auto-Scheduled,
Scheduled,
B Where do Memberships.
they need to
be sold from
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Action

Where is this
done?

What needs to be
set up in the
system?

Covered in this
user guide?

24

Stadium Setup

Venue
Management

- Venue
- Blocks

- Venue Block
Configuration

- Areas
- Seat Classes

- Bookable
Resources

- Channels

The set-up of
Venues, Blocks, the
Venue
Configuration,
Bookable
Resources and
Channels is not
covered in this
guide

Planning

Sales Plans and
Pricing

Product Variant
Types

e.g. POS,
Web?

The variants
or types of
product that
will be sold
e.g. Adult,
Junior

When the
products
need to go on
sale

Any special
requirements
in terms of
sales and
pricing e.g.
early bird
offers for
season card
holders

Overall
pricing
strategy

Outside of the
Green 4 System

Nothing at this
stage

No — this relates to

your internal

business processes

Product
Management

Variations of the
product to be put
on sale e.g. Adult,

Product
Management

- Sales Plans

- Channel Price

ifter Lists. These
need to be

Variant Price Lists, associated to

created for pricing a Sales Plan

regimes.

Yes

Yes

Bookable Products,
Series and Fixtures

Product
Management
- Series

- Fixtures

- Stock
Products

- Scheduled

- Auto
Scheduled

- Memberships
® Passes

- Cross Sell

Yes



Glossary of Terms

Venue Management

Venue Configuration

Bookable Resources

Channels

Product Management

Analysis Categories

Bookable Products

Meaning

The area of the Green 4 Ticketing

solution where the stadium or venue is
set up. Blocks and zones are defined as
well as seating in the stadium or venue

The stadium or venue where the fixture
or event will be held

Different configurations or ways in
which the stadium or venue can be set
up e.g. seats available for a concert
could be different to those available for
a football match

The bookable resource is the item you
are selling, for example the seats in the
stadium. The bookable resource will be
linked to the venue configuration and
blocks in use via a venue configuration
block

A sales channel is the route through
which products are sold. Examples could
include a web channel, ticket office
channel, etc.

The area of Green 4 Ticketing where the
different products that will be put on
sale are set up as well as the pricing of
these products

Categories that can be defined to group
different products together and display
a hierarchy of products for display on
the sales channel

The Bookable Product is used to
represent the product that you are

! Only related entities that pertain to the product management functionality are included here
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Notes!

Not covered in this guide

Typically set up once and reused
for different series, fixtures and
events.

However for Away fixtures a
different venue will need to be
created for each fixture.

Typically set up once and reused
for different events

Typically set up once and reused
for different fixtures and series

Related to

- Venue Configuration

- Bookable Products
Typically set up once and reused
for different fixtures and series
Related to

- Channel Price Lists

- Payment Methods

Can be used for grouping Stock
type products that are sold on
the POS and the Web. Also used
for reporting purposes.

If the Bookable Product of type
Series or Fixture, it will be linked

+44 (0) 845 508 8149 | marketing@green4solutions.com |
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Glossary of Terms

Stock Products

Scheduled Products

+44 (0) 845 508 8149 | marketing@green4solutions.com | www.green4solutions.com

Meaning

selling — for example a match ticket, a
programme, a season ticket

A series is used to represent a group of
fixtures. This may be a season (football,
rugby or cricket), or a multi-day match
(cricket)

A fixture is used to represent a match or
event. For example a fixture could be
used to represent a football or rugby
match, a concert or a single day of a
multi-day match (cricket)

A stock product is set up to sell a
specific item e.g. retail items such as
shirts, shorts etc.

A Scheduled product is set up to sell a
ticket for a specified activity

Notes!

to a bookable resource which will
determine capacity and which
seats are available when the
product is purchased

Related to

- Analysis Category

- Bookable Resource

- Series

Needs to be set up for each new
series put on sale

Related to

- Venue

- Venue Configuration

- Fixture

- SalesPlan

Typically set up each time there is
a new match or event.

Related to

- Venue

- Venue Configuration

- Series: A fixture has to be
linked to a series in order to
be on sale

- Sales Plan

Set up each time there is a new
product to be sold

Ticket is valid for a specific date,
time and venue. The date and
time is manually scheduled.

The set up can include a link to a
human resource e.g. a ski
instructor or a tour guide.
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Glossary of Terms

Auto Scheduled Products

Memberships

Sales Plans

Channel Price List

Cross Sell Products

Meaning

A auto scheduled product is set up to
sell a ticket for a specific activity

A product that includes access to
specified activities or events. It is
typically for a specified period

Blanket facility to manage the dates,
pricing, channels and entitlements for
putting a Series, Fixture or any other
product type on sale

The channel price list is used to manage
the

- Channel a product is sold on
- Variant price list to be used

- Onand Off Sale Dates and Hours
before an event

- Activity Start and End dates
- Associated Marketing Lists

- Quantities of a product that can be
sold

- Discounts that can be associated to
products when sold

- On/Off absolute Sale Dates for
stock products.

Cross sell products allow one product to
be cross sold with another, therefore
offering the option to buy another

Notes!

Ticket is valid for a specific date,
time and venue. The date and
time is auto-scheduled.

The set up can include a link to a
human resource e.g. a tour guide
Can be for set durations e.g.
Annual, Monthly or Weekly

Can include different products

Can provide a specified discount
to certain products

A membership number can be
manually entered or auto
generated

Can be reused, assists with the
administration of managing
Channel Price Lists and Sale Dates

Related to
- Channel Price Lists
- Series

- Fixtures

Can be reused

Related to

- SalesPlan

- Fixtures

- Series

- Other product types
- Channel

- Variant Price List

- Entitlements

. This is often used in the leisure
industry, for example it is
common practice for a leisure

+44 (0) 845 508 8149 | marketing@green4solutions.com | www.green4solutions.com



Glossary of Terms Meaning Notes?

product when the cross sell has been attraction to try and convert day
set up. This enables the end customer passes into annual passes.

using the Web or the POS operator to

swap a product to be purchased with

another product

3.2. VARIANT TYPES

Variant Type describes the type of Bookable Product you can purchase. For example Adult, Junior and Senior may be Variant
Types for a ticket Bookable Product, whereas for a Shirt, the variants may be: Large, Medium and Small. Once Variant Types
have been set up in the system, they can be used for different product types and do not need to be set up again. Where
possible, it is recommended that you re-use Variant Types to define a product’s variants. For example, Adult, Senior and
Junior could be used for all fixture and series tickets and it is not necessary to create a set of variant types for each fixture or
series product you add to the system. Before setting up a new Variant Type, check that it does not already exist.

To create a Variant Type record:

a) Inthe CRM Navigation Panel, select Product Management followed by Variant Types.

b) The Variant Types view will be displayed showing a list of all the Variant Types that meet the current view criteria.

c) Toadd anew Variant Type, select New on the ribbon (highlighted in the figure below).

orts- s erTe
£ Copy o Lk o M Reitgottobes |
'j:'.v-»mr.rt . ' u’ N ‘ﬁ
R S Rar  impont iavwcen
Woatew Dwog Repon. Osta. fre
Lol ot Proceas Oars
Varant Typet:  Active Variant Types
] Nome Pespie Desrioton Cregory
7 Ads : hdocscad
] coer 1 Ticorn
[ Ceme : ks
[l Desctors | T
] Esen 3 o8
1 ramiy ¢ Tiowets
7] pamiy Ot ats 4 Cfwtrétami.  Toam
] bt 1 F+B
31 numer 1 Tikets
Waorkplace Al e 1 Memanaiie
Sales 7] Msschary Pogrmme 1 Defsut
L) Mesicm 1 Mechandise
Marketing ] o 3 Tonets
Loyalty ] et 1 -0
St = : —
n ) 3 0
I Product Management 0 . Yiaen

d) A blank Variant Type form will be displayed, complete the following details:
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Information

! . -
ey -

New

Redated 4 Geneoral

4 Cammaon

P Mame * Pecpie *
P Toarslated name
d . seblesp
2
5
4 Processes
G e - »a
=l

&l

e Name. Enter a name for the variant type.

e Translated Name. This field is used when the system is being translated into another language. Multiple
translations can be added in the one field. See the Set up for Multi Lingual using the Translation Field

e Description. Enter a description of the variant type.

e Skidata Class Code. Used for access control.

e  Voucher Value. Used for voucher variants.

e Sequence. Used to display a certain sequence of Variant Types.

e  People. Enter the number of people included in the variant type. For example enter 4 if creating a “Family
of 4” variant type. If more than one person is included in the variant type it will be necessary to create the
appropriate Variant Type Component records (see Variant Type Components for details).

e Category. Used to group the variant types into categories for reporting purposes and for use in the price
list editor. For example tickets, men clothing etc.

Note. All other fields in the Variant Types form that have not been described above do not need to be

completed/changed.

e) Select Save on the ribbon to save the changes made.

If a variant type includes more than one person, it is recommended to use the associated Variant Type Components entity to
define the breakdown of the people included, for example the number of Adults and Juniors included on a family ticket. This
will ensure that when tickets are printed the correct variants will be displayed on the ticket.

To create a Variant Type Components record:

a) With the Variant Type open in the Variant Type form, select Variant Type Components in the form navigation panel.

b) The Variant Type Components view will be displayed:
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e)

f)

g)
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Stadium Demo & l

File Variant Type Agd Customize | Variant Type Components ‘
ﬂ -«Q Mail Merpe Copy & Link f el ]
: ¥ =
—. E-mail & Link = Six
Add New Variant Type )| Edit Filter Run Start Run  Export Variant Type
Component Workfliow Dislog Report+  Components
Revoty Collaborate Current View View Process Data
Information \
b & Vaniant Type Variant Types vir ¥
senera 1 z
“' Family Offer of 4 |
Related & Variant Type Components Variant Type Component Associated View ~ pe)
4 Common Name a Part of Variant T... Quantity Variant Type Created On <

1) Audit History
_& Promotions
_& Variant Type Compon...
_& Product Variants
[y Coupon Products
4 Processes
G Workilows
| :—5“ Dialog Sessions

Select Add New Variant Type Component on the ribbon (highlighted in the above figure).

A blank Variant Type Component form will be displayed:

lﬁ varam Type Componert : Sadiam Dema o
SEL L rarng 2 ;"‘i g
" J iDeosvme W Copyaim O &S !
s St

L 2 o2 B
Coze K Delete (A E-maialme  Wordice Dxog  Repatt.
© atny ate -
Information = —
L Gerep l 9 Vanant Type Component = :
Adult
= 4 Genural
4 Commaon
A Audt Mstory Name e x ;‘u' ofVariant Type @ Family OMercfd v |
I Y
vy Quaraty ® 2 Variant Type * 4§ aoun j
C‘ Workfons

;.1 Draiog Sessions

Complete the following details:
e Name. The name of the Variant Type Component, for example Adult.
e Quantity. The number of people included in the Variant Type Component, e.g. 2 Adults for a family ticket.
e Part of Variant Type. The name of the parent variant type will be displayed.

e Variant Type. Select the variant type representing the component. For example Adult if defining the

number of Adults included on a family ticket.
Select Save and Close to continue.

Repeat the above steps to create a new Variant Type Component record for each element included in the variant

type, for example a component for Adults and a component for Juniors included on a family ticket.

Once all Variant Type Components have been created, select Save and Close to continue.



A Variant Price List must be created as it is selected in the Variant and Pricing section of the Bookable Product form, this
being where the pricing of the product is entered into. The Variant Price Lists are also subsequently linked to the channel
using the channel price list entity. Separate Variant Price list will need to be created if for example a sports club offers early
bird and standard season ticket sales, or if a leisure attraction offers various types of attractions such as general admission
and special events. This is because for differing sets of prices a new Variant Price List will need creating.

a) Inthe CRM Navigation Panel select Product Management followed by Variant Price Lists.
b) The Variant Price List view will be displayed:
m Variant Price Lists View Add Cust
Activate 153 Copyalink . 3 ] [X» Export to Excel a
- o 0 )
tivat {j E-mail a Link + 3 7 Fitter
Edit Run Import Advanced
X Delete . Reportv Datav Find
Records Collaborate Process Data
Product Man... &Y i~ Variant Price Lists  Active Variant Price Lists ¥
_& Analysis Categories [] Namea Price List Status
_& Bookable Products [ Advance Fixture Ticket Active
—é‘ Fixtures []  Away Fixture Pricing Active
_& Product Calendars ] BoitOns Active
_é Product Sessions A _ _
) [0 cpseries 2014-15 est
_& Reservations
.&_ Series D Cup Match Active
49 Variant Price Lists [ cup eRrice usT Active
_&. Variant Types [ defaut Active
| Ealing Active
:D Early Bird Active
Bookings A D Edan Price List - Season 2013-2014 Active
+ Activ
Product Management L e ik
[ Matchday Prices Active
Venue Management [ Matchday Ticket Active
Membership [C]  Membership (14) Early Bird Ketive
S D Membership (14) Standard Active
Promotions =
[ pos- Matchday Active
Service O retai Active
c) |If asuitable price list exists, double-click over the appropriate row in the list. Alternatively select New on the ribbon
to create a new variant price list.
d) The Variant Price List form will be displayed. If creating a new variant price list, enter the following details:

e Name. Enter a name for the price list.

e  Price List Status. Select the price list status from the drop-down list. Only price lists with a status of Active will be
used to provide pricing information in Green 4 Ticketing.

e) Select Save and Close on the ribbon.
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3.4. SALES PLANS

Sales Plan functionality has been included to assist with the management and administration of putting products on sale and
have to be used for all product types. The setting up of a Sales Plan is mandatory and needs to be done in advance of putting
fixtures, series or other products on sale. Different types of Sales Plans can be set up, these include, Fixtures, Series and
Other. The type ‘other’ would be used for all other types of events or products being set up in the system e.g. stock,
scheduled and unscheduled products.

Linked to Sales Plans are Channel Price Lists. Channel Price Lists link the Channel and Variant Price Lists together, for each
Channel and Variant Price List combination a new Channel Price List must be created. Furthermore the Channel Price List
controls when a Products goes on and off sale. The Channel Price List then links to the Bookable Product when the same
Channel and Variant Price List are selected in the Channel and Variant as well as the Pricing section of a Bookable Product
form. Furthermore Channel Price lists are where Entitlements are set up, this being the process to allow customers, who are
contained in a Marketing List, to obtain a preferential price for a product

When will the product be available Where will the product be sold e.g.

for sale? POS, Web?

On / Off Sale dates set up in the Channel Sales Plan is linked to Channel via the

Price List Channel price List.

Dates can be relative or absolute.

Sales Plan * Price Lists

What will the product cost?

; Sales Plan is linked to the Variant Price
Who will be entitled to buy the Entitlements List via the Channel Price List.
product?

Marketing Lists are linked to the Sales
Plan

The benefits the Sales Plan functionality offers is described below.
e Facilitates the set-up of a plan for selling specific occurrences e.g.
o Seasonal events
o Early bird specials
o Discounts automatically applied to purchases members make
o Early purchase offers for a specified audience

o Limited product purchases for a specified audience
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e Controls when a fixture, series or event goes on and off sale

e Islinked to channel price lists that define the number of days and/or hours before the start of an item going on
sale and the number of days and/or hours before the end of that item going off sale. The number of days can
be negative i.e. -1 day to leave an item on sale 1 day after the end date

e Reusability — Sales Plans can be set up and reused when new fixtures or events are put on sale

Note. The Sales Plan functionality has been developed to aid the setting up of Series and Fixtures,
and effectively do away with the need to set up channel price lists against each Series and Fixture to

govern changing pricing regimes over time.

As part of the upgrade to v3.6 a script is run to add default sales plans to the system — however this
does not remove previously created channel price lists linked to existing fixtures or series. Once the
sales plan structure has been put into place to govern the pricing it is necessary to deactivate any
channel price lists that are linked to your fixtures or series to ensure there are no conflicts going
forward.

3.5. PLACING A NEW FIXTURE ON SALE

Fixtures are not only used to place an individual sports game on sale, for example Leicester City vs Green 4 FC, but are also
used when placing an event such as a music concert or other performance on sale. The flow below is the process of how it is
possible to put a Fixture on sale.

|

The following section will assume that you have previously set up the following items:

. Channels — ensure that the Show Stadium Options has been set to Yes to show the options for Fixtures and Series
on the POS home screen.

e  Venue, Venue Configuration and Bookable Resource. See the Green 4 Venue Management User Guide.

. Variant Types (Section 3.2).

° Variant Price List (Section 3.3).

STEP 1: CREATE THE FIXTURE SALES PLANS

Create the
Fixture Sales = = @ =
Plan ‘

Sales Plan functionality has been included to assist with the management and administration of putting products on sale and
have to be used for all product types. A fixture type Sales Plan, with a linked Channel Price List must be created in order to
place a fixture on sale.

To set up a Sales Plan for a Fixture:
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a) Inthe CRM Navigation Panel, select Product Management followed by Sales Plan. A list of Sales Plans matching

the view criteria will be displayed.
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b) To add a new Sales Plan, select New on the ribbon.
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c) Enter a name for the Sales Plan.

d) From the drop down select the Sales Plan Type of Fixture.

e) Select Save in the ribbon.

f)  From the Related Item menu, select the Channel Price List option.

g) An existing Channel Price List can be linked to the Sales Plan or a New Channel Price List can be created.



STEP 2: CREATE THE FIXTURES CHANNEL PRICE LISTS

Cre
Chan

—_—
i.‘

ate the
nel Price
List

see Examples: Using Sales Plans to set up a Series and Fixtures for more details.

a) From the Navigation Area in the Sales Plan, select the Channel Price List option.

b) To add a New Channel Price List for a Series or Fixtures select the Add New Channel Price List option on the ribbon.
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Channel Price Lists are used to link Variant Price List to a Channel as well as controlling when a product goes on and off sale.
Channel Price Lists are connected to a Sales Plan, which in turn is linked to the relevant fixture record. Linked to a Sales Plan
you may have multiple Channel Price Lists that allow the changing of the products on sale and the prices charged over time,
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¢) A blank Channel Price List form will be displayed. Complete the following details:
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e Name. Enter a name for the Channel Price List. The name can be anything, but should be meaningful.

e Channel. Using the Look Up Records select the channel the price list applies to. A new Channel Price List must

be set up for each channel you would like to sell the product on, for example POS and web.
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On Sale Days Before. Enter the number of days before the start of the fixture when the Channel Price List will
come into use. This will apply for all fixtures linked to the Sales Plan. So for instance each fixture will come on
sale in turn 30 days before the fixture date. For examples see the following section Using Sales Plans to set up a

Series and Fixtures.

Off Sale Days Before. Enter the number of days before the end of the fixture when the Channel Price List will
stop being in use. This will apply for all fixtures linked to the Sales Plan. So for instance each fixture will go off
sale in turn 1 days before the fixture end date. For example if all fixture products are to be removed from sale
on the web a day before the fixture enter 1. The value can be a negative number e.g. -1 to allow for ticket
reconciliation on the POS channels after the fixture has passed. For examples see the following section Using
Sales Plans to set up a Series and Fixtures.

Marketing List. If the Channel Price List is only to be used for a subset of customers (e.g. Members, Season
Ticket Holders, Corporate Customers, Etc.), select the Marketing List that defines the subset.

Discount Percent. If using a discount, enter the discount that is to be applied when the Channel Price List is
used. For example if setting up early bird season ticket pricing, rather than having two price lists in use (one for
early bird pricing, one for standard pricing) you may apply a 20% discount across all prices included on the
standard price list. This option can be used in conjunction with a marketing list to offer members of the
marketing list a discount. It is also possible to enter a discount percent to a channel price list that does not have
a marketing list, all product sold using the channel price list will then be subject to the entered discount.

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

Variant Price List. Use the Lookup Records dialog to select the appropriate price list. The price list you are to use
when creating your bookable product must be used.

On Sale Hours Before. Enter the number of hours before the start of the fixture when the Channel Price List will
come into use. This will apply for all fixtures linked to the sales plan. So for instance each the price of fixture
products will increase 3 hours before kick-off. For examples see the following section Using Sales Plans to set up

a Series and Fixtures.

Off Sale Hours Before. Enter the number of hours before the end of the fixture when the channel price list will
stop being use. This will apply for all fixtures linked to the sales plan. So for instance each fixture products will
go off sale 3 hours before kick-off. For examples see the following section Using Sales Plans to set up a Series

and Fixtures.

Max Quantity. Enter the maximum number of products the customer can purchase when the channel price list
isin use.

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

be completed/changed.

/ Note. All other fields in the Channel Price List form that have not been described above do not need to
: ] E
-

Note. A channel price list will need to be created for each Variant Price List — Channel combination
created.




d) Once the Channel Price List is complete select Save and Close in the ribbon. Many Channel Price Lists can be linked
to a singal Sales Plan, so therefore the above steps can be repeated for each Channel-Variant Price List that is to be
availuable on your system.

STEP 3: CREATE THE FIXTURES

£ —_— e o - -

Create the Fixtures

The Fixtures entity is used to add the details of individual fixtures that are to be made available for sale, for example the
name, date and venue of the fixture. The Fixture Sales Plan that was previously created is also added to the Fixture form.

To create a new fixture complete the following:
a) Select Product Management in the navigation bar followed by Fixtures.
b) Select New.

c) A blank fixture form will be displayed. Complete the following details:

l l l ! A S Pumg
e Sres .
[st*) e Aereto < «
trformaties ] Sl
tews
s Y New
+ General ~
Retated
# Covvenvon aiad J
o A g sew Sood! Sess* . o
B ‘e
2 = B ™ e
‘ Ductpter
2]
F e
& T
P
Bl -
5 vease o Vetse Lordgusten " |
‘ Sy besun Cooe Pty Saortes
N i, Comst Pocee Laa P " |
& - pes Tichet Socang fae . Yes
dn Eevew Canird
1
s Aczase Prom Ot Adxxss T Cftect
A Wk v
P Trdrt (hurnbe

e Name. Enter a name for the fixture, for example Leicester City vs Man Utd 14/15 or Concert — Take That. The
name will be visible in the Green 4 Ticketing application and therefore should reflect the event accurately. It
is recommended that you add the season date to the fixture name to distinguish between fixtures in different
series.

e Code. Utilised for access control set up.

o Start. Enter the start date and time of the fixture. The start time will be used in conjunction with the Channel
Price List to control pricing.
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e Description. Enter a description of the fixture. The description will be visible to users of the Green 4 Ticketing
application and therefore should reflect the event accurately.

e Venue. Use the lookup to select the venue used for the series. The venue should have been set up previously
as part of your venue configuration.

o Skidata Season Code. Used for access control.

e Credit Percent. Used when a customer selects to upgrade or move a fixture ticket linked to the series. The
credit percent represents how the value of the customer’s season ticket against the value of the fixture
product they are upgrading/moving to. This field can be left blank if upgrades and moves are not available on
your system.

o Select Seats. Select Yes if the customer is to be allowed to select their own seats when using the Green 4
Ticketing web ticketing site.

e End. Enter the end date and time of the fixture. The start time will be used in conjunction with the Channel
Price List to control pricing.

e Venue Configuration. Use the lookup to select the venue configuration used for the series. The venue
configuration should have been set up previously as part of your venue configuration.

o Fixture Sponsor. Enter the name of the sponsor for the fixture. The fixture sponsor can be included on the
ticket if the appropriate information is added to the print transform.

e Sales Plan. Use the Look Up to select an appropriate Fixtures Sales Plan. The Sales Plan Type chosen here
should be a Fixture Sales Plan such as the one created in Step 1

o Display Group. If Fixtures are to be grouped together on the POS enter the name of the group here. For
example a group called Friendlies could be entered into the Display Group field for all friendly fixtures to be
grouped together. If a display group has been entered for some Fixtures whilst others do not have a Display
Group, all fixtures that are not part of a Display Group will be shown in a group on the POS called “No ‘Display
Group’ has been set for these fixtures.”

e Record Away Ticket Details. Select No, this is used when setting up away tickets.

"'l Note. All other fields in the Fixture form that have not been described above do not need to be
. completed/changed.

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

e) The Lookup Records dialog will be redisplayed showing the details of your fixture. Select the fixture and click OK
to return to the series form.

f) Repeat the above process for each new fixture that you wish to create.

It is possible to add images, for example event logos or team emblemes, to a fixture. If added these will be displayed on the
website when customer’s view the list of available fixtures. You can add two images to the fixture, one for the home team
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and one for the away team. The images used must be 100px x 100px and either a jpg or png file. The background of the
images used should be either transparent or match the background colour of your ticketing website.

1 organisation’s web site (or RSS site). If you encounter problems please contact your system

f: Note. The name of the attachment and note must match the configuration defined for your
-
administrator or the Green 4 support team.

To add a logo:

a) With the fixture open in the form view, select the Add tab above the ribbon (highlighted below).

Fixture IAch Customize
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b e B Letter :jt 8 service Activity

Attach  Add Task  E-mail Appointment
File  Note @ Fax ¥ Otner Activities «
Include Activity
Information L ‘ Fixture
General {‘3} i
t o “ Green 4 V Rest of the World

4 General

|Related

b) Select Attach File on the ribbon.
c) The Manage Attachment dialog will be displayed. Click Browse to search for the file, before clicking Open.
d) The Manage Attachment dialog will be redisplayed. Select Attach to continue.

e) The Notes section of the Fixture form will be displayed:
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f) Double-click over the note and update the Title to home for the home logo or away for the away logo. Once the
details are correct, select Save & Close on the toolbar.
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g) Repeat the above process to upload a second image.

STEP 4: CREATE A SERIES AND ADD THE FIXTURES

Create a Series and
| | - - add the Fixtures

The Series entity is used to represent a group of fixtures, for example a season, half season, multiday match ticket. Even if
selling individual fixture tickets they must still be connected to a Series and therefore a Series must be created. A fixture can
be included in more than one Series. For example a sports team’s fixture may be included in the club’s full season Series and
half season Series. A fixture must be part of a Series to be available for sale.

To create a Series record:
a) In CRM, select Product Management in the navigation bar before selecting Series.

b) Alist of currently active Series will be displayed, if a relevant Series does not already exist, select New on the
ribbon or open up an existing Series.
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c)
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e Name. Enter a name for the series. For example Home Fixtures 14/15. The series name will be visible on
your sales channels and potentially the tickets you print from the system.

e Description. Enter a description of the series. The series description will be visible on your sales channels.

e Venue. Use the lookup to select the venue used for the series. The venue should have been set up
previously as part of your venue configuration.

e Select Seats. Select Yes if the purchaser is to be allowed to select their own seats when using the Internet
sales site.

e Series Start Date. Enter the start date of the series. This will be used in conjunction with the sales plan to
determine when series products go on sale.

e Venue Configuration. Use the lookup to select the venue configuration used for the series. The venue
configuration should have been set up previously as part of your venue configuration. The venue
configuration selected should be the most restricted with regards to the seats available.

e Skidata Season Code. Used for access control.
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e Series Sponsor. Enter the name of the sponsor for the series. The sponsor can be printed onto your tickets
if required.

e Series End Date. Enter the end date of the series. This will be used in conjunction with the sales plan to
determine when series products goes off sale.

’ Note. All other fields in the Series form that have not been described above do not need to be
. completed/changed.

d) Once the details are complete select Save on the ribbon, the Fixtures created in Step 3 must now be added to

the Series.

e) With the Series open in the form view, select Fixtures in the form navigation area.
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f)  Select Add Existing Fixture on the ribbon

g) The Look Up Records dialog will be displayed.
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Leak Up Records

ot ol e ik O

Enter the name of the fixture into the Search for records field (highlighted above) before clicking the magnifying

glassicon.
Any fixture records matching the search term entered will be listed in the results panel.

Select the checkbox alongside the fixtures to be linked to the series before clicking Add. The selected fixtures

will be moved to the Selected Records panel.
Once the list of selected records is completed, click OK to continue.
The Series form will be redisplayed with the selected fixtures listed.

Select general in the Navigation Area before clicking Save and Close on the ribbon.



STEP 5: CREATE THE FIXTURE BOOKABLE PRODUCT

Create the Fixture
= " - - Bookable Product

The Bookable Product entity is used to represent products that are sold through the Green 4 Ticketing application, for

example the match ticket or concert ticket itself. For each product that you are selling through the system (i.e. a fixture) you
must create a Bookable Product. A fixture type Bookable Product must be created for fixtures to be sold.

A fixture Bookable Product will be linked to a Bookable Resource, which in turn will determine which seats (or standing
capacity) are available to the purchaser when the product is selected.

To create a Bookable Product:
a) Onthe CRM navigation bar, select Product Management before choosing Bookable Products.
b) Alist of currently active Bookable Products will be displayed. Select New on the ribbon.
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c) Ablank Bookable Product form will be displayed. Complete the following Product Details:
[T ] e - ot

A Deerotos

<

Somanat, [ PR prr—
beevert

[
£33
i
:

Sl

Wikt MW DTm Cox

) - ™ ™ P . ™

z
[
|
.
i
i
i
]
-
[
i

e liE L ™ Veaorw (wa S

— A Sombeww g ()

oo bbbobbobe b
)

44



45

General:

Name. Enter a name for the product. The name will be visible to customers, and should therefore reflect

the nature of the product, for example Fixtures 14/15.

Translated Name. Used for translated implementations. For more information see the Set up for Multi
Lingual using the Translation Field.

Description. Enter a description of the product. The Description field can be set as a translatable string if

desired (if used in the Web Ul). See the Set up for Multi Lingual using the Translation and Description Field

for further information.
Type. Use the drop-down list to select the Type this being a Fixture.

Is Anonymous. Select Yes if the purchaser is not required to provide a name when buying the product. The

channel must also be set to allow the sale of anonymous products.

Payable By. If the product can be paid for using direct debit select the direct debit payment method.
VAT Code. Use the lookup to select the correct tax code for the Bookable Products form.

External Product ID. Can be used to link the Bookable Product to an external list of products.

Sequence. Enter a sequence number for the product. The sequence number is used to determine the order

in which products are displayed in the POS and Web channels.

Beneficiary Requirement. Use the drop-down list to select if a customer’s name is required when the

product is purchased, for example the details of the ticket purchaser. Select from the following options:
i. Not Required. The customer will not be asked for their name and contact details.

ii. Requested. The customer will be asked for their name and contact details, but can skip this option

if they do not wish to provide their details.

iii. Required. The customer must provide their name and contact details. This option should be

selected when setting up a season ticket or membership product.
Report Category. Used for reporting purposes to categorise the products sold through Green 4 Ticketing.
Code. Utilised for Access Control set up.

Available Offline. Select Yes if the Bookable Product is to be available for purchase through the offline POS.

This option cannot be used for products that require capacity to be monitored.

Fixture Coupon Product. If using a coupon, enter the Fixture Coupon which is to be used for the partial

coupon if relevant.



Referring Entities:

Bookable Resource. The bookable resource selected will determine which seats are available to the
customer to purchase (for example, standard or hospitality). Select the Look Up icon alongside the field.
The Look Up Records dialog will be displayed. Highlight and add the appropriate bookable resource. If the

required bookable resource is not available contact your system administrator.
Series. Use the Look Up tool to select the relevant series that was previously created in Step 4.

Category. Use the Look Up dialog to select the product category. The category is used to group products,

for example into tickets, food, etc. The categories are used by the price list and channel editors.

Note. All other fields in the Bookable Product form that have not been described above do not need to

be completed/changed
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e)

f)

Once the details are complete select Save on the ribbon.

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

the following:

Select Channels in the Form Navigation area.

The Channels that have been set up during the configuration on your system will be listed. Select the
checkbox alongside each Channel through which the product will be sold, for example POS and Web.

Select Save on the ribbon.

Next, it is necessary to identify the Product Variants and Prices:

Select Variants & Pricing in the Form Navigation area.

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

will displayed in the relevant categories.

Select the green cross alongside the variant name to add.
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e Repeat until all variants are listed. If you need to remove a variant, click the red minus sign alongside the
variant.

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

e To enter price information for the product, select the relevant Variant Price List from the drop down at the
top of the Variants & Pricing section (highlighted below). A Channel Price List must have been created in
Step 2 that has both the Channels and Channel Price List selected here linked to it.
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e  Enter the pricing (peak and off peak) information for each of the variants that are to be included on the
price list. The peak and off peak price should be the same.

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

g) Once the pricing details are complete select Save & Close on the ribbon to save the product.
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The following checklist can be used to ensure that you have completed all of the tasks required to place a Fixture on sale:

Created Fixture type Sales Plan

Created Channel Price Lists

Created the fixtures

Created a Series and add the Fixtures

Created the Fixture Bookable Product

Assigned channels to the bookable
product

Assigned variants to the bookable product

Assigned prices to the bookable product
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Ensure the type of Sales Plan created here is Fixture.
The channel price list should link the channels to the
variant price list.

Ensure the On and Off Sale hours have been entered.
Ensure the fixture Start and End date and time are
correct.

Ensure that a Venue and Venue Configuration have been
entered.

Add the Fixture type Sales Plan.

Repeat the steps for each Fixture that needs creating.
Ensure that a Venue and Venue Configuration have been
entered.

Add the Series start and end date.

Add the Fixtures that have been created to the Series.

Ensure the Bookable Product Type is Fixture.

A Bookable Product must be linked to a Bookable
Resource. In turn the Bookable Resource must be linked
to the Venue configuration linked to the fixture.

Ensure the Series that has the chosen fixtures linked to it
is added into the Bookable Product

Ensure a Category has been added to the Bookable
Product

Ensure the relevant Channel check boxes are ticked.

Ensure the variants have been added.

Prices should be added to an active Variant Price List.



3.6. PLACING A NEW SERIES ON SALE

The Series entity is used to represent a group of fixtures, for example a season, half season or multiday match ticket. The
fixtures that are part of a Series must be added to the Series. For example if a Season Ticket is to be put on sale, then the
individual fixtures that make up the games throughout the season must be added to the Season Ticket. It is also possible for
fixtures to be included in more than one Series. For example a football fixture maybe included in the club’s full season series
and half season series. The flow below is the process of how it is possible to place a Series on Sale.

|

The following section will assume that you have previously set up the following items:

. Channels — ensure that the Show Stadium Options has been set to Yes to show the options for Fixtures and Series
on the Epos home screen.

e  Venue, Venue Configuration and Bookable Resource. See the Green 4 Venue Management User Guide.
° Variant Types (Section 3.2).
e  Variant Price List (Section 3.3).

° Fixtures - These should already have been created. See section 3.5; Step 3: Create the Fixtures for information on
how to create new fixtures.

STEP 1: CREATE THE SERIES SALES PLANS

Create the I ' '
Series Sales . - . =
| Plan | J

Sales Plan functionality has been included to assist with the management and administration of putting products on sale and
have to be used for all product types. A Series type Sales Plan, with a linked Channel Price List must be created in order to
place a Series on sale.

To set up a Sales Plan for a Series:

a) Inthe CRM Navigation Panel, select Product Management followed by Sales Plan. A list of Sales Plans matching

the view criteria will be displayed.

49



50

b)

d)
e)
f)

g)
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To add a new Sales Plan, select New on the ribbon.
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Enter a name for the Sales Plan.

From the drop down select the Sales Plan Type of Series.

Select Save in the ribbon.

From the Navigation Area, select the Channel Price List option.

An existing Channel Price List can be linked to the Sales Plan or a New Channel Price List can be created. Many

Channel Price Lists can be linked to a Sales Plan.
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STEP 2: CREATE THE SERIES CHANNEL PRICE LISTS

Create the

Series Channel

Price List

a)

b)
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From the Navigation Area in the Sales Plan, select the Channel Price List option.
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Channel Price Lists are used to link Variant Price List to a Channel as well as controlling when a product goes on and off sale.
Channel Price Lists are connected to a Sales Plan, which in turn is linked to the relevant Series record. Linked to a Sales Plan

you may have multiple Channel Price Lists that allow the changing of the products on sale and the prices charged over time,
see Examples: Using Sales Plans to set up a Series and Fixtures for more details.

To add a New Channel Price List for a Series or Fixtures select the Add New Channel Price List option on the ribbon
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A blank Channel Price List form will be displayed. Complete the following details:

Son Seel
Ciose

a2

I R

03 Vatset s Lu

OF Lol Dute

e

Secsence

Sz Dems &

Name. Enter a name for the Channel Price List. The name can be anything, but should be meaningful.

Channel. Using the Look Up Records select the channel the price list applies to. A new Channel Price List must
be set up for each channel you would like to sell the product on, for example POS and web.




e  On Sale Days Before. Enter the number of days before the start of the Series when the Channel Price List will
come into use. This will apply for all Series linked to the Sales Plan. For examples see the following section
Using Sales Plans to set up a Series and Fixtures.

e  Off Sale Days Before. Enter the number of days before the end of Series when the Channel Price List will stop
being in use. This will apply for all Series linked to the Sales Plan. For examples see the following section Using
Sales Plans to set up a Series and Fixtures.

e Marketing List. If the Channel Price List is only to be used for a subset of customers (e.g. Members, Season
Ticket Holders, Corporate Customers, Etc.), select the Marketing List that defines the subset.

e Discount Percent. If using a discount, enter the discount that is to be applied when the Channel Price List is
used. For example if setting up early bird season ticket pricing, rather than having two price lists in use (one for
early bird pricing, one for standard pricing) you may apply a 20% discount across all prices included on the
standard price list. This option can be used in conjunction with a marketing list to offer members of the
marketing list a discount. It is also possible to enter a discount percent to a channel price list that does not have
a marketing list, all product sold using the channel price list will then be subject to the entered discount.

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

e  Variant Price List. Use the Lookup Records dialog to select the appropriate price list. The price list you are to use
when creating your bookable product must be used.

e  On Sale Hours Before. Enter the number of hours before the start of the Series when the Channel Price List will
come into use. This will apply for all Series linked to the sales plan. For examples see the following section Using
Sales Plans to set up a Series and Fixtures.

e  Off Sale Hours Before. Enter the number of hours before the end of the Series when the channel price list will
stop being use. This will apply for all Series linked to the sales plan. For examples see the following section
Using Sales Plans to set up a Series and Fixtures.

e  Max Quantity. Enter the maximum number of products the customer can purchase when the channel price list
isin use.

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

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

Note. A channel price list will need to be created for each Variant Price List — Channel combination
created.

e) Once the Channel Price List is complete select Save and Close in the ribbon. Many Channel Price Lists can be linked
to a singal Sales Plan, so therefore the above steps can be repeated for each Channel-Variant Price List that is to be
availuable on your system.

52



STEP 3: CREATE THE SERIES

The series entity is used to represent a group of fixtures, for example a season, half season or multiday match ticket. The
fixtures that are part of a Series must be added to the Series. For example if a Season Ticket is to be put on sale, then the
individual fixtures that make up the games throughout the season must be added to the Season Ticket. It is also possible for
fixtures to be included in more than one series. For example a football fixture maybe included in the club’s full season series

and half season series.

Create the Series

7\

Placing an Existing Series on Sale

Note. If fixtures have already been placed on sale individually and they are therefore part of an existing
Series as is demonstrated in Section 3.6 Placing a new Fixture on sale, then it is possible to put this
existing Series on sale without having to create a new Series form.

To do this a Series Sales Plan created in Steps 1 with a linked Channel Price List (Steps 2) will need
adding to the existing Series form.

Therefore to place an existing Series on sale which has fixtures already linked to it, ensure the following

has been completed:

I In CRM, select Series on the Product Management tab, find and open the existing Series form.

1. Ensure that the field entitled Sales Plan has a Series type Sales Plan attached to it via the Look

Up.

M. Upon adding the Series type Sales Plan, select Save and Close on the ribbon.

Channels it will be available on will be set up. Skip to Step 5 for instructions on how to

A Series type Bookable Product must now be completed where the cost of the Series and

complete this form.

To create and place a new Series on sale:

a)
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In CRM, select Series on the Product Management tab.
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b)

<)

A list of active Series will be displayed. Select New on the ribbon.

A blank series form will be displayed. Complete the following fields:

r

|

L ¥}

" New

4 Benersd

Lk RSB S R R

Name. Enter a name for the series. For example Season Ticket 14/15. The series name will be visible on
your sales channels and potentially the tickets you print from the system.

Description. Enter a description of the series. The series description will be visible on your sales channels.

Venue. Use the lookup to select the venue used for the series. The venue should have been set up
previously as part of your venue configuration.

Select Seats. Select Yes if the purchaser is to be allowed to select their own seats when using the Green 4
Ticketing Internet sales site.

Series Start Date. Enter the start date of the series. This will be used in conjunction with the sales plan to
determine when series products go on sale.

Sales Plan. Use the look up to select the appropriate Series Sales Plan. The Sales Plan Type chosen here
should be a Series Sales Plan, such as the one created in Step 1.

Venue Configuration. Use the lookup to select the Venue Configuration used for the series. The venue
configuration should have been set up previously as part of your venue configuration. The venue
configuration selected should be the most restricted with regards to the seats available.

Note. When creating a series the Venue configuration that has the most restrictions should be used.
: 1 E
-

For example a club may use a Venue Configuration to move the segregation of home and away fans
depending on away ticket sales. When selling a series the Venue Configuration with the largest Away
fan area should be used. This will prevent any home fans ending up in the Away fans area.

e Skidata Season Code. Used for access control.

e Series Sponsor. Enter the name of the sponsor for the series. The sponsor can be printed onto your tickets
if required.



e Series End Date. Enter the end date of the series. This will be used in conjunction with the sales plan to
determine when series products goes off sale.

d) Once the details are complete select Save on the ribbon.

STEP 4: ADD THE FIXTURES TO THE SERIES

Add the Fixtures to

- the Series

The Fixtures entity is used to add the details of individual fixtures that are included in the Series. If at the time of setting up
the Series you do not know the fixtures that will be included, for example if you are setting up a new season ahead of the
fixtures being released, this step can be skipped. Fixtures can be added once the details have been released. However, it
should be remembered that in order for a fixture to be placed on sale, it must be included in at least one Series.

If no fixtures have currently been created they can be set up by following the instructions in section 3.5; Step 3: Create the
Fixtures.

To add fixture to your Series carry out the following:

a) With the Series open in the form view, select Fixtures in the form navigation area.
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b) Select Add Existing Fixture on the ribbon.

c) The Lookup Records dialog will be displayed.
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e)

f)

g)
h)

Look for:

View: Future Lookup View -

7]

73 Leagues

Selected records:

search: |
Name Select Seats Stant End &
& Greent FCV Featherstone FC Yes 110820121500 1145
& Greent FC v Wamngton Wanderers Yes 1207/20121500 12
/& leaguel Yes 010220030000 01/
7 & leauel Yes 0202/20130000 0/
/I lengued Yes 0302/201300:00 03/
7 & leagued Yes 0402720130000 04/
Yes 0502/20130006 05/ -

1-12 0f 12 (5 selected) age |

- & leaguel & League 2 & League 3 | & teague 4 | League

Enter the name of the fixture into the Search for Records field (highlighted above) before clicking the

magnifying glass icon.

Any fixture records matching the search term entered will be listed in the results panel.

Select the checkbox alongside the fixtures to be linked to the series before clicking Add. The selected fixtures
will be moved to the Selected Records panel.

Once the list of selected records is completed, click OK to continue.

The Series form will be redisplayed with the selected fixtures listed.

0\

Note. When moving an existing fixture you must be cautious in case you get the double selling of
seats. For example, a fixture has been sold as part of one series, then moved into a series that is
already on sale and the seat has gone. Therefore if a fixture exists it must be added to the series that

goes on sale.

i)

Select Save and Close on the ribbon.



STEP 5: CREATE THE SERIES BOOKABLE PRODUCT

Create the Series
| - - - - Bookable Product
| |

The Bookable Product entity is used to represent products that are sold through the Green 4 Ticketing application, for
example a Season Ticket. For each product that you are selling through the system (i.e. a Series) you must create a Bookable
Product. A Series type Bookable Product must be created for a Series to be sold

A Series Bookable Product will be linked to a Bookable Resource, which in turn will determine which seats (or standing
capacity) available to the purchaser when the product is selected.

To create a Series Bookable Product:
a) Onthe CRM navigation panel, select Bookable Products on the Product Management tab.

b) Alist of active Bookable Products will be displayed. Select New on the ribbon.
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c) Ablank Bookable Product form will be displayed. Complete the following Product Details:
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General:

Name. Enter a name for the product. The name will be visible to customers, and should therefore reflect

the nature of the product. For example Standard Season Ticket 14/15

Translated Name. Used for translated implementations. For more information see the Set up for Multi

Lingual using the Translation Field.

Description. Enter a description of the product. The Description field can be set as a translatable string if

desired (if used in the Web Ul). See the Set up for Multi Lingual using the Translation and Description Field

for further information.
Type. Use the drop-down list to select the type of product, this being a Series.

Is Anonymous. Select Yes if the purchaser is not required to provide a name when buying the product. The

channel must also be set to allow the sale of anonymous products.

Match Sit Anywhere. Used for when a customer requests a fixture ticket purchased as part of a series to be

reprinted.

Payable By. If the product can be paid for using direct debit select the direct debit payment method.
VAT Code. Use the lookup to select the correct tax code for the Bookable Products form.

External Product ID. Can be used to link the Bookable Product to an external list of products.

Sequence. Enter a sequence number for the product. The sequence number is used to determine the order

in which products are displayed in the POS and Web channels.

Beneficiary Requirement. Use the drop-down list to select if a customer’s name is required when the

product is purchased, for example the details of the season ticket holder. Select from the following options:
i. Not Required. The customer will not be asked for their name and contact details.

ii. Requested. The customer will be asked for their name and contact details, but can skip this option

if they do not wish to provide their details.

iii. Required. The customer must provide their name and contact details. This option should be

selected when setting up a season ticket or membership product.
Report Category. Used for reporting purposes to categorise the products sold through Green 4 Ticketing.
Code. Utilised for Access Control set up.

Available Offline. Select Yes if the Bookable Product is to be available for purchase through the offline POS.

This option cannot be used for products that require capacity to be monitored.
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Referring Entities:

Bookable Resource. The Bookable Resource selected will determine which seats are available to the
customer to purchase (for example, standard or hospitality). Select the Look Up icon alongside the field.
The Look Up Records dialog will be displayed. Highlight and add the appropriate Bookable Resource. If the

required bookable resource is not available contact your system administrator.
Series. Use the Look Up tool to select the relevant Series that was previously created in step 3

Category. Use the Look Up dialog to select the product category. The category is used to group products,

for example into tickets, food, etc. The categories are used by the price list and channel editors.

Note. All other fields in the Bookable Product form that have not been described above do not need to

be completed/changed

e)

f)

Once the details are complete select Save on the ribbon.

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

the following:

Select Channels in the Form Navigation area.

The channels that have been set up during the configuration on your system will be listed. Select the
checkbox alongside each channel through which the product will be sold, for example POS and Web.

Select Save on the ribbon.

Next, it is necessary to identify the Product Variants and Prices:

Select Variants & Pricing in the Form Navigation area.

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

will displayed in the relevant categories.

Select the green cross alongside the variant name to add.
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e Repeat until all variants are listed. If you need to remove a variant, click the red minus sign alongside the

variant.

Note. Once a variant is sold it can then not be removed from the Variant and Pricing list. Therefore
ensure the correct variants are set up for your product before you begin to sell them.
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e To enter price information for the product, select the relevant Variant Price List from the drop down at the
top of the Variants & Pricing section (highlighted below). A Channel Price List must have been created in

Step 2 that has both the Channels and Channel Price List selected here linked to it.
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e  Enter the pricing (peak and off peak) information for each of the variants that are to be included on the

price list. The peak and off peak price should be the same.

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

g)

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




The following checklist can be used to ensure that you have completed all of the tasks required to place a Series on sale:

Created Series type Sales Plan

Created Channel Price Lists

Created the Series

Added the Fixtures to the Series

Created a Series Bookable Product

Assigned channels to the bookable
product

Assigned variants to the bookable product

Assigned prices to the bookable product
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Ensure the type of Sales Plan created here is Fixture.
The channel price list should link the channels to the
variant price list.

Ensure the On and Off Sale hours have been entered.
Ensure that a Venue and Venue Configuration have been
entered.

Add the Series start and end date.

Add the Series type Sales Plan.

Add all of the fixtures that are to be associated to the
Series to it

Ensure the Bookable Product Type is Series.

A Bookable Product must be linked to a Bookable
Resource. In turn the Bookable Resource must be linked
to the Venue configuration linked to the fixture.

Ensure the Series that has the chosen fixtures linked to it
is added into the Bookable Product

Ensure a Category has been added to the Bookable
Product

Ensure the relevant channel check boxes are ticked.

Ensure the variants are added.

Prices should be added to an active Variant Price List.
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The examples included below cover the common scenarios we are likely to encounter in a sports environment.

The following example illustrates how to set up the following pricing regime for home fixtures:

A product is removed from sale a week before the fixture. E
An event is removed from sale via the web the day before the event.

Prices increase on event day 3 hours before the fixture.

All events can be linked to use the same sales plan, providing they have the same pricing structure and regime.

Prior to creating the sales plan the following must be set up:

Variant Price Lists:
e Standard Pricing including the product that is removed a week before the game
e Standard Pricing excluding the product that is removed a week before the game

e Event pricing

Channels:
e Web
e POS

Series — current season
Fixture — at least one fixture linked to the current series

Bookable Product — at least two fixture type products with variants and channels set. This should be linked to the
current series.

To set up the desired pricing regime carry out the following:

1.

Open the fixture details. Click the lookup button alongside the Sales Plan field. The lookup records dialog will be
displayed. Select New.

A blank sales plan form will be displayed. Complete the following details:
a. Name. Enter a name for the sales plan. For example Home Fixture 14/15.
b. Sales Plan Type. Select Fixture from the drop-down list.

Select Save on the ribbon.

Next create the channel price lists linked to the sales plan. You will need to create a channel price list for each
channel — variant price list combination. Therefore in this example you will need to create the following channel
price lists:

a. POS - Standard Pricing (Including extra product e.g. Lunch)

b. POS - Standard Pricing (Excluding extra product)
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5.

The following example illustrates how to set up the following pricing regime for season ticket sales:

c. POS-Event day

d. Web - Standard Pricing

For the price lists to come into force at the correct times, it is important to set the relative on/off sale dates as

follows:
POS - Standard 365
Enc(ljng med (on sale
roduct) immediately)
POS - Standard 7
Pricing (Excl) le 7
Product) e

before the event)

POS - Event day

Web - Standard 21
Pricing (on sale 21 days
before the event)

3

(match day pricing
applied)

7

(taken off sale 7
days before the
event)

-1

(taken off sale one
day after the event
in case of returns)

1

(taken off sale 1 day
before the event)

Once the channel price lists are set up select Save & Close on the Sales Plan ribbon.

The Lookup Records dialog will be displayed. Select OK to continue.

5

(off sale 5 hours
after - assume
fixture is 2 hours
long)

As you add fixtures to the existing series, providing the fixture is linked to the existing sales plan, the pricing regime

set up for the initial fixture will be followed for all fixtures. So in the example above the day before each fixture web

sales for the fixture will stop.

Season tickets are offered at a reduced rate when purchased two months before the season starts. The price

charged for early bird tickets is determine by a secondary price list rather than a percentage reduction.

Prior to creating the sales plan the following must be set up:

Variant Price Lists:
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e  Early bird pricing

e Standard pricing

- Channels:
e Web
e POS

- Series — current season

- Bookable Product — at least one series type product with variants and channels set. This should be linked to the

current series.

To set up the desired pricing regime carry out the following:

1. Open the series details. Click the lookup button alongside the Sales Plan field. The lookup records dialog will

be displayed. Select New.

2. Ablank sales plan form will be displayed. Complete the following details:

a. Name. Enter a name for the sales plan. For example Season 14/15.

b. Sales Plan Type. Select Series from the drop-down list.

3. Select Save on the ribbon.

4. Next create the channel price lists linked to the sales plan. You will need to create a channel price list for

each channel — variant price list combination. Therefore in this example you will need to create the

following channel price lists:

a. POS - Early Bird

b. POS - Standard Pricing

c. Web - Early Bird

d. Web - Standard Pricing

5. For the price lists to come into force at the correct times, it is important to set the relative on/off sale dates

as follows:

POS - Early Bird

POS - Standard
Pricing

Web - Early Bird

Web - Standard
Pricing

90

60

90

60

60

-100

60

-100
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6. Once the channel price lists are set up select Save & Close on the Sales Plan ribbon.

7. The Lookup Records dialog will be displayed. Select OK to continue.

The following example illustrates how to set up the following pricing regime for season ticket sales:

Season tickets are offered at a reduced rate when purchased two months before the season starts. Early bird
season tickets are offered at a discounted rate (20% discount).

Prior to creating the sales plan the following must be set up:

Variant Price Lists:

e Standard pricing

Channels:
e Web
e POS

Series — current season

Bookable Product — at least one series type product with variants and channels set. This should be linked to the
current series.

To set up the desired pricing regime carry out the following:

1.

Open the series details. Click the lookup button alongside the Sales Plan field. The lookup records dialog will be
displayed. Select New.

A blank sales plan form will be displayed. Complete the following details:
a. Name. Enter a name for the sales plan. For example Season 14/15.
b. Sales Plan Type. Select Series from the drop-down list.

Select Save on the ribbon.

Next create the channel price lists linked to the sales plan. You will need to create a channel price list for each
channel — variant price list - discount combination. Therefore in this example you will need to create the
following channel price lists:

a. POS - Standard Pricing — Discount Applies
b. POS - Standard Pricing — No Discount
c. Web —Standard Pricing — Discount Applies
d. Web - Standard Pricing — No Discount

For the price lists to come into force at the correct times, it is important to set the relative on/off sale dates as
follows:
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Channel

Price List

POS -

On Sale
Days

90

On Sale
Hours

Off Sale
Days

60

Off Sale

Hours

Discount
Percent

20

Standard
Pricing —
Discount
Applies
POS - 60 -100
Standard
Pricing — No
Discount

Web - 90 60 20
Standard
Pricing —
Discount
Applies
Web - 60 -100
Standard
Pricing — No
Discount

7. Once the channel price lists are set up select Save & Close on the Sales Plan ribbon.

8. The Lookup Records dialog will be displayed. Select OK to continue.

Season Ticket Pricing Using sales Plans — Example 3
The following example illustrates how to set up the following pricing regime for season ticket sales:

- Season tickets are offered at a reduced rate when purchased two months before the season starts. Existing
season ticket holders get a 20% discount on the standard price, whereas other customer get a 10% discount on
standard pricing.

Prior to creating the sales plan the following must be set up:
- Variant Price Lists:

e  Standard pricing

Channels:
e Web
e POS

Series — current season
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- Bookable Product — at least one series type product with variants and channels set. This should be linked to the
current series

- Marketing list — all existing season ticket holders must be added to the marketing list
To set up the desired pricing regime carry out the following:

1. Open the series details. Click the lookup button alongside the Sales Plan field. The lookup records dialog will be
displayed. Select New.

2. Ablank sales plan form will be displayed. Complete the following details:
a. Name. Enter a name for the sales plan. For example Season 14/15.
b. Sales Plan Type. Select Series from the drop-down list.

3. Select Save on the ribbon.

Channel On Sale Off Sale Off Sale Discount Marketing
Price List Hours Days Hours Percent List

POS - 90 60 20 Season
Standard Ticket
Pricing - holders
STH
Discount
Applies

POS - 90 60 10
Standard
Pricing —

Standard
Discount
Applies

POS - 60 -100
Standard
Pricing —
No
Discount

Web — 90 60 20 Season
Standard Ticket
Pricing — Holders
STH
Discount
Applies

Web - 90 60 10
Standard
Pricing —
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Standard
Discount
Applies

Web - 60 -100
Standard
Pricing —

No

Discount

4. Next create the channel price lists linked to the sales plan. You will need to create a channel price list for each

channel — variant price list - discount combination. Therefore in this example you will need to create the

following channel price lists:

a.

b.

e.

f.

POS - Standard Pricing — STH Discount Applies

POS - Standard Pricing — Standard Discount Applies
POS - Standard Pricing — No Discount

Web — Standard Pricing — STH Discount Applies

Web — Standard Pricing — Standard Discount Applies

Web - Standard Pricing — No Discount

5. For the price lists to come into force at the correct times, it is important to set the relative on/off sale dates as

follows:

6. Once the channel price lists are set up select Save & Close on the Sales Plan ribbon.

7. The Lookup Records dialog will be displayed. Select OK to continue.



3.7. SETTING UP AWAY FIXTURES AND TRAVEL PRODUCTS

_ Resource
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THE PROCESS

The following describes how to set up an away venue before being able to place away tickets on sale. The same method
can be used to set up away travel, the only difference being that an alternative resource will need to be set up to
represent the capacity of the coach.

To set up the venue for an away fixture carry out the following process:

-?.-..--?--?---
| | | |

STEP 1: CREATING AN AWAY BOOKABLE RESOURCES

Away
Bookable

The Bookable Resources entity is used to represent the ticket types that you are selling through the Green 4 Ticketing.
This would be your Away Match. New Bookable Resource must be created for each Away Fixture that is created. To
create a Bookable Resource record:

a) Inthe CRM Navigation Panel select Venue Management followed by Bookable Resources.
b) The Bookable Resource list view will be displayed:
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c) Select New on the ribbon (highlighted above).

d) A blank Bookable Resource form will be displayed. Complete the following details:

e Name. Enter the name of the resource, for example Away Match.

Allocate Seats. Set to No.



Note. All other fields in the Bookable Resource form are not required when setting up an
Away Venue.

e) Once the details are complete select Save and Close on the ribbon.

STEP 2: CREATING AN AWAY VENUE

" - "-"’-ﬁ-"-
- | J

The venue created during this step can be reused for all away fixtures, and therefore should only be created once. To

create a venue, carry out the following:

a) Select Venues on the Venue Management tab. A list of existing venues that meet the current view criteria will be

displayed.
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b) Select New on the ribbon. A blank venue form will be displayed.
[—Q Venue vl -|®
" New
4 General
Name *
Skicats Insta¥ No. Skidata Org
Destination Folder
Latitude Longitute
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c) Complete the following details:
e Name. Enter a name for the venue, for example Away Stadium.

e Asthe Away Game tickets are issued by the home team, the following access control fields should not have
to be completed.

Skidata Install No.
Skidata Org.

Destination Folder.

iv. Latitude.
v. Longitude.

d) Once the details are complete select Save on the ribbon.

STEP 3: CREATING A BLOCK TO REPRESENT THE AWAY CAPACITY

For each away fixture, it will be necessary to create a new block linked to the Away Stadium venue. The block will

represent the capacity available for purchase. To create a block, carry out the following:

a) With the Away Stadium venue open in the form view, select Blocks in the Navigation area.
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b) Select Add New Block on the ribbon.
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c) A blank form will be displayed. Complete the following details:

Name. Enter a name for the block, for example Away Block.

Venue. The name of the venue will be automatically displayed.

Area. Set up is not required for an Away venue.

Radius. Set up is not required for an Away venue.

Rows. Set up is not required for an Away venue.

Seats. Set up is not required for an Away venue.

Seated. Set to No.

First Seat. Set up is not required for an Away venue.

Seat Number Direction. Set up is not required for an Away venue.

Zig Zag Start. Set up is not required for an Away venue.

Ignore Gaps. Set to No

Unseated Capacity. Set to away capacity e.g. 200.

Skidata Area Code. Set up is not required for an Away venue.

Use Row Offset. Set to No.

SVG. Set up is not required for an Away venue.

Sponsor Message. Set up is not required for an Away venue.

Seat Layout. This area does not need to be completed.




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

STEP 4: CREATING AN AWAY VENUE CONFIGURATION

3 "y >
Venue
‘ - - Bl Configuration [l -

The Venue Configuration created during this step can be reused for all away fixtures, and therefore should only be
created once. To create a Venue Configuration, carry out the following:

a) With the Away Stadium venue open in the form view, select Venue Configurations in the Form Navigation area.

List Tools A4 Microsoft Dynamics CRM
Venue Add Customize Venue Configurations

E L.'-:% Mail Merge Copy a Link Y ﬁ
== #/ E-mail a Link

Add New Venue Add Existing Venue  Edit Filter Set As Default Chart
Configuration Configuration > View Pane +

Records Collaborate Current View View

Information Venue
L General @ Away Venue

Related “& Venue Configurations Venue Configuration Associated View
4 Common ] Name o Created On

4 Audit History ] Away Configuration 19/04/2013 14:15

'_& Blocks
| Venue Confiqurations
L& Series
L& Fixtures
4 Processes
G& Workflows
@ Dialog Sessions

b) Select Add New Venue Configuration on the ribbon.
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c) A blank form will be displayed. Complete the following details:

e Name. Enter a name for the Venue Configuration, for example Away Stadium.
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d)

e Venue. The venue will be automatically filled in.

e Parent Venue Config. Use the Find button to search for the parent configuration file (if applicable).

e Print Tickets for Venue. This can be used to prevent tickets being printed for a particular venue e.g. an
away venue. To prevent tickets being printed for an away venue the attribute must be selected as No.

e Allow Print at Home. This defines if the print at home option is allowed for the venue configuration, it
should be selected as No when creating an away venue configuration.

e Away Venue. Select Yes this will allow the Away Venue to be configured.

e  Primary Provider. Set up is not required for an Away venue.

e Perimeter Provider. Set up is not required for an Away venue.

Once the details are complete select Save on the ribbon.

STEP 5: CREATE A VENUE CONFIGURATION BLOCK

T — T — e — -
. - - - - - - -

For each block created it is necessary to create a venue configuration block which will link the block to the away
stadium venue configuration. It will be necessary to create a venue configuration block for each away fixture. To create
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a venue configuration block:

Venue

Configuration
Block

With the Away venue configuration open in the form view, select Venue Configuration Blocks in the form

navigation area.
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Select Add New Venue Configuration Block on the ribbon. A blank form will be displayed. Complete the following

details:
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e Name. Enter a name for the venue configuration block. For example enter the name of the away stadium.

e Venue Configuration. The venue configuration will be automatically filled in

e  Block. Use the Lookup Records dialog to select the correct away block.

e Seat Class. Leave blank.

e Bookable Resource. Use the Lookup Records dialog to select the appropriate Away bookable resource,
created earlier.

e Sequence. Leave this field blank.
Once the details are complete select Save & Close on the ribbon.

The Lookup Records dialog will be redisplayed with the new resource highlighted. Select OK to return to the
Venue Configuration Block record.

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



STEP 6: SET UP YOUR AWAY SERIES AND FIXTURE

' ( ' ' Set up Your
=3 =3 - =3 = = Away Series
1 _and Fixture

Once the venue has been set up for your away fixture, you can use near to the standard process for putting the fixture on

sale as discussed previously in Section 3.5. Placing a new fixture on sale. However there are a number of fields that need

to be selected that differ to the standard process for placing Away fixtures on sale. The table below gives a brief outline
on how to put Away fixtures on sale whilst highlighting the fields that must be completed to place an Away fixture on
sale.

It will be assumed that you have previously set up the following items:

e Channels — ensure that the Show Stadium Options has been set to ‘Yes’ to show the options for Fixtures and
Series on the Epos home screen.

. Variant Types. (Section 3.2).
° Variant Price List. (Section 3.3).

Step 1: Sales Plans A new fixture type Sales Plan will need to be created for Away fixtures, all
away fixtures can be included in this Sales Plan.

Step 2: Channel Price List The Channel Price List is linked to your Away Sales Plan. You will need to
create a channel price list from your Sales Plan for each channel — variant
price list combination. A new Channel Price List will be needed for each
away fixture that you set up, this is to allow for differing away fixture
on/off sale dates and ticket pricing.

Step 3: Fixture For each away fixture, create a fixture record.

Please Note. Unlike a standard home fixture the following fields must be
completed for an Away fixture:

e Record Away Ticket Details. Select Yes.

e Venue Configuration. Select the Away Venue Configuration that
you have previously created.

e Sales Plan. Use the Look Up to select the appropriate Fixture type
Sales Plan created previously.
Step 4: Series A new series must be created to hold all the away fixtures. For example it
could be named Away Fixtures 2014/15.
Ensure that the following are completed:
e Venue: Enter the Away Venue previously completed.

e Venue Configuration: Enter the Away Venue Configuration
previously completed
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Step 5: Bookable Product — Product
Details

Bookable Product — Channels

Bookable Product — Variants

Bookable Product — Pricing

e Select Seats: Set to No

e Series Start and End Date: Enter appropriate dates.

Create a fixture type Bookable Product to represent the tickets on sale for
away fixtures. A Bookable Product will need creating for each separate
Away Match. Ensure the following are completed:

e Type: Select Fixtures.

e Bookable Resource: Set to the appropriate Away Bookable
Resource created previously.

e Series: Set to the Away Series previously created.

e Make sure that that Beneficiary Requirement set to Required as
the away ticket information is captured against a Beneficiary in
the POS.

Using the Bookable Product form, select the channels the away product
will be sold via.

Using the Bookable Product form, select the variant types for the away
product e.g. Adult, Senior, and Junior. Where possible reuse the variants
available in the system

Using the Bookable Product form, enter the price details for away product.
It is recommended that a new Variant Price List is created for each away
fixture.

A Note: Coach travel is set up in the same way as the fixture using an alternative resource to
represent the capacity of the coach.
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The following example illustrates how to set up the following pricing regime for away fixtures:

- The fixture is removed from sale from all channels 1 day before the fixture

- Travel options are only sold via the POS channel

As pricing and products for away fixtures is governed by the host club, it will be invariably necessary to create a new
sales plan for each away fixture.

Prior to creating the sales plan the following must be set up:

Variant Price Lists:
e  Away Fixture Pricing (fixture specific)
e Channels:
=  Web
=  POS
Series — current away season
Fixture — at least one fixture linked to the current series

Bookable Product — at least two fixture type products with variants and channels set. This should be linked to
the current series. Note the product that is only available on the POS should not have the Web channel box
selected.

To set up the desired pricing regime carry out the following:

1.

Open the fixture details. Click the lookup button alongside the Sales Plan field. The lookup records dialog will be
displayed. Select New.

A blank sales plan form will be displayed. Complete the following details:
a. Name. Enter a name for the sales plan. For example vs Green 4 FC 14/15.
b. Sales Plan Type. Select Fixture from the drop-down list.

Select Save on the ribbon.

Next create the channel price lists linked to the sales plan. You will need to create a channel price list for each
channel — variant price list combination. Therefore in this example you will need to create the following channel
price lists:

a. POS - Away Fixture Pricing
b. Web - Away Fixture Pricing

For the price lists to come into force at the correct times, it is important to set the relative on/off sale dates as
follows:



Channel Price On Sale Days On Sale Hours Off Sale Days Off Sale Hours

List

POS - Away 365 1
Fixture Pricing

Web - Away 21 1
Fixture Pricing

6. Once the channel price lists are set up select Save & Close on the Sales Plan ribbon.
7. The Lookup Records dialog will be displayed. Select OK to continue.

8. This process will need to be repeated for each away fixture as it is created to allow for different product sets and
prices.

STEP 7. CAPTURING AWAY TICKET INFORMATION IN THE POS

If there is a requirement to capture Away ticketing information i.e. Seat No.’s etc when selling Away tickets in the POS, the
following set up needs to be done in CRM:

e Set up an Away Block against the Fixture

o Define ticket details to be captured in the POS

Setting up Away Block
To do this, complete the following:
a) With the Away fixture form open, select Away Blocks in the navigation area.

b) Select Add New Away Blocks in the ribbon.
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c) Capture the Away Block name for the Away Fixture.
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Select the Channel Price Lists entity in the form navigation area of the Fixture Form.
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Select the POS Channel.

Add the following comma (‘,’) separated list to the field Away Ticket Details To Record (Highlighted below):

g4b_TicketReferenceNumber,g4b_awayblockid,g4b_row,g4b_seat,g4b_SeatPostfix
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This will ensure the Away Block names are contained in a drop down list when selecting Beneficiaries in the POS

e gdb_TicketReferenceNumber — Reference No. Field in the POS

e g4b_awayblockid — Block Field, note by setting up the Block as above the block name will be contained in a

drop down on the POS
e g4b_row - Row Field in the POS
e gdb_seat — Seat Field in the POS

e gdb_SeatPostfix — Seat Letter Field in the POS

[4} Edit Beneficiaries - — ==
Away Match (Adult) [Away 1] 26/12/2014 13:30 -
[Mark West » | | Add || Edit || Photo | | Hide |
Block [Away Block A - |
Row | | Seat |v1 7| Seat Letter |
RefNo | | 1
Title First Name | Mark Last Name | West
Address 1 Postcode Email mark@west.com
Birthdate Mobile
Away Match (Junior) [Away 1] 26/12/2014 13:30
John West v | | Add || Edi || photo | | Hide |
Block [Awayelod(Av | =
-




The sale of stock products (e.g. guide books) through Green 4 Ticketing relies upon a number of entities within the
system, all of which must be correctly configured in order to place the product on sale at the correct price. This section
covers the sale of basic stock products and does not describe in detail the Green 4 Food & Beverage offering.

The flow for putting a stock product on sale is similar to that followed when putting on sale fixture and series tickets.
It is assumed that the following items have been set up in CRM:
e Channels. The channels the products will be sold via.

e Variant Types. The divisions of the product available. For example for merchandise such as a cuddly toy the
variant type would be “each”, whereas for drinks it may be “pint” and “half”. Variant types should be reused
where possible. To create a Variant Type see Section 3.2.

e Variant Price List. The Variant Price List is selected in the Variant and Pricing section of the Bookable Product
form, this being where the pricing of the product is entered into. The Variant Price Lists are also subsequently
linked to the channel using the channel price list entity. It is recommended that you have a separate variant
price list for use with stock products. To create a new Variant Price List see Section 3.3.

e Sales Plan. A default sales plan of type of Other linked to the company details needs to be set up. This sales
plan is used for all stock, scheduled and auto-scheduled products.

Channel prices lists are used to link a variant price list to a channel. If you wish the prices entered on a variant price list to
be charged then you must link the price list to the channel. Multiple price lists can be in use simultaneously.

The channel price list can be reused; therefore you may only need to create the channel price list once for each variant
price list — channel combination.

To set up a channel price list:
a) Onthe CRM navigation panel, select Sales Plan on the Product Management tab.
b) Alist of sales plans matching the view criteria will be displayed.
c) Open the Default Sales Plan (the default sales plan should be linked to the company details record in CRM).
d) Select Channel Price List in the form navigation area.

e) Alist of channel price lists that have been previously linked to the variant price list will be shown. Select Add New
Channel Price List on the ribbon.

f) A blank channel price list form will be displayed. Complete the following details:
e Name. The name of the channel price list.

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

e On Sale Date. Enter the date and time when the price list will be available for use by the channel. An On
Sale Date must be entered when creating a price list for stock products.
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e  Marketing List. Select the marketing list the channel price list relates to. If a marketing list is applied to a
channel price list, only contacts that have been added to the marketing list will use the channel price list.
This option can be used to give beneficial prices to people that have previously bought a particular product,
for example a membership product. Preferential pricing can either be driven by the use of a different
variant price list, or by entering a discount percent.

e Discount Percent. If using a discount enter the percentage discount offered to users of the channel price
list. This option can be used in conjunction with a marketing list to offer members of the marketing list a
discount. It is also possible to enter a discount percent to a channel price list that does not have a
marketing list, all product sold using the channel price list will then be subject to the entered discount.

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

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

e  Off Sale Date. Enter the date and time when the price list will stop being available for use by the channel.
An Off Sale Date must be entered when creating a price list for stock products.

e Max Quantity. This option, when used in conjunction with a marketing list can be used to limit the number
of a selected product a customer can purchase. This option can be used to limit the number of products a
customer can buy at a preferential rate. Alternatively this option can be used to limit the number of tickets
a member can purchase before general release.

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

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

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

A channel price list will need to be created for each Variant Price List — Channel combination created.

The Bookable Product entity is used to represent products that are sold through the Green 4 Ticketing application, for
example match tickets, season tickets and merchandise. For each stock product that you are selling through the system
you must create a stock type bookable product.

To create a stock bookable product:
a) Onthe CRM navigation panel, select Bookable Products on the Product Management tab.

b) Alist of bookable products that match the current view criteria will be displayed. Select New on the ribbon.
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c) Ablank bookable product form will be displayed. For a stock product it is necessary to complete the following
Product Details:

General:

e Name. Enter a name for the product. The name will be visible to customers, and should therefore reflect

the nature of the product.

e Translated Name. Used for translated implementations. See Set up for Multi Lingual using the Translation

Field for more information.

e Description. Enter a description of the product. The Description field can be set as a translatable string if

desired (if used in the Web Ul). See the Set up for Multi Lingual using the Translation and Description Field

for further information.

e Type. Use the drop-down list to select the type of product. In this instance select Stock from the list of

available values.

e Is Anonymous. Select Yes if the purchaser is not required to provide a name when buying the product. The

channel must also be set to allow the sale of anonymous products.
e External Product ID. Can be used to link the bookable product to an external list of products.

e Sequence. Enter a sequence number for the product. The sequence number is used to determine the order

in which products are displayed in the POS and Web channels.

e Beneficiary Requirement. Use the drop-down list to select if a customer’s name is required when the

product is purchased, for example the details of the season ticket holder. Select from the following options:

i. Not Required. The customer will not be asked for their name and contact details.



85

ii. Requested. The customer will be asked for their name and contact details, but can skip this option

if they do not wish to provide their details.

iii. Required. The customer must provide their name and contact details. This option should be

selected when setting up a season ticket or membership product.
e Report Category. Used for reporting purposes to categorise the products sold through Green 4 Ticketing.

e Available Offline. Select Yes if the bookable product is to be available for purchase through the offline

EPOS. This option cannot be used for products that require capacity to be monitored.

Referring Entities:

e Category. Use the Look Up dialog to select the product category. The category is used to group products,

for example into tickets, food, etc. The categories are used by the price list and channel editors.
Time Settings:
e Available Date From. Enter the date the product goes on sale.
e Available Date To. Enter the date the product is removed from sale.
e Available Time From. Enter the time the product goes on sale.

e Available Time To. Enter the time the product is removed from sale.

"'l Note. All other fields in the Bookable Product form that have not been described above do not need to
# be completed/changed.

d) Once the details are complete select Save on the ribbon.

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

e Select Channels in the Form Navigation area.

e The channels that have been set up during the configuration on your system will be listed. Select the
checkbox alongside each channel through which the product will be sold.

e Select Save on the ribbon.
f)  Next, it is necessary to identify the Product Variants and Prices:

e Select Variants & Pricing in the Form Navigation area.



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

e Select the green cross alongside the variant name to add.
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l I Save & New Sharing ~ : =] ,g,
% ;I;' aring J !zx I i.
344 Deactivate |57 Copy a Link &&
Save Save & = Run Start Run
Ciose X Delete lﬂ E-mailalink Workflow Dialog Report~
Save Collaborate Process Data
Information (:*@] Bookable Product
- Genera - test
[~ Channels
‘> Vagiants 2 Bicing ~ Variants & Pricing
" Bowling
-~ Notes
Related Not for Sale
Variant
4 Common
[ Activities A .
= — v|@
L@ Closed Activities
|4] Audit History
_& Additional Products

e Repeat until all variants are listed. If you need to remove a variant, click the red minus sign alongside the
variant.

e To enter price information for the product, select the relevant Variant Price List from the drop down at the
top of the Variants & Pricing section (highlighted below):

[ 2 dookable Pre . 1 fcokable Froduta «
Mens T Shirt
4 Variants & Pricing
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Yanant Frce

Mens T Shirt {Large) 40.00 &01.00

W Mens T Shrt (Medum) 40.00 4000

W  Mers T Shiet (Smal) 40.00 4000

V‘ =

e Enter the pricing (peak and off peak) information for each of the variants that are to be included on the
price list. The value entered into the Peak and Off Peak price field should be the same for this type of
product.

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

Once the pricing details are complete select Save & Close on the ribbon to save the product
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SO LUTIONS

STOCK PRODUCT ON-SALE CHECK LIST

The following checklist can be used to ensure that you have completed all of the tasks required to place a stock product
on sale:

Task

Created a channel price list

Create a stock bookable product

Assigned channels to the bookable
product

Assigned variants to the bookable product

Assigned prices to the bookable product

Completed?

Comments

The channel price list should be linked to the default sales
plan

The channel price list should link the channels to the
variant price list

Ensure the channel price list dates are valid.
Ensure the Available Date From and To dates are valid.

Ensure the relevant channel check boxes are ticked.

Ensure the variants are listed.

Prices should be added to an active variant price list.
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UPSELLING PRODUCTS (ADDITIONAL PRODUCTS)

Using the additional products functionality in Green 4 Ticketing it is possible to present the user with a list of upsell
products at the point when they either add a product to the shopping cart, or when they select to pay for their goods. For
example you can upsell a match programme when a customer purchases a match ticket.

To use additional products:
a) Inthe CRM Navigation Panel select Product Management followed by Bookable Products.
b) The Bookable Products list view will be displayed.
c) Double-click over the Bookable Product that you wish to link upsell products to.
d) The Bookable Product will be opened in the form view.

e) Inthe Form Navigation Panel select Additional Products.

: ! E Note. Only Stock products can be added as additional products.
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f)  Select Add New Additional Product on the ribbon.

g) A blank Additional Product form will be displayed:
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h) Complete the following details:

Name. Enter a name for the additional product.

Additional Proto Product. If applicable, use the Look Up Records dialog to select the upsell product. When
this option is entered the additional product chosen here appears whenever the Bookable Product is added
to the cart.

Analysis Category. If applicable, select an Analysis Category. When this option is entered the additional
product would appear for each product that is part of the selected category.

Bookable Product. The Bookable Product field will be pre-populated.
Behaviour. Select when the additional product will be offered to the customer.

Proto Product. If applicable, select a Proto Product. This allows you to link an additional product to a
particular product variant.

Quantity Behaviour. Enter the number of upsell products that will be offered. Select from Per Person, Per
Unit or Per Booking.

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

Having set up the upsell products it is necessary to select which channels will allow the upsell of additional products. To

set a channel to allow the upsell of additional products carry out the following:

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

b) The Channels list view will be displayed.

c) Open the appropriate channel in the form view.

d) Set the field Offer Additional Products field to Yes.

Behaviours

Offer Additional " No

Products

e) Once the details are complete select Save and Close on the ribbon.

Note. There does not always have to be a relationship between the Bookable Product and the
Additional Product.

It is also possible to set an Additional Product up against an Analysis Category and Product Variant. This
is done by opening up an Analysis Category form or Product Variant form before selecting the
Additional Products in the navigation area. From here, step F and onwards can be followed from the
above steps.

By adding an Additional Product to the Analysis Category this allows the product to be placed against a
Category and therefore an Additional Product would appear for all products in that category.

By adding an Additional Product to the Proto Product this will allow a link to be made to a particular
Product Variant. For example, it would only show a Child Visitor Guide if a Child product is chosen.




Auto-Scheduled Bookable Products are those that the administrator has no control of in terms of the times that the product

is on sale. An Auto-Scheduled Bookable Product would be relevant to an activity that reoccurs periodically for example a

guided tour. An Auto-Scheduled product could also be used to create a Dated Day Pass type product, where a specific date

for the use of the pass is selected.

It is assumed that the following items have been set up in CRM:

Channels. The Channels the products will be sold via. Please note for Auto-Scheduled Products a field in the Channel
form must be completed called MonthsInTheFuture. The fields must be entered with the number of months that
the product is to be available for. For example, enter 12 for the product to be available for 12 months.

To access the Channels select Venue Management in the Navigation bar before selecting Channels and double
clicking on the appropriate channel to open the Channel form.

MorthsinTheFuture 12

Bookable Resource. The bookable resource represents the capacity that bookable products “tap” into. The bookable
resource must be added to a category. Multiple products can use the same bookable resource, for example if they
share capacity.

Variant Types. The divisions of the product available. For example for ice skating session the variant type may be
adult, child, etc. Variant types should be reused where possible. To create a Variant Type see Section 3.2.

Variant Price List. The Variant Price List is selected in the Variant and Pricing section of the Bookable Product form,
this being where the pricing of the product is entered into. The Variant Price Lists are also subsequently linked to the
channel using the channel price list entity. It is recommended that you have a separate variant price list for use with
stock products. To create a new Variant Price List see Section 3.3.

Sales Plan. A default sales plan of type of Other linked to the company details needs to be set up. This sales plan is
used for all stock, scheduled and auto-scheduled products.

Channel prices lists are used to link a variant price list to a channel. If you wish the prices entered on a variant price list to

be charged then you must link the price list to the channel. Multiple price lists can be in use simultaneously.

The channel price list can be reused; therefore you may only need to create the channel price list once for each variant

price list — channel combination.

To set up a channel price list:

a)
b)
c)
d)

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

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

Open the Default Sales Plan (the default sales plan should be linked to the company details record in CRM).
Select Channel Price List in the form navigation area.

A list of channel price lists that have been previously linked to the variant price list will be shown. Select Add New
Channel Price List on the ribbon.
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f)

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

New

Name *

'

Bw ot Sale Dt B v

Name. The name of the channel price list.

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

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

Activity Start Date. This option is used to control the use of channel price list against scheduled and auto
scheduled products. Using this option you can control pricing based on when an activity is due to start, for
example bring into force an alternative price list for activities running during school holidays.

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

Discount Percent. If using a discount enter the percentage discount offered to users of the channel price
list. This option can be used in conjunction with a marketing list to offer members of the marketing list a
discount. It is also possible to enter a discount percent to a channel price list that does not have a
marketing list, all product sold using the channel price list will then be subject to the entered discount.

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

Variant Price List. Use the Lookup Records dialog to select the appropriate price list. The price list that you
have entered prices on for the bookable product should be selected.

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



e Activity End Date. This option is used to control the use of channel price list against scheduled and auto
scheduled products. Using this option you can control pricing based on when an activity is due to Start, for
example bring into force an alternative price list for activities running during school holidays.

e Max Quantity. This option, when used in conjunction with a marketing list can be used to limit the number
of a selected product a customer can purchase. This option can be used to limit the number of products a
customer can buy at a preferential rate. Alternatively this option can be used to limit the number of tickets
a member can purchase before general release.

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

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

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

A channel price list will need to be created for each Variant Price List — Channel combination created.
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STEP 2: CREATE THE BOOKABLE PRODUCT

The Bookable Product entity is used to represent products that are sold such as a guided tour or Dated Day Pass. For each
Auto Scheduled product that you are selling through the system you must create an Auto Scheduled type Bookable
Product.

To set up an Auto Scheduled Bookable Product:
a) Inthe navigation area select Product Management followed by Bookable Products

b) A list of Bookable Products will be displayed, in the ribbon select New.
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General:

Name. Enter a name for the product. The name will be visible to customers, and should therefore reflect
the nature of the product.

Translated Name. Used for translated implementations. For more information see Set up for Multi Lingual

using the Translation Field.

Description. Enter a description of the product.
Type. From the drop down menu select AutoScheduled as the type of your bookable product.

Is Single Booking. Select Yes if a single booking of the bookable product uses all available resource. For
example you may have a private ski lesson option set up which can take up to 6 people. However a single
booking of only 1 person will effectively block out the entire resource if this option is set to Yes.

Is Anonymous. Select Yes if the purchaser is not required to provide a name when buying the product. The
channel must also be set to allow the sale of anonymous products.

External Product ID. Can be used to link the bookable product to an external list of products.

Sequence. Enter a sequence number for the product. The sequence number is used to determine the order
in which products are displayed in the POS and Web channels.

Beneficiary Requirement. Use the drop-down list to select if a customer’s name is required when the
product is purchased, for example the details of the season ticket holder. Select from the following options:

R Not Required. The customer will not be asked for their name and contact details.

Il. Requested. The customer will be asked for their name and contact details, but can skip this option
if they do not wish to provide their details.

L. Required. The customer must provide their name and contact details. This option should be
selected when setting up a season ticket or membership product.

Capacity. If a capacity is entered it will only allow the bookable product to be sold up to this capacity
regardless of the capacity of the underlying resource (it cannot sell beyond the capacity of the underlying
resource). Using this option allows you to limit the number of spaces for a particular activity when sharing
resources. For example ice skating lessons may only be allowed to take 20 spaces from the capacity of 100
available. In turn this will limit public skating to 80 spaces if the products share the same ice arena
resource.

Report Category. Used for reporting purposes to categorise the products sold through Green 4 Ticketing.

Available Offline. Select Yes if the bookable product is to be available for purchase through the offline
EPOS. This option cannot be used for products that require capacity to be monitored.

Referring Entities:

Bookable Resource. An Auto Scheduled product must have a Bookable Resource as the product has to have
a capacity. Use the lookup to find a relevant bookable resource or select New to create a new one. If
creating a new Bookable Resource enter the following:

Name. Enter the name of the bookable resource.



1. Capacity. Enter the capacity of the bookable resource in terms of how many people it can hold. For
example, how many people can use an ice rink at a set time.

/ Note. Many products can link into the same bookable resources. If two products do link into the same
! bookable resource i.e there is an ice skating rink with a capacity of 100 people but some of them have

come for trained lessons whereas other have turned up on the day. Both of these products will use the
same capacity, preventing over bookings from occurring.

M. Category. Use the Lookup to select the category or select New to create a new category.
V. Leave all other fields blank.
V. Select Save and Close on the ribbon and you will return to your Bookable product form.
e Category. Use the lookup to select the category of product or select New to create a new category.

e Product Calendar. Select the product calendar that will govern the on/off sale and peak times for the
bookable product. See Product Calendars for more information on setting up product calendars.

Time Settings:
o Available Date From. Enter the date the product goes on sale.
e Available Time From. Enter the time the product goes on sale.
e Duration. Enter the duration of the session i.e. a tour may last 1 hour or a Dated Day Pass for 1 day.
e Available Date To. Enter the date the product is removed from sale.
e Available Time To. Enter the time the product is removed from sale.

e Interval. Enter how often the session reoccurs i.e a tour may reoccur every 15 minutes whilst a Dated Day
pass may be available everyday so 1 day will need selecting.

”' Note. All other fields in the Bookable Product form that have not been described above do not need to
. be completed/changed.

d) Next, it is necessary to indicate which channels the product can be bought via. Select Save in the ribbon. To set the
Channels carry out the following:

e Select Channels in the Form Navigation area.

e The channels that have been set up during the configuration on your system will be listed. Select the
checkbox alongside each channel through which the product will be sold, for example POS or Web.

e Select Save on the ribbon.
e) Next, it is necessary to identify the Product Variants and Prices:

e Select Variants & Pricing in the Form Navigation area.



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

e Select the green cross alongside the variant name to add.
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e Repeat until all variants are listed. If you need to remove a variant, click the red minus sign alongside the

variant.

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

e To enter price information for the product, select the relevant Variant Price List from the drop down at the
top of the Variants & Pricing section (highlighted below):

Bookable Product
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Code Not for Sale Mandatory
Variamt
abel ] L]
abc2
V J

Eden - Admis: v

Peak Price  Off Peak

Price

20.00 2000

15.00 15.00

Pockabie Products + @ &

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

price list.




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

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

Note. All other fields on the Bookable Product Form that have not been noted above do not need to be
A completed/changed.

AUTO SCHEDULED PRODUCT ON SALE CHECK LIST

The following checklist can be used to ensure that you have completed all of the tasks required to place an auto scheduled
product on sale:

Created a channel price list The channel price list should be linked to the default sales
plan

The channel price list should link the channels to the
variant price list on which prices have been entered.

Ensure the channel price list dates are valid.

Create an auto scheduled bookable Ensure the Available Date From and To dates are valid.
product

Assigned channels to the bookable Ensure the relevant channel check boxes are ticked.
product

Assigned variants to the bookable product Ensure the variants are listed.
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Scheduled Bookable Products are those that the administrator has control off as they are scheduled for a certain date and

time for an activity to take place within. This can be used for booking a lesson; for example a skiing lesson at a particular

time. It can also be used for a session that is at certain time, take for example an ice skating session where the customer will

pay to be on the ice rink for an hour long.

It is assumed that the following items have been set up in CRM:

Channels. The channels the products will be sold via.

Bookable Resource. The bookable resource represents the capacity that bookable products “tap” into. The bookable
resource must be added to a category. Multiple products can use the same bookable resource, for example if they
share capacity.

Variant Types. The divisions of the product available. For example for ice skating session the variant type may be
adult, child, etc. Variant types should be reused where possible. To create a Variant Type see Section 3.2.

Variant Price List. The Variant Price List is selected in the Variant and Pricing section of the Bookable Product form,
this being where the pricing of the product is entered into. The Variant Price Lists are also subsequently linked to the
channel using the channel price list entity. It is recommended that you have a separate variant price list for use with
stock products. To create a new Variant Price List see Section 3.3.

Sales Plan. A default sales plan of type of Other linked to the company details needs to be set up. This sales plan is
used for all stock, scheduled and auto-scheduled products.

Channel prices lists are used to link a variant price list to a channel. If you wish the prices entered on a variant price list to be

charged then you must link the price list to the channel. Multiple price lists can be in use simultaneously.

The channel price list can be reused; therefore you may only need to create the channel price list once for each variant price

list — channel combination.

a)
b)
c)
d)
e)

f)

g)
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To set up a channel price list:

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

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

Open the Default Sales Plan (the default sales plan should be linked to the company details record in CRM).
Select Channel Price List in the form navigation area.

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

A blank channel price list form will be displayed. Complete the following details:
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Name. The name of the channel price list.

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

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

Activity Start Date. This option is used to control the use of channel price list against scheduled and auto
scheduled products. Using this option you can control pricing based on when an activity is due to start, for
example bring into force an alternative price list for activities running during school holidays.

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

Discount Percent. If using a discount enter the percentage discount offered to users of the channel price
list. This option can be used in conjunction with a marketing list to offer members of the marketing list a
discount. It is also possible to enter a discount percent to a channel price list that does not have a
marketing list, all product sold using the channel price list will then be subject to the entered discount.

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

Variant Price List. Use the Lookup Records dialog to select the appropriate price list. The price list that you
have entered prices on for the bookable product should be selected.

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

Activity End Date. This option is used to control the use of channel price list against scheduled and auto
scheduled products. Using this option you can control pricing based on when an activity is due to Start, for
example bring into force an alternative price list for activities running during school holidays.



e Max Quantity. This option, when used in conjunction with a marketing list can be used to limit the number
of a selected product a customer can purchase. This option can be used to limit the number of products a
customer can buy at a preferential rate. Alternatively this option can be used to limit the number of tickets
a member can purchase before general release.

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

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

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

A channel price list will need to be created for each Variant Price List — Channel combination created.

The Bookable Product entity is used to represent products that are sold through the Green 4 Ticketing application, for
example match tickets, season tickets and merchandise. For each scheduled product that you are selling through the system
you must create a scheduled type bookable product.

To create a scheduled bookable product:

a) Inthe navigation area select Product Management followed by Bookable Products.
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Bookings o
Product Management < T

b) Alist of Bookable Products will be displayed, in the ribbon select New.

c) A new Bookable Product Form will appear. Enter the following:
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General:
e Name. This is the name of the bookable product.

e Translated Name. Used for translated implementations. See the set up for Multi Lingual using the

Translation Field for more information.

e Description. Enter a description of the product. The Description field can be set as a translatable string if
desired (if used in the Web Ul). See the Set up for Multi Lingual using the Translation and Description Field

for further information.
e Type. From the down menu select the Type as Scheduled.

e Is Single Booking. Select Yes if a single booking of the bookable product uses all available resource. For
example you may have a private ski lesson option set up which can take up to 6 people. However a single
booking of only 1 person will effectively block out the entire resource if this option is set to Yes.

e Is Anonymous. Select Yes if the purchaser is not required to provide a name when buying the product. The
channel must also be set to allow the sale of anonymous products.

e External Product ID. Can be used to link the bookable product to an external list of products.

e Sequence. Enter a sequence number for the product. The sequence number is used to determine the order
in which products are displayed in the POS and Web channels.

e Beneficiary Requirement. Use the drop-down list to select if a customer’s name is required when the
product is purchased, for example the details of the season ticket holder. Select from the following options:

i. Not Required. The customer will not be asked for their name and contact details.

ii. Requested. The customer will be asked for their name and contact details, but can skip this option

if they do not wish to provide their details.
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iii. Required. The customer must provide their name and contact details. This option should be

selected when setting up a season ticket or membership product.

e  Capacity. If a capacity is entered it will only allow the bookable product to be sold up to this capacity
regardless of the capacity of the underlying resource (it cannot sell beyond the capacity of the underlying
resource). Using this option allows you to limit the number of spaces for a particular activity when sharing
resources. For example ice skating lessons may only be allowed to take 20 spaces from the capacity of 100
available. In turn this will limit public skating to 80 spaces if the products share the same ice arena
resource.

e Report Category. Used for reporting purposes to categorise the products sold through Green 4 Ticketing.

e Available Offline. Select Yes if the bookable product is to be available for purchase through the offline
EPOS. This option cannot be used for products that require capacity to be monitored.

Referring Entities:

e Bookable Resource. An Auto Scheduled product must have a Bookable Resource as the product has to have
a capacity. Use the lookup to find a relevant bookable resource or select New to create a new one. If
creating a new Bookable Resource enter the following:

l. Name. Enter the name of the bookable resource.

Il. Capacity. Enter the capacity of the bookable resource in terms of how many people it can hold. For
example, how many people can use an ice rink at a set time.

Note. Many products can link into the same bookable resources. If two products do link into the same
! bookable resource i.e there is an ice skating rink with a capacity of 100 people but some of them have

come for trained lessons whereas other have turned up on the day. Both of these products will use the
same capacity, preventing over bookings from occurring.
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Il Category. Use the Lookup to select the category or select New to create a new category.
IV. Leave all other fields blank.
V. Select Save and Close on the ribbon and you will return to your Bookable product form.
e Category. Use the lookup to select the category of product or select New to create a new category.

e Product Calendar. Select the product calendar that will govern the on/off sale and peak times for the
bookable product. See Product Calendars for more information on setting up product calendars.

Time Settings:
e Available Date From. Enter the date the product goes on sale.
e Available Time From. Enter the time the product goes on sale.
e Duration. Enter the duration of the session i.e. a tour may last 1 hour.

e Available Date To. Enter the date the product is removed from sale.



e Available Time To. Enter the time the product is removed from sale.

’ Note. All other fields in the Bookable Product form that have not been described above do not need to
. be completed/changed.

d) Next, it is necessary to indicate which channels the product can be bought via. Select Save in the ribbon. To set the
Channels carry out the following:

e Select Channels in the Form Navigation area.

e The channels that have been set up during the configuration on your system will be listed. Select the
checkbox alongside each channel through which the product will be sold, for example POS or Web.

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

e To select a variant, in the drop-down list on the left hand side (highlighted below), select the appropriate

option. All of the variants available in your system will be listed. If you have categorised the variants they
will displayed in the relevant categories.

e Select the green cross alongside the variant name to add.
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e Repeat until all variants are listed. If you need to remove a variant, click the red minus sign alongside the
variant.
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’ Note. Once a variant is sold it can then not be removed from the Variant and Pricing list. Therefore
. ensure the correct variants are set up for your product before you begin to sell them.

e To enter price information for the product, select the relevant Variant Price List from the drop down at the
top of the Variants & Pricing section (highlighted below):

I B Bookable Prod Bookable Products « @ &
% .
Ice Skating
* Variants & Pricing A
Edan - Defaulllg v
Code Notfor Sale  Mandatory  Peak Pnce  Off Peak
Vanant Price
Ice Skating (Each) SKATE
v

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

e Repeat this process for each price list used to govern the pricing of the selected product.
f)  Once the pricing details are complete select Save & Close on the ribbon to save the product.

g) Once the resources and products have been set up in the CRM system, the allocation of products against particular
resources can now be carried out through the scheduler. This step is required prior to the selling of products
through the POS.
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STEP 3: SCHEDULE THE SESSIONS

Sessions should be scheduled using the Green 4 Scheduler. When the scheduler is opened it will display in a calendar format
as shown below. When a session is scheduled a new product session will be created in CRM.
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To schedule a product against a resource carry out the following:
a) Select the resource in the column in the left hand side
b) Double Click on a line when you want a scheduled product to start from (i.e. 9am)

c) This will open up the session editor window:
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d) Fill in the following details:
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Product. To select the product you want to schedule, select the search box. This will open up the product
selection window:

Sclect Procuct -~ — M
- -
A Oy Focn Ao )
= - Shoet Mastangs
2 7 Metewy O
4 =r Vwetrg M 5 Maet )
orm]
A cay mestags
Sanch Agan OK Cance

From here users are able to select the products that were set up in CRM, the Product Category is used to
categorise particular products.

Start Time. This gives users the ability to modify the time and date the scheduled product needs to begin.

Duration. This will be automatically occupied with the duration set on the product when set up in CRM and
can’t be changed from here

Instructor. If the scheduled product requires an instructor then the relevant instructor can be searched for
and added here

Course selection box. This check box is used if a series of room linked products are required. For example if
a Monday morning product is required on 3 consecutive weeks, the details entered here will be replicated
over the relevant time span.

Requested instructor. This is used to request an instructor subject to their availability

The following checklist can be used to ensure that you have completed all of the tasks required to place a season ticket on

sale:
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Created a channel price list The channel price list should be linked to the default sales
plan

The channel price list should link the channels to the
variant price list

Ensure the channel price list dates are valid.

Create a scheduled bookable product Ensure the Available Date From and To dates are valid.
Assigned channels to the bookable Ensure the relevant channel check boxes are ticked.
product

Assigned variants to the bookable product Ensure the variants are listed.

Scheduled Sessions Ensure sessions are scheduled using the scheduler

It is possible to stop some products from being purchased within a predefined period. This has been developed to encourage
revenue spend and also revenue protection, for example encouraging customers to pre-purchase a product on the web at a
cheaper price, before it is available to purchase anywhere else at an increased standard price. Encouraging pre-purchase also
helps with revenue protection, for example in Ten Pin Bowling, encouraging people to pre-purchase will help reduce the
negative effect of a Sunny day on people attending indoor leisure activities. If the settings below are not set, then no
exclusion will be implemented on the bookable product. To set up a period of exclusion it is necessary to make changes to
the bookable product.

a) Inthe Navigation bar select Product Management followed by Bookable Products.

b) From the list of Active Bookable Products, select the scheduled or auto scheduled type Bookable Product that a
period of exclusion is to be set up for.

¢) Inthe opened Bookable Product form find the Delay Purchase section, two fields appear in this section, enter the
following:

Delay Purchase

Delay Duration | | Delay Duration Unit Days W

e Delay Duration. Enter the number that will calculate the delay duration until the product can be used.

e Delay Duration Unit. From the drop down list select one of the following depending on the period of time that the
product will be delayed for:

o Hours
o Days
o Weeks
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o Months

For example if the Delay Duration is entered as 2 and the Delay Duration Unit selected is Days this will prevent the purchase
of the product for any time in the next two days.

d) Select Save and Close on the ribbon.

For both Scheduled and Auto-Scheduled products it is possible to reserve capacity and therefore take out capacity from your
resource without any booking being taken, this may occur if you would like to decrease the number of bookings due to
factors such as a lack of staff or maintenance work being carried out on a set day. For example you may need to block half an
ice rink as there is a shortage of instructors or prevent any bookings for one day due to the ice rink being refrozen. To reserve
capacity:

a) Inthe ribbon select Advanced Find.

b) When the Advanced Find display appears in the Look For drop down menu select Reserved Capacity before
selecting Results in the ribbon.
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c) Inthe ribbon select New Reserved Capacity, a new reserved capacity form will be displayed. Enter the following:

f Note. You can alternatively get to the Reserved Capacity form by opening a Bookable Resource form
! and then selecting Reserved Capacity in the related Navigation area, before selecting Add New

Reserved Capacity.
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e Name. Enter a name for the reserved capacity.
e Bookable Resource. Use the Lookup to find the Bookable Resource that the reserved capacity is to related to.

e Reserved Count. Enter the number of bookings that are being reserved and cannot be brought, therefore this being
the number that the capacity is being reduced by. For example if the bookable resource has a capacity of 200 and
this capacity needs to be reduced to 150, then the number 50 should be entered into the Reserved Count field.

e  Start Time. Enter the Start Time that the reserved capacity comes into force.
e End Time. Enter the End Time that the reserved capacity finishes.

e) Select Save and Close in the ribbon.

This setting allows for the temporary increase in the capacity of a resource. On the bookable resource you wish to increase
the capacity temporarily you will need to Create/Amend an associated Reserved Capacity and set the Reserved Count to a
negative number and set the period when this will be effective by setting the start and end times. To create a Negative
reserved Capacity:

a) Inthe ribbon select Advanced Find.

b) When the Advanced Find display appears in the Look For drop down menu select Reserved Capacity before
selecting Results in the ribbon.
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' Note. You can alternatively get to the Reserved Capacity form by opening a Bookable Resource form
! and then selecting Reserved Capacity in the related Navigation area, before selecting Add New

Reserved Capacity.

¢) Inthe ribbon select New Reserved Capacity, a new reserved capacity form will be displayed or select an existing
Reserved Capacity that you wish to amend. Enter the following:

4 General

Name * x
Bookable Resource _& 5ki Slope .ﬂ Reserved Count -10

Start Time 01/10/2014 -_r:: v. 00-00 v End Time 01112014 '_cw v. 00:00 v
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e Name. Enter a name for the reserved capacity.

e Bookable Resource. Use the Lookup to find the Bookable Resource that the Negative Reserved Capacity is to BE
related to.

e Reserved Count. Set the Reserved Count to a negative number. This will mean that when bookings are taken for this
resource it will be possible to over book the resource by up to the negative number amount entered in the Reserved
Count. For example if you enter a reserved count of -10 for the use of a ski slope, this means the ski slope can be
overbooked by up to 10 people.

e  Start Time. Enter the Start Time that the Negative Reserved Capacity comes into force.
e End Time. Enter the End Time that the Negative Reserved Capacity finishes.

d) Select Save and Close in the ribbon.

Membership products often allow access to specified activities or events for a certain period of time. Memberships can last
for different durations and can also offer discounts and promotions for certain products. A membership usually has an
associated membership number.

It is assumed that the following items have been set up in CRM:
e Channels. The channels the products will be sold via.

e Variant Types. Variant Types describe the type of Bookable Product that you can purchase. For example there
should be a Variant Type created for each of the different groups of people that a membership could be sold
to such as Adult, Child, Student or OAP. Variant types should be reused where possible. To create a Variant
Type see Section 3.2.

e  Variant Price List. The Variant Price List is selected in the Variant and Pricing section of the Bookable Product
form, this being where the pricing of the product is entered into. The Variant Price Lists are also subsequently
linked to the channel using the channel price list entity. It is recommended that you have a separate variant
price list for use with stock products. To create a new Variant Price List see Section 3.3.
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e Sales Plan. A default sales plan of type Other linked to the company details needs to be set up. This sales plan
is used for all stock, scheduled and auto-scheduled products. A channel Price List will then need to be linked to
the Sales Plan.

The following details in the Terminal form must be complete for a camera to be linked to the terminal. If no camera is to be
linked to the terminal please skip to Step 2.

a) Inthe Navigation bar select Venue Management, followed by Terminals.
b) Alist of all the terminals currently created will be displayed, open the terminal where a camera is to be linked to.

c) Inthe terminal form, these fields must be complete under the Camera heading:

~ Camera

Camera Url |r'tt pi//localhost:3888/out.jog

Camera Refresh Rate |1|:],[)3 |

e Camera Url. Enter the Url of the camera that is to be linked to the terminal.
e Camera Refresh Rate. Enter the refresh rate for the attached camera. E.g. 10.00

d) Repeat the above step for each terminal that a camera is to be linked to. Select Save and Close in the ribbon.

of these and how they are set up please see Pass and Membership Settings Scenarios

:’ E Note: Pass setting can now be used in conjunction with the settings of a Membership product. For examples
-

For the Edit Beneficiaries dialog to appear after the payment is taken, ensuring the operator takes a membership photo,
complete the following:

a) Select Venue Management, before choosing Channels.
b) Alist of all the Channels currently in use will be displayed, open the appropriate Channel. e.g. POS.
c) Inthe Channel form under the General section, complete the following field:

e Request Product User Info After Payment. Select Yes if a camera is linked, this will display the Edit
Beneficiaries dialog after payment, ensuring the operator takes a membership photo. Select No if the Edit
Beneficiaries dialog is not required after payment.

e) Select Save and Close on the ribbon.

/V| Note. The above functionality only work if on the Bookable Product form the Is Membership field is set
. to Yes and a camera is linked to the terminal.
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When setting up Membership, the option exists to have the membership numbers auto generated by the system or manually
entered or scanned. The latter would be for instances when existing membership cards exist and the barcode numbers on

these cards is to be used.

To set up for Membership Numbers to be manually captured:
a) Select Channels on the Venue Management tab.
b) Select POS.

c) Ensure the Membership Number Read Only, is selected to No

Membership (® No | () Yes
Mumber Read Only

d) Select Company Details on the Venue Management tab.

e) Open the Active Company Details form

Membership Mumber
Auto Generated

f)  The field Membership Number Auto Generated will be defaulted to Yes, select No to enable the membership

number to be captured manually.

The set up explained above will enable the POS Operator to manually capture or scan a Membership Number against the

Beneficiary in the POS.

To auto generate membership numbers:
a) Select Channels on the Venue Management tab.
b) Select POS.

¢) Ensure the Membership Number Read Only, is selected to Yes

Membership 'S
Mumber Read Only

d) Select Company Details on the Venue Management tab.

e) Open the Active Company Details form

Membership (™
Mumber Auto
Generated

f)  Ensure the Membership Number Auto Generated, is selected to Yes.
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Note. If the system has been set up to auto generate membership numbers and the corresponding
setting for the membership number field set to Read Only, the membership number cannot be
captured, but will be auto populated on purchase of a membership type product in the POS.

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

The channel price list can be reused; therefore you may only need to create the channel price list once for each variant price

list — channel combination.

a)
b)
<)
d)

e)

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

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

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

The Sales Plan record will open in the form view. Select Channel Price Lists in the form navigation area.

A list of existing channel price lists linked to the sales plan will be displayed. To create a new channel price list select
Add New Channel Price List on the ribbon.

Complete the following details:

Name. Enter a name for the channel price list.
Channel. Select the appropriate channel.
On Sale Date. Enter the date when the channel price list will come into use.

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

Discount Percent. If using a discount enter the percentage discount offered to users of the channel price list.
This option can be used in conjunction with a marketing list to offer members of the marketing list a discount. It
is also possible to enter a discount percent to a channel price list that does not have a marketing list, all product
sold using the channel price list will then be subject to the entered discount.

Discount Category. If the discount is to be applied to a subset of products only, select the product analysis
category that the subset of products have been linked to.

Variant Price List. Select the variant price list to be used.
Off Sale Date. Enter the date the channel price list will stop being used. This field can be left blank.

Max Quantity. If the customer is limited to only buying a defined number of products at the discount price, e.g.
the member can purchase one lift pass at 50% price only per booking, enter the maximum quantity. If this field
is left blank the member will be able to purchase unlimited numbers of products at the discounted price.



e Discount Rounding. Enter the discount round value (in pence). The discount will be rounded to this value when

applied to the shopping cart. For example, enter 10 to round to the nearest 10p.

A

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

g)

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

The Bookable Product entity is used to represent products that are sold such as the particular membership products. To set

up a bookable membership product carry out the following:

a)

b)
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Select Bookable Products on the Product Management tab.

Select New on the ribbon. A blank Bookable Product form will be displayed. Complete the following:

General:

Name. Enter a name for the product. The name will be visible to customers, and should therefore reflect

the nature of the product.

Translated Name. Used for translated implementations. For more information see the set up for Multi

Lingual using the Translation Field

Description. Enter a description of the product. The Description field can be set as a translatable string if

desired (if used in the Web Ul). See the Set up for Multi Lingual using the Translation and Description Field

for further information.

Type. Use the drop-down list to select the type of product. For memberships select Stock from the list of
available values. Pass product settings can now be used in conjunction with the settings of a Membership
product and the Type Pass can be chosen, for more information on the scenarios where Memberships can

be set up using the Type Pass see Membership Product Scenarios.

Payable By. If the product can be paid for using direct debit select the direct debit payment method.
VAT Code. Select the VAT Code that applies to the product.
External Product ID. May be used for access control.

Sequence. Enter a sequence number for the product. The sequence number is used to determine the order

in which products are displayed in the POS and Web channels.
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Beneficiary Requirement. Use the drop-down list to select Required or Requested, the customer must
provide their name and contact details when setting up a membership product.

Available Offline. Select Yes if the bookable product is to be available for purchase through the offline

EPOS. This option cannot be used for products that require capacity to be monitored.

Referring Entities:

Category. Use the Look Up dialog to select the product category. The category is used to group products,

for example into memberships, food, etc. The categories are used by the price list and channel editors.

Product Calendar. Select the default product calendar. For more information on Product Calendars see

Product Calendars.

Membership and Pass setting:

Collect Start Date. If the date of the beginning of the membership can be selected for a specific day, select
Yes, this will allow a date picker to be displayed on the relevant channel. If the date of the beginning of the
membership cannot be selected for a specific day, select No. This would be used if creating for example a
Dated Annual Membership. Please note, that if collecting a start date the Beneficiary option must be

selected to either required or requested.

Membership:

Is Membership. Select Yes when creating a membership scheme.

Membership Duration. If the membership is for a specific duration enter the number that the membership
will be valid for. The duration will be used in conjunction with the entry in the membership duration unit

field.

Membership End Day. If the end day and/or month of the membership are specified, the next date which
matches these values will be used as the expiry date. This should be used for membership products with a

defined end date rather than a duration.

Membership Duration Unit. If the membership is for a specific duration select the membership duration
unit, for example is the membership duration counted in weeks, months or years. This field will be used in

conjunction with the membership duration field.

Membership End Month. If the end day and/or month are specified, the next date which matches these
values will be used as the expiry date. This should be used for membership products with a defined end

date rather than a duration.



Number of Days to Activate. If applicable for the membership, enter the number of days from the

purchase date that a product must be activated in before activation is no longer allowed.

Time Settings:

Update Start On First Use. Select Yes if the start date of a membership product will update on first use.

Select No if the start date of the membership product will not update on first use.

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

c) Select Save on the ribbon.

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

following:

Select Channels in the Form Navigation area.

The channels that have been set up during the configuration on your system will be listed. Select the
checkbox alongside each channel through which the product will be sold, for example POS or Web.

Select Save on the ribbon.

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

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

will displayed in the relevant categories.

Select the green cross alongside the variant name to add.

m Bookable Product Add Customize
B save 5 New Sharing 225
l G Save & New Sharing + @ __=.I} :g
E' J LEd {Deactivate ¥ CopyaLink 3‘» —
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(o Activities A [ ) 3 /
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e Repeat until all variants are listed. If you need to remove a variant, click the red minus sign alongside the
variant.

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

e To enter price information for the product, select the relevant Variant Price List from the drop down at the
top of the Variants & Pricing section (highlighted below):

Sookabie. Product Backable Prod v ey
Membership
* Variants & Pricing A
Eden - Admiss v v
Code Not for Sale Mandatory  Peak Price  Off Peak
Vaciant Price
Membership (Adutt) 10Q.00 100,00
Membership (Chad) 50.00 50.00
v

e Enter the pricing (peak and off peak) information for each of the variants that are to be included on the
price list. The peak and off peak price value entered here should be the same.

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

g) Select Save & Close on the ribbon to close the Bookable Product record.

This functionality allows for Passes to be open ended or for a fixed date.

A Pass is a ticket for a venue that is purchased with both a specific usage date assigned and could alternatively be activated at
a date or time in the future. For example, a Pass could be purchased in March with the intention of visiting at some point
during the summer. When the user decides which date, they can simply turn up and gain access to the venue as per the
terms of their Pass. A Pass can be based on a number of different scenarios such as an Open Day Pass where you can visit
any day within a set amount of time, a Day Pass where you can visit on a selected date or a Multiday Pass where you can visit
multiple times in a set amount of time.

To create a Pass product in CRM, the following must be completed:

It is assumed that the following items have been set up in CRM:
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e Channels. The channels the products will be sold.

e Variant Types. Variant Types describe the type of Bookable Product that you can purchase. For example for
Passes there should be a Variant Type created for each of the different groups of people that a Pass could be
sold to such as Adult, Child, Student or OAP. Variant Types should be reused where possible.

e Variant Price List. The Variant Price List is selected in the Variant and Pricing section of the Bookable Product
form, where the pricing of the product is entered into. The Variant Price Lists are also subsequently linked to
the Channel using the Channel Price List entity. It is recommended that you have a separate Variant Price List
for use with stock products.

e Sales Plan. A default sales plan of type ‘Other’ linked to the Company Details needs to be set up. This Sales
Plan is used for all Stock, Scheduled, Auto-Scheduled and Pass products.

Channel Price Lists are used to link a Variant Price List to a Channel. Multiple price lists can be in use simultaneously.

The Channel Price List can be reused; therefore you only need to create the Channel Price List once for each Variant Price List
— Channel combination.

To set up a channel price list:
a) Onthe CRM navigation panel, select Sales Plan on the Product Management tab.
b) Alist of sales plans matching the view criteria will be displayed.

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

"' Note: Pass setting can now be used in conjunction with the settings of a Membership product. For examples
. of these and how they are set up please see Pass and Membership Settings Scenarios

d) Select Channel Price List in the form navigation area.

e) Alist of channel price lists that have been previously linked to the variant price list will be shown. Select Add New
Channel Price List on the ribbon.

f) A blank channel price list form will be displayed. Complete the following details:
e Name. The name of the channel price list.

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

e On Sale Date. Enter the date and time when the price list will be available for use by the Channel. An On
Sale Date must be entered when creating a price list for Stock products.

e  Marketing List. If applicable, select the Marketing List the Channel Price List relates to. If a Marketing List is
applied to a Channel Price List, only contacts that have been added to the marketing list will use the
channel price list. This option can be used to give beneficial prices to people that have previously bought a
particular product, for example a membership product. Preferential pricing can either be driven by the use
of a different variant price list, or by entering a discount percent.
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Discount Percent. If using a discount enter the percentage discount offered to users of the channel price
list. This option is used in conjunction with a Marketing List to offer members of the Marketing List a
discount.

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

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

Variant Price List. Use the Lookup Records dialog to select the appropriate price list. The price list that you
are to use for the Bookable Product should be selected.

Off Sale Date. Enter the date and time when the price list will stop being available for use by the Channel.
An Off Sale Date must be entered when creating a price list for Stock products.

Max Quantity. This option, when used in conjunction with a Marketing List can be used to limit the number
of a selected product that a customer can purchase. This option can be used to limit the number of
products a customer can buy at a preferential rate. Alternatively this option can be used to limit the
number of tickets a member can purchase before general release.

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

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

A channel price list will need to be created for each Variant Price List — Channel combination created.

g)

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

The Bookable Product entity is used to represent products that are sold, for example a type of Pass. For Pass products that

you are selling through the system you must create a Pass type Bookable Product.

To create the Pass Bookable Product:
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a)

b)

c)
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In the navigation area select Product Management followed by Bookable Products.
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A list of Bookable Products will be displayed, in the ribbon select New.

A new Bookable Product Form will appear. Enter the following:
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General:

e Name. Enter a name for the product. The name will be visible to customers, and should therefore reflect

the nature of the product, for example; Day Pass.




e Translated Name. Used for translated implementations. For more information see the set up for Multi

Lingual using the Translation Field

e Description. Enter a description of the product. The Description field can be set as a translatable string if

desired (if used in the Web Ul). See the Set up for Multi Lingual using the Translation and Description Field

for further information.

e Type. Use the drop-down list to select the type of product. For open day passes select Pass from the list of

available values.
e Payable By. If the product can be paid for using direct debit select the direct debit payment method.
e VAT Code. Select the VAT Code that applies to the product.
e External Product ID. May be used for access control.

e Sequence. Enter a sequence number for the product. The sequence number is used to determine the order

in which products are displayed in the POS and Web channels.

e Beneficiary Requirement. Use the drop-down list to select Requested, the customer must provide their
name and contact details when setting up a membership product.

e Available Offline. Select Yes if the bookable product is to be available for purchase through the offline POS.

This option cannot be used for products that require capacity to be monitored.
Referring Entities:

e Category. Use the Look Up dialog to select the product category. The category is used to group products,

for example into memberships, food, etc. The categories are used by the price list and channel editors.

e  Product Calendar. Select the default product calendar. For more information on Product Calendars see

Product Calendars.

Membership and Pass setting:

e Collect Start Date. If the date of when the pass is validated from can be selected to a specific day and not
just the day that the pass is being sold, select Yes, this will allow a date picker to be displayed in the
relevant channels. If the date of the validation of the pass cannot be selected for a specific day, select No.

The pass will only be valid on (single use) or from (multi use) the date that is picked.
Time Settings:

e  Update Start On First Use. Select Yes if the start date of the Pass product will update on first use. Select No

if the start date of the membership product will not update on first use.
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Delay Purchase:

Delay Duration. If you wish to delay the Pass product from being available for a certain amount of time,

enter the unit number here.

Delay Duration Unit. Used in conjunction with the Delay Duration select the delay Duration Unit from the
choice of Hours, Days, Week or Months. For example, if the Delay Duration is set to 1 and the Delay

Duration Unit is set to Days, this setting would prevent a Pass being brought for 1 day.

Pass Settings:

Number of Uses. Enter the number of times that a pass can be used to gain access to a venue. For example
if the pass can be used only once, enter 1. Contrastingly, if the pass can be used on multiple occasions,

enter the number that represents this amount.

Number of Days Before Entry Allowed. Enter the number of days after a pass has been purchased that it
must be activated by.
Number of Days Before Entry Rejected. Enter the number of days after the purchase that the pass is valid

for. For example, if the pass must be used within one year of being purchased, enter 365. After this amount
of days entry will be rejected via the pass.

A

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

d)

e)

f)
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Select Save on the ribbon.

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

following:

Select Channels in the Form Navigation area.

The Channels that have been set up during the configuration on your system will be listed. Select the
checkbox alongside each channel through which the product will be sold, for example POS or Web.

Select Save on the ribbon.

Next, it is necessary to identify the Product Variants and Prices:

Select Variants & Pricing in the Form Navigation area.

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

Select the green cross alongside the variant name to add.
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e Repeat until all variants are listed. If you need to remove a variant, click the red minus sign alongside the
variant.

Note. Once a variant is sold it can then not be removed from the Variant and Pricing list. Therefore

ensure the correct variants are set up for your product before you begin to sell them.

e To enter price information for the product, select the relevant Variant Price List from the drop down at the
top of the Variants & Pricing section (highlighted below):

| o AP O Bookable Products = o @
Open Day Pass (Pos)
* Variants & Pricing A
Eden - Admiss V| v
Code féat for Sale Mandatoey  Poak Prce  Off Peak
Vartamt Price
Day Admission - Coupon —r v
Test (Adult) 2000 2008
Open Day Pass (Pos) {Chikd) ] | 15.00 15.00
Vi
v

e Enter the pricing (peak and off peak) information for each of the variants that are to be included on the
price list. The peak and off peak price value entered here should be the same.

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

g) Once the pricing details are complete select Save and Close on the ribbon to save the product.
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The Pass product settings can now be used in conjunction with the settings of a Membership product. In the tables below
are examples of different Pass and Membership products that can be created. The tables give a brief definition and example
of each Pass or Membership type, whilst also showing what Membership and Pass fields in the Bookable Product form must
be completed for such a product type to be created.
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PASS PRODUCT SCENARIOS:

show mandatory fields from the Bookable Product form such as Name or Category that need to be

ij Note: The tables below only show the fields related to the Pass and Membership products. They do not
completed. Channels as well as Variants and Pricing will also need adding to the Bookable Product form.

Open Pass Dated Day Pass Multiday Pass Multiday Pass-Disney

Model

=T (2R3 The Pass can be The Pass begins on a The Pass can be used The Pass can be used
of Pass scanned once and selected date. on multiple occasions on multiple occasions

has a set amount of in a set period of time.  in a set amount of time
time to be used from but the first scan of the
the date that it is Pass must be made in a
purchased. selected number of
days.

A Pass can be used The date of when the Can make 3 visits using  Can make 3 visitsin a
once and has 1 year Pass can start to be the Passin a 1 year week using the Pass
from the purchase used is able to be period. but the first scan of the

selected. Pass must be made
within 30 days of it
being purchased.

date to be used.

Bookable Product Form Settings using the above examples

Type Pass Pass Pass Pass
Collect start date J\[e] Yes No No
Is Membership No No No No
Number of Days Leave blank Leave blank Leave blank 30
to Activate

(Membership

field)

Number of Uses 1 1 3 3
Number of Days 365 Leave blank 365 7

Before Entry
Rejected
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Number of Days Leave blank Leave blank Leave Blank Leave Blank

Before Entry
Allowed

MEMBERSHIP PRODUCT SCENARIOS:

Annual Membership as
a gift

Annual Membership1 Annual Membership 2 Membership

Details of Unlimited visits for an ~ Unlimited visits for an Unlimited visits until a set  Unlimited entry for an
the type of annual period with the annual period with the date. annual period with the
\(Ele ol Membership start date being Membership beginning
beginning on the date  selected. upon the first scan. The
that it is purchased gift receiver has a set
amount of days to
activate the Membership

Unlimited visits using Unlimited visits using the  Unlimited visits using the Unlimited visits using the

the Membershipinal Membershipin a1 year Membership until a set Membership which will

year period from the period with the start of date. begin upon the first time

purchase date the Membership being that it is scanned. The

selectable. Membership must be
activated within 30 days
of purchase.

Bookable Product Form Settings using the above examples

Pass Pass Pass
Collect start Yes No No
date
Is Yes Yes Yes
membership
Membership 1 Leave blank 1
Duration
Membership Year Leave blank Year
Duration
Unit
\Egles il Leave blank Leave blank Enter end day e.g. 31 Leave blank
End Day
\([le s s Leave blank Leave blank Enter the end month e.g. Leave blank
End Month July
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Number of
Days to
Activate

Update Start
On First Use
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Leave blank Leave blank Leave blank

No

No No

+44 (0) 845 508 8149 | marketing@green4solutions.com |

Enter number of days to
activate. E.g. 30

Yes



The Entitlements functionality allows customers, who are contained in a Marketing List, to obtain a preferential price for a
product whilst also allowing the early access to a product due to being an Entitled user.

For example this may be for a cup Fixture where all Season Ticket holders are entitled to one ticket at a 20 per cent
discounted rate.

Entitlements are added by creating a Channel Price List which has a Marketing List, a Max Quantity of the product that a
customer is entitled to and has the relevant Discounts applied

The Entitlements drop down appears in the Channel when adding the beneficiary to the product.

An Entitlement can also be used by a customer who may be a friend or family member of the Entitled user. For example, a
Season Ticket holder could be entitled to a number of tickets at a preferential rate. A friend or Family can then use the
Entitled users’ name which is selected when adding the Beneficiary to the product to gain the special rate.

Entitlements can be applied to Stock, Scheduled, Auto-Scheduled, Fixture and Series type products.

: Sample Series CPL - POS
* General

Narre *

9|

' |
Ov
o
A

Crasmne )

Channel Price Lists are central to the Entitlements functionality as these control who the Entitlements are for by adding a
Marketing List, the quantity of the product that the entitled user has available to them via the Max Quantity field, the
discount that is applied for entitled users via the Discount Percent field as well as the days the Entitlement is available for.
Below is a more detailed explanation of each of these fields:

The quantity of the products that a customer is entitled to, for example the amount of match tickets, is defined by using the
Max Quantity field of the Channel Price List. The maximum number of a product that a customer can purchase can be
entered into this field.

The Discount Percent field can also be completed in the Channel Price List, this will discount any products using the Channel
Price List by the entered percentage.

Used in conjunction with the Discount Percent field is the Discount Rounding and Discount Category fields. The Discount
Rounding field can be completed to round the discount amount to the entered value when at the shopping cart. The
Discount Category only applies if a discount value is specified, it can be completed to apply a discount to a certain category
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of products. If products from more than one category are to get the same discount, a new separate Channel Price List will
need to be created for each category.

A Marketing List will also need to be added to a Channel Price List, this will mean that only those contacts in the Marketing
List will be entitled to the details entered in this Channel Price List.

For example, a Marketing List may hold all Season Ticket holders or Members. Therefore the fields completed in the Channel
Price List such as Max Quantity and a Discount Percent will only apply to this list of customers. Hence, a Channel Price List
could be created which holds a Marketing List that contains all Season Ticket holders, who are able to purchase a maximum
of one ticket for a cup game (Max Quantity) and are applicable to a 20 percent discount (Discount Percent).

/ i Note: It is still possible to enter a Marketing List in a Channel Price List without a Max Quantity
-

If a Discount Percent is added to a Channel Price List with no Marketing List, the discount will apply to all
products using the Channel Price List.

If a Channel Price List has a Marketing List or Discount Percent entered but no Max Quantity then the Bookable Products
that are to be sold by using the Channel Price List should have the Beneficiaries Requirement field set to either Required or
Requested.

If a Max Quantity has been entered into the Channel price List then Beneficiaries will always be required in the booking
system, no matter what is set against the Bookable Product.

In the Channel the field Show Beneficiary Entitled User can be set to either Yes or No. The following explains how this option
controls what occurs on both the POS and Web Channel:

Show Benefidarny () Moo () Yes
Entitled User ) )
POS:-

If in the POS Channel the field Show Beneficiaries Entitled User is set to Yes, then within the Edit Beneficiaries screen, the
Entitled User drop down field will appear. If set to No then the Entitled User drop down will not be displayed on the Edit
Beneficiaries screen.

In the below example the Show Beneficiaries Entitled User flag has been set to Yes in the POS Channel. This means the
Entitled User drop down will appear in the Edit Beneficiaries screen of the POS.

In this case the Entitled User drop down is set to the user with the entitlements from the Marketing List (Such as Season
Ticket Holder) that has been added to the Channel Price List.

The Beneficiaries drop down can be completed by any other user to obtain the preferential rate, such as the Entitled User
himself or a friend or family member.

In the example below Joe Walker (Who is in a Season Ticket Holder Marketing List that is held in a valid Channel Price List) is
the Entitled User, whereas Tim Stimpson (A Friend) has been added as the Beneficiary of the product, meaning Tim can use
Joe Walkers entitlement such as a preferential price.
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L Edit Beneficanes
Latoastor Oty FC Factures 201415 (Adult) [SB Block 1] 24/01/2015 15:00
Tim Smescn | add || ot || Pheto [ seat Card e |
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if a purchaser is Added to the Order before selecting the product and they are part of the given Marketing

Note: Products with a Channel Price List that has a Marketing List added to it will only be shown on the POS
: 7 }
List.

Web:-

If in the WEB channel the field Show Beneficiaries Entitled User is set to Yes, when a customer logs into their account, if they
are part of a Marketing List on a Channel Price List where a discount has been applied, when the product that uses the
Channel Price List is selected the discount will be applied on selection of the beneficiary.
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3.14. SETTING UP CROSS SELL PRODUCTS

Cross sell products allow one product to be cross sold with another, therefore offering the option to buy another product
when the cross sell has been set up. This enables the end customer using the Web or the POS operator to swap a product to
be purchased with another product. This is often used in the leisure industry, for example it is common practice for a leisure
attraction to try and convert day passes into annual passes.

Note: It must be noted that for this to work the variants of the Parent and Child product that will be
swapped must be the same.

STEP 1: SETTING UP THE CROSS SELL PRODUCTS
To set up a Cross Sell Product in CRM:

a) Inthe Navigation bar select Product Management followed by Bookable Products. From here, select a parent

product.
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b) Upon opening the Bookable Product select Parent Cross Sell Product in the related navigation bar.

131



Eden Project Test o

il Sraduct Add Cross Sell Prodect |

-T ’-“ '( Ml Merge “ : Wiy : r"A r A l u & g ;:.:

Add New Croys Selll Add Bxsbng Cross Selt  Fat Fllet % s Delault Chart un Mtart Run  Export Croxs Sel
Product Product x Ve Pacw -  Workfiow Oidos  Reports Product

[ ustrocs | a8t Macrosch Oyramics CHM Graen 4 DBA ¥

Rezanite Collsborats Poses Dol

Boakable Product Bocksblg Procucts » & &

Information
(@ Annual Pass

Gerwial

Channels
[

Vananty & Pricing & Parent Cross Sell Products Cross Sell Product Associated View ~

Howlmg

a b

Nome » Createc On

T Annual Pass 09/10,2014 17:57

Nty

Coeficrs Tal

Related

L Precuct Sessom
& Sock Trangactons ~

08 Choyrnet

S Parerat Cross Sefl Prod,,

@ Chitd Crozs Sef Proda
& Bookable Product Mo.
& Product Groops

O Oters
1-1of 110 sefacted) {1 4 Fel b
4 Processes

Al . A B C o £ E G H | L3 L “ N O ? Q L 5 I u v w X ) § 4
(4 WorkSows

c) Inthe ribbon select Add New Cross Sell Product, a Cross Sell Product form will be displayed. Enter the following:

n Cross Safl Product Atd S Stagum Deno o,
l I l \55:;:5 New Sanng
llb Deain 35 4 Link

Save Lave A wh »
Qose Emal 8 Lnk Wirkflow Dalkag

IMIIM\”V '”'I‘ - »
| Genenl [QN

Notes

045 Sell Product

ew

“ General

Name *

2 Actrat Parent Croms Sell 6 Away Shorts j Child Cross Set "]

Product Product

et » Notes

e Name. Enter a name for the Cross Sell Product
o Parent Cross Sell Product. The parent product should already be displayed.

o Child Cross Sell Product. Use the Look Up to select an existing Bookable Product or create a new bookable product
to add. This will be the product that will available as the Cross Sell Product on the POS

Note: It must be noted that the Child Cross Sell bookable product chosen must be of Type: Stock, Coupon,

Voucher or Pass.
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d) Select Save and Close on the ribbon.

e) A Child Cross Sell Product will now be linked to our Parent Product. Therefore whenever you try to sell the parent
product in POS you will see an option to buy another product as long as this has got the same category of variants.
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It is essential to enable the Cross Sell Product setting in the Channel.
a) Inthe navigation bar select Venue Management followed by Channels.

b) Select the Channel where you would like your Cross Sell Product to be sold under, for example POS. You will have to
repeat this process for each channel that is required to sell Cross Sell Products.

c) Inthe General section of the channel form you will see the option to enable or disable Cross Sell Product. Ensure
that this box is set to Yes.
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d) Now you have completed all the steps in CRM and the product should now be displayed in POS

e) Once the sale is completed in the POS, you will see both the original product and Cross Sell products under the
booking in CRM

Save Collaborate Process Data

Information -

General | =) BOO!(Ir]g Product . . Booking Prod
t Notes activity booking item 14/10/2014 10:54:05

4 General

Related
4 Common Mame * ity booking item 14/10/2014 10:54:05)

@ Activities A Booking Lé order 14/10/2014 10:54:05 @ Booking Price £3.00

[y Closed Activities B ERE D Lé Fosters - Pint [ Product Session

4] Audit History

Lé Product User Chan... i Datelims .
Lé S
L& Redeemed Coupons

Lé Purchased Vouchers

[ Booking Ticket Cop...
[#3 Booking Ticket Cop...
B .

STEP 3: SETTING THE CROSS SELL HEADER AND SUB HEADER

It is possible to set a page header and page sub header which will be displayed when the option to Cross Sell appears on the
POS or the Web.

To set the Cross Sell Header and Sub Header, complete the following instructions:
a) Inthe CRM Navigation Panel select Venue Management followed by Company Details.

b) Open the Company Details form and scroll down to the Cross Sell Products section. Complete the two fields:
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Cross Sell Products

Header Header

Cross Sell Page |Wuu|d you like to donate your entry fee? | Cross Sell Page Sub |.-!\Ilow us to treat your admission fee as 3 gift and ¢

e Cross Sell Page Header. Enter a title of the header that will be displayed on the POS and Web of the cross
sell. In the example above and below this being ‘Would you like to donate your entry fee?’

e Sell Page Sub Header. Enter a Sub Header that will be displayed on the POS and Web of the cross sell. In
the example above and below this being ‘Allow us to treat your admission fee as a gift and get free entry

for up to a year!’

[Would you like to donate your entry fee? | «—|

Open Day Pass (Web) (Adult) x 1 - £20,50

Cross Sell Page Header example, as shown on
the web

ABow us 10 Ireal your admission fee as a gift and get free entry Torup 10 a
year| \

Cross Sell Page Sub Header example, as
shown on the web

Annual Membership Coupon

Unienited eniry for 3 year

Select £20 00

No thanks

|2} Would you like to donate your entry fee?

Allow us to treat your admission fee as a gift and get free entry for up to a year!

Annual Membership - £20.00

c) Select Save and Close on the ribbon.
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This functionality allows for a Season Ticket holder to exchange their Season Ticket seat for loyalty points when they are
unable to attend 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 to 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.

To enable the Season Ticket Buy-back functionality, the following must be completed in CRM:

/ Note: The Season Ticket Buy-Back functionality does not support unseated/standing Season Tickets.
: 7 E
-

For the functionality to be enabled fully, Loyalty Transaction Sources and Loyalty Pints rules must have been
created with a workflow ran against these. For instructions on how to do this see Green 4s Loyalty User
Guide.

In the Company Details form the values that are entered into the Default Setting for ticket buy-back section will be used as
the default for the corresponding data fields in the fixture entity. Therefore if buy-back is enabled and there is no change to
the buy-back fields in the fixture form, the buy-back values entered into the Company Details form will be used.

To enable the Buy-back functionality and to enter the default values complete the following:

a) Select Venue Management in the navigation area before choosing Company Details. The active company details will

be displayed.
» " ¢ - - |
' _‘J ! 4

Venue Mana A - Caompany Dt Active Company Details ~
& Company Name o

& tac Y A greend
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b)

Open the Company Details. The Company Details form will be displayed, scroll down to the Default settings for

ticket buy-back section as shown below.

Do st sertBiogn for snanan 1k

v Stk luyelly peutts (amartien post fature

Complete the following:

Buy-back used. If the buy-back functionality is not to be used, select No. If the buy-back functionality is to
be available on the POS or/and the Web ensure that Yes is selected.

Release buy-backs. Select to On demand, if offered-up seats will not be shown for general sale
immediately. Set to Immediately if offered-up seats are to be shown for general sale as soon as they are
offered up.

Buy-back cut off before start time (hours). Enter the default time period in hours before the start of the
fixture where buy-back changes are not allowed to be made. For example, if the cut off period is set to 12,
then a fixture that has a start time of 15:00, buy-back changes could not be made for this fixture if the
current time is greater than 03:00.

Buy-back loyalty points (awarded post fixture)

Total points for buy-back. Enter the default total number of points that can be earned if an offered-up seat
is purchased. (Note. This value can be up-lifted, if the block in which the seat is situated has a loyalty
increment % set. Please see Step 4: Setting a Loyalty increment to the Block for an example of how this

loyalty increment is applied.)

Points per offer (% of total points). Enter the default percentage of the Total points per buy-back which
are credited on to the loyalty account when a ticket is offered-up for sale. These points are credited back
once a fixture has been completed for all offered-up tickets.

Points per purchase (% of total points). Enter the default percentage of the Total points per buy-back
which are credited on to the loyalty account when an offered-up ticket has been purchased. These points
are credited back once a fixture has been completed for all offered-up tickets which have been purchase

For more information on how the loyalty points are calculated see examples of the points system in Step 3.

d)
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Note: For validation purposes the percentage value entered for the fields, Percentage points for
offer and Percentage points for purchase must be between 0 to 100%

Additionally the % values entered in the Points per offer and Points per purchase fields together
must add up to 100%

Select Save and Close on the ribbon.



After a customer has offered up their ticket, it may be important to delay the offered ticket from appearing to be on general
sale. It is possible to set up an un-offered time period if this is the case. A un-offered time period works by entering a number
(in minutes) and not until this number of minutes has passed after placing the ticket on offer will the ticket appear for
general sale. To do this complete the following:

a) Select Venue Management on the navigation bar before selecting Channels. A list of all the active Channels will be
displayed.

b) Open the channel that the un-offered period is to be set up on. If it is used on 2 channels, for example the Web and
the POS, then these steps will need to be repeated for each channel.

c) Scroll down to the Season ticket buy-backs section of the channel form and complete the following:

Season ticket buy-backs

Ticket buyback un-
offered period
[Minutes)

e Ticket buy-back un-offered period (Minutes). Enter a number (in minutes) that will be used to delay the
offered ticket from going onto general sale. For example if the un-offered period entered was 30 and a
customer was to offer up a fixture on their season ticket at 14:30, providing the Release buy-backs flag is
set to Immediately on the Customer Details form, the offered ticket would not appear for general sale until
the current time is greater than 14:59.

d) Select Save and Close on the ribbon.

If the buy-back functionality is enabled, each fixture will need to be set up with their own Season Ticket Buy-back options. As
some fixtures may be classed as more or less attractive, each fixture will have different values in regards to the loyalty points
that are offered for offering up a Season Ticket. For example if the fixture is a high category game such as being set for a sell-
out or against a local rival then the loyalty points gained for offering the season ticket for this fixture will be more than a
fixture that is of a lower category and not set for a sell-out.

Note: If no buy-back option has been set against the fixture and the buy-back functionality is

enabled, then the default values as described in Step 1: Enabling Buy-back in the Company Details

form, will be used.

To set the buy-back fields for the fixture, complete the following. Please note that these instructions will need to be repeated
for each fixture that is to have the buy-back functionality specifically set to it.

a) In CRM, select Product Management in the navigation bar before selecting Fixtures. All of the currently active
fixtures will be displayed.

b) Open the fixture that the buy-back functionality is to be set up on. Please note that

c) Inthe Fixture form, find the Buy-back Details section as is shown below. The following fields must be completed:
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Season ticket buy-backs
(Leave any buy-back field blank & save to use default values from Company Details)

Release buy-backs (@ Ondemand () Immediately Buy-back cut off
before start time
(hours)

Buy-back loyalty points (awarded post fixture)

Total points per buy-

back
Points per offer (% Points per purchase
of total points) (% of total points)

e Release buy-backs. Select to On demand, if offered-up seats for this fixture will not be shown for general
sale. Select to Immediately if offered-up seats for this fixture are shown for general sale as soon as they are
offered up.

e  Buy-back cut off before start time (hours). Enter the time period in hours before the start of the fixture
where buy-back changes are not allowed to be made. For example, if the cut off period is set to 12 for a
fixture that has a start time of 15:00, then buy-back changes cannot be made for this fixture if the current
time is greater than 03:00.

Note: If it is applicable to prevent a certain fixture from being available for Buy-Back and therefore
meaning a customer is unavailable to offer a ticket then this can be done by completing the Buy-

1 back cut off field before start time field. If this is the case, a large number of hours such as 8784
(the number of hours in a leap year) should be entered into the field. This will then disable the
Offer Ticket option in the POS and show it as the cut off being passed.

e Total points per buy-back. Enter the total number of points that can be earned for this fixture if the
offered-up seat is purchased. (Note. This value can be up-lifted, if the block in which the seat is situated has
a loyalty increment % set. Please see Step 4: Setting a Loyalty increment to the Block for an example of how

this loyalty increment is applied.)

e Points per offer (% of total points). Enter a percentage of the Total points per buy-back which are
credited on to the loyalty account when the ticket is offered-up for sale. These points are credited back
once the fixture has been completed for all offered-up tickets.

e Points per purchase (% of total points). Enter a percentage of the Total points per buy-back which are
credited on to the loyalty account when the offered-up ticket has been purchased. These points are
credited back once the fixture has been completed for all offered-up tickets which have been purchase

Note: For validation purposes the percentage value entered for the fields, Percentage points for
/ offer and Percentage points for purchase must be between 0 to 100%

Additionally the % values entered in the Points per offer and Points per purchase fields together
must add up to 100%

d) Select Save and Close in the ribbon.
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The amount of loyalty points that a Season Ticket Holder can gain for offering-up their Season Ticket works by using a
percentage of the Total points that can be gained when firstly offering up the season ticket and then when the Season Ticket
Holder’s seat is actually purchased.

For example, the Total points per buy-back may be set to 80. If the fixture is offered-up and the % of the points per offer
was set to 40%, then the Season Ticket holder would gain 32 points. This is because 40% of 80 is 32. This would then leave a
% of Points per purchase, this being 60% of the Total number of points. A Season Ticket Holder will gain these points when
their offered-up seat has been purchased. Therefore in this example the Season Ticket holder would gain a further 48 points
because 60% of 80 is 48.

The table below gives a number of examples of the points that may be gained for offering a ticket and purchasing a ticket in
relation to differing Total points per buy-back, % of the points per offer and % of the points per purchase being set.

25% 75% 25 points 75 points
40% 60% 32 points 48 points
30% 70% 18 points 42 points
80% 20% 40 points 10 points
10% 90% 3 points 27 points

As different blocks in venues have contrasting views, with some seats positioned better than others, it is possible to set a
Loyalty Increment to each block in the venue. This is an additional up-lift percentage which is applied to the Total points per
buy back field in the fixture form. Therefore this can be used to ensure that Season Ticket Holders who are offering up seats
that are situated in better blocks of a venue can accrue more loyalty points than those offering up a seat with a poorer
location within a venue.

To set the Loyalty Increment for each block:
a) Select Venue Management in the navigation bar followed by Venues. A list of Active Venues will be displayed.

b) Open up the relevant Venue and within the Venues form, select Blocks in the navigation area.
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c) The blocks of the venue will be displayed. Select the block where the Loyalty Increment is to be entered. This will
need to be repeated for each of the blocks that a Loyalty Increment is to be entered into.

d) The Block form will be displayed. Complete the following field:

Season ticket buy-backs

Loyalty increment (%
of Total points per

buy-back)

e Loyalty increment (% of Total points per buy-back). Enter the additional up-lift percentage which is
associated to the Total points per buy-back field that is found within the fixture form.

For example, an additional up-lift percentage of 10 may be inserted against a block. This means an extra
10% will be added against the Total points per buy-back that can be gained. Therefore if the Total points
per buy-back for a Fixture is 100, with the percentage increment of 10% added the Total Points per buy-
back will increase to 110.

e) Select Save and Close on the ribbon. The above steps will need to be repeated for each block that is to have a
Loyalty Increment entered against.

Note. If when saving a Block the following error message appears: Business Process Error. Block details
cannot be change unless you are in the ‘Block System Data Admin’ security role. A Block System Data
Admin security role will need to be created and added to the User.

To do this complete the following:

: [] E Select Settings before choosing Administration. With the Administration area open select Security Roles.

g Select New and in the Role Name field enter Block System Data Admin before clicking Save and Close.
Return to the Administration area and select Users. From here open up the main User and within the
navigation bar select Security Roles. Select Mange Roles and place a tick in the Block System Data Admin
role name. Select Ok.

The security role will now be linked to the user and the block can be saved.
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SEASON TICKET BUY-BACK REPORT

There are two reports that can be generated to display offered seats. Firstly there is a report named Season Ticket Buy-Back
Report, this gives a broad overview of the offered up seats. Additionally there is a report named Season Ticket Buy Back
Detailed Report, this gives a more detailed overview of the offered up seat including the customer who has offered the seat
as well as the exact seat and row. To access the Reports, complete the following:

a) Select Workplace in the navigation bar before selecting Reports.

b) Alist of Available Reports will be displayed.

c) Select the relevant report named Season Ticket Buy Back Report or Season Ticket Buy Back Detailed Report.
d) Select Run Report, the chosen Report will be generated.

Season Ticket Buy Back Report:

Season Ticket Buy Back Report

Offered |Rmold Not Sold | Resale Tota

Vanse Name Arsa Namae Block Name

S8 flock 3 Laicester City Somson Ticket

2014715 {Adutt)

Total 1 b | o £20.00
S8 flock 12 Lwicwster City Season Tickes 1 0 1
2014/15 (Adu)
Total
Total 2 1 1 £20.00
S8 Dlock 1 Lekester City Season Ticket 2 0 2
2014/15 (Aduh)
Total 2 0 2

Tetal

Season Ticket Buy Back Detailed Report:

Season Ticket Doy Back Detailed Heport

Fixtures:
Modified On: Last X Days 10

Leicester City Season Tcket £2000 Joseoh Wolker (L5} Lescestey Oty FC Fietures
2004715 (Adutt) 014718 IAtt)

jamie vordy 120)

Tated 2000

© S8 Bhock 12 jamie vordy (20| Leicester Oty Season Tacket “ 7 O Offer
2004715 (Adadt)

Leicesmer Oty Seeson Tcket S £2000 juseph Walker (18 Lescesier Gy FC Fintures
L4118 [Adudt} 2014718 {adut)

amie vy 120}

Ioseoh Wakker (13| Leicestes City Season Tuchet ¥ 10 O Offer
2004/15 [Adultt}
Totsd L0
5 slock 12 pamie varsy |320) Lacwater City Sesacn Tcket A 7 ok 12000 Ilwery Murphy Latcester Dty PC Pietures

2004715 (Adit) 2014718 (aauit)
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SEASON TICKET BUY-BACK CHECKLIST

Enable the Buy-back functionality and set the On the Company Details form the field called Buy-back
default values in the Company Details form used must be selected to Yes for buy-back to be enabled.

The Default Settings for buy-back must be entered. If buy-
back is enabled and there is no change to the buy-back
fields in the fixture form, the buy-back values entered
into the Company Details form will be used.

Set the Buy-Back un-offered period on the If applicable, a time can be entered (in minutes) in the
channels channel form under the field named Ticket buy-back

unoffered period. This will delay the offered-up ticket
being available for general sale for the specified time.

Set the Buy-back values for each fixture In each fixture form under the Season Ticket buy-back
section, the values regarding the loyalty points that are
offered for offering-up a Season Ticket must be entered.
The values must be entered for each fixture.

Note- If no values are entered but buy-back is enabled,
the default values entered in the company details form
will be used.

Set a Loyalty Increment to each block In each block form under the Season Ticket buy-back
section, the loyalty increment value can be entered. The
loyalty increment value will differ depending on the view
for the block. The value should be entered for each block
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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.

Please note that this section assumes that the following have been created:
e The Fixtures that are to be added to the Season Ticket card.

e The Series that represents the Season Ticket which has inclusive start and end dates which are applicable to the
start date of the fixture that are to be placed onto the card.

e The Bookable Products that Season Tickets are sold under

For this functionality to be set up a number of fields in the Company Details form within CRM must be completed. To do this
complete the following instructions:

a) In CRM select from the navigation bar Venue Management before choosing Company Details.

izl N el
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Verue Maragemarm
Mententsp

b) The Active Company Details will be displayed, open the form by double clicking on it.

c) The Company Details form will open, find the Card Options section of the form shown below and complete the
following two fields:

Card options

Allow ticket on card (® Yes () MNo Allow alternative @ Yes () Mo
seat on card

e Allow ticket on card. Select Yes. This will enable the assigning of fixtures to a valid Season Ticket in the Edit
Beneficiaries screen of the POS. If No is selected then fixtures cannot be assigned to a valid Season Ticket.
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e Allow alternative seat on card. Select Yes if you are to allow fixture ticket that have a different block, row
and seat to be assigned to a Season Ticket card. For example this would mean a Season Ticket holder is
able to select a different seat to that of their Season Ticket seat to be uploaded onto the card. If No is
selected then it will only allow fixtures with the same block, row and seat as the Season Ticket card to be
assigned to the card.

d) Select Save and Close on the ribbon.

STEP 2: SETTING THE SEASON TICKETS BOOKABLE PRODUCT FORM.

For each Bookable Product form that a Season Ticket is sold upon, the Is Membership field within the form must be selected
to Yes in order for the Season Ticket to be used as a card for which fixture tickets can be assigned to. Additionally, the
Beneficiary Requirement field in the Bookable Product form must be set to either Requested or Required. To do this
complete the following in CRM:

a) Inthe navigation bar of CRM select Product Management before choosing Bookable products.

—
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T T —— F
= e & Couy x Uk s Expert tn Zeont
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tare x Delite 5 kr.:n;.:.'
Prodeact Man.., 7 (4~ Hockatre Products  Actrve Bookable Produscts = |
2 Areym Camgorm Harw Category Code Capmsty Procust Calersia..  Sookalse Resocr... D
” 3 5 ety C e R —
3 ey Crnc Setes
iy YT Ay Ll ~te
oy Marcr Seces sy W
& 14 Aty Crach Priendly etast Aavay P
5 14 Mety Codcn Friendly Seies ety Ay Frierdy
& veriene 014 Awny Trienaly Manch vt Ay Triev
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b) The Active Bookable Products will be displayed.
c¢) Find and open the Bookable Product that Season Tickets are sold upon.

d) With the Bookable Product form open that represents the Season Ticket, find the Membership section of the form,
ensure that the following has been complete

Membership

15 Membership .:::. Mo @. Yes

e Is Membership. Ensure that this field is selected to Yes. This will enable the Season Ticket card to have
fixtures added onto it in the POS.
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Beneficiary Requied 4

Requirement

e Beneficiary Requirement. Ensure that this field is set to either Required or Requested.

e) Select Save and Close on the ribbon.

ADDING FIXTURES TO A SEASON TICKET CARD- CRM SETUP CHECKLIST

Task Completed? Comments
Set the Card Options of the Company Details Ensure the following two fields have been
form. completed in the Company Details form:

e Allow ticket on card. Yes

e Allow alternative seat on card. Yes if a seat
that is not the same seat as the Season
Ticket holders can be added to the card. If
not, select No

Set the Season Tickets Bookable Product form On any active Bookable Product that a Season
Ticket is sold under set; Is Membership to Yes.

146 +44 (0) 845 508 8149 | marketing@green4solutions.com | www.green4solutions.com



4. MISCELLANEOUS

THE BULK SET UP OF MANY PRODUCTS

The setup of Variant Types and Pricing for many products at once is done using the Product Variant Editor.

a) Inthe CRM Navigation Panel select Settings followed by Product Variant Editor.

b) The Product Variant Editor will be displayed:

=2 9 A

[ty Mocorde Oom. e [ Variant Types
Z
Views:  Tickets ~ /
o
o Variant r o 8 ) z g & o y §

W S ; 3 - 3 Pt -] 13 %

Q Sowsrg Lattngs T Rvay Tratures

é Cenfipuration

O srmen * Away Kit

b it Yismaform
| ) orotuct Vaslart s ¥ Car Parking

_j Procuct Cranme: Lottor

D Fescurce Laney ] * Cashiass

2 h

|§’ Concerts
Bookings ~
M * Edan Sesson 2013-2014

| Product Management
5% » Gold Membarship ool Bookable Products

enue Management arransed bV

* Home Kit

| Membership Category
} Promotions * Leisure Memberships
} Service * Marathoas
; Settings * Merchandise

c¢) The Bookable Products will be listed down the side of the editor. The products are grouped based on product

category.

d) The Variant Types will be listed across the top of the editor. The variant types listed can be changed using the Views

drop down. If the required variant type is not available for the Bookable Product, contact your system administrator

to request the creation of the variant type.
e) To set avariant type for a Bookable Product, enter a tick in the relevant checkbox.

f)  Once the details are complete select Save at the top of the editor.
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If the website is being setup as multi-lingual the translated names will be entered here in the following format. These

translated names will appear on the website when the different language selection is made on the website.

fr-FR= ‘Product Description’ — ‘Price’ | en-GB= ‘Product Description’ — ‘Price’
Country/ The product description and Separator | Country/ | The product description and
Language Price Language | Price

Example E.g. fr-FR= Cartable Double Soufflet - €120 [en-GB= Double Gusset Briefcase - €120 - [en-ES= Cartera con dos

compartimentos - €120Description (this appears online under the product)

The Product Calendars entity is used to determine the availability of products, for example they are used to define peak and

off peak schedules.

To create a Product Calendar record:

a) Inthe Navigation Panel select Product Management followed by Product Calendars.
b) The Product Calendars list view will be displayed. Select New on the ribbon.
¢) A blank Product Calendar form will be displayed. Complete the following details:

e Name. Enter a name for the calendar.

d) Once the details are complete click Save on the ribbon to continue.

The Calendar Items entity is used to define the individual time periods (e.g. days or weeks) included in a Product Calendar. To

create a Calendar Items record:

a) Open the venue’s Product Calendar record in the form view (see Product Calendars for details).

b) Inthe Form Navigation Panel select Calendar Items.
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The Calendar Items list view will be displayed:

List Tools 44 Microsoft Dynamics CRM Green 4 DBA %)
Product Calendar Customize Calendar Items Eden Project o
= = w2 BE gZimail Merge (%) Copy a Link Y A = ”i e = g i
=i == e 7] E-mail a Link 4 — A O e | 3 S
Add New Calendar Add Existing Calendar  Edit Filter Set As Default Chart Run Start Run  Export Calendar
Item item x View Panev Workflow Dialog Reporte items
Records Collaborate Current View View Process Data
Information E& Product Calendar | Product Calendars v | it (&
L General | = Standard Calendar
|
Related ‘- & Calendar Items: Calendar Item Associated View ~ | search for records L
4 Common |:] 7\ Name ~ | Type | Start Date | End Date | Day of Week | Opez
{4 Audit History O w_& Friday Override 01/01/1800 20/08/2030 Friday 01/01)
L& Calendar items Cllgs Monday Include 01/01/1900 Monday 01/01]
g Coupon Types [C1lgs Ssaturday Include 01/01/1900 Saturday 01/01
:_a Bookable Products
[1lgs Sunday Include 01/01/1900 Sunday o1/0
4 Processes [Cllgs Thursday Include 01/01/1900 Thursday 01/01|
é ‘;’_°;“ﬂ°sws : Cllgs Tuesday Include 01/01/1800 Tuesday o1/01
ialog Sessions
O 4_& Wednesday Include 01/01/1800 Wednesday 01/01
c) Select Add New Calendar Item on the ribbon.
d) A blank Calendar Item form will be displayed:
o Calendar Item calendar Items - || @
7 New
~ General
Name * || | Type * |IFE|.JdE V|
Description | |
Start Date * | |[Bs| EndDate | |[FE~
Day of Week | ' | Product Calendar L& standard Calendar ﬂ
Open Time Imvl [_] Close Time Imvl [_]
Peak Start Time =0 [s]  PeakEnd Time =0 ™
e) Complete the following details:

e Name. Enter a name for the calendar item. For example if creating a standard day enter the name of the

day: Monday, Tuesday, etc, or, if creating a bank holiday enter the name of the holiday, e.g. Easter

Monday.

e Type. Use the drop-down list to select the type of calendar item. Select from:

i. Include. Select if you creating a standard calendar item, for example a normal day of the week.

ii. Exclude. Select if you are creating a holiday item when the venue is closed, for example Christmas

Day.
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f)

iii. Override. Select if you are creating a holiday item when the venue is open, but the standard
settings are to be overridden by the calendar item, for example altered opening hours on

Christmas Eve.
Description. Enter a description of the item.

Start Date. Enter the date when the calendar item comes into effect. For example if creating an item to

cover the school holidays, enter the first date of the holidays.

End Date. Enter the date when the calendar item becomes obsolete. For example if creating an item to
cover the school holidays, enter the last date of the holidays. If this field is left blank the item will be used

indefinitely.

Day of Week. Use the drop-down menu to select the day of the week. Use this option when creating the

standard days of the week calendar items.

Product Calendar. The product calendar the calendar item is associated with.
Open Time. Enter the time the venue opens on the day(s) that are being defined.
Close Time. Enter the time the venue closes on the day(s) that are being defined.

Peak Start Time. Enter the start of peak time on the day(s) that being defined. This setting will be used to

determine whether customers pay the peak or off peak price for bookings.

Peak End Time. Enter the end of peak time on the day(s) that being defined. This setting will be used to

determine whether customers pay the peak or off peak price for bookings.

Once the details are complete select Save and Close on the ribbon to continue.

A

Note: The above process should be used to create a calendar item for each day your venue is open. In
addition you should create a separate calendar item for any day(s) that do not follow your normal opening
or pricing details.
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