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This document has been prepared as a User Guide for Reservations.

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

© Green 4 Solutions Ltd

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

Version Date Change Initials
V1.00 02/09/2014 This is a new document cp
V1.2 12/09/2014 Updates JW Jw
V1.3 15/09/2014 Updates CP CP
V1.4 30/09/2014 Updates JW Jw
V1.5 17/10/2014 Updates JW CP
V1.6 25/06/2015 Updated with Add Discount Percentage & Expiry Time for a JW
reservation
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RESERVATIONS

1. INTRODUCTION

The reservations functionality in Green 4 Ticketing enables you to reserve tickets for a future event for a customer that
already holds a ticket. The reservation can be set up with an expiry date and contains:

- Source Reservation Product (Series): the existing ticket

- Target Reservation Product: the new ticket that is being reserved for the customer

B R W

For example, a reservation can be set up for an existing Season Ticket holder to buy tickets for a cup match. The reservation
holds a Cup Match ticket for the Season Ticket holders for the specified period of time and will be released for sale to other
purchasers when the expiry date has passed.

A reservation is required for every bookable product that is sold, for example all Season Ticket holder products. As a result of
this you will end up with a large list of reservations as is shown in the example below.

To set up a reservation for the example above carry out the following:

within CRM. However, it is imperative that the product is not offered for general sale until after reservations

j Note: Before starting the following process ensure the fixture or season ticket on offer has been created
have closed, as it could result in seating conflicts.




1.1. SET UP THE RESERVATION PAYMENT TYPE

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

b) The Payment Methods view will be displayed:

il Wicrosolt Dynamics CRM
Payment Mbethsds | View  Charti  Add  Cuitomize
¢ sl Activate 43 Copya Link « P . 3 [&r Expart 1o Excel
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c) Tocreate a new payment method, select New on the ribbon (highlighted above). If a payment method for
reservations is already set up, there is no need to create a new one.

d) A blank Payment Method form will be displayed:

Payment Method | Add  Customize Stadium Dema o
l I % Save & New Sharing
Delete 7| Copy a Link
Save Save & Run Start Run
Close a E-mail a Link Workflow Dialeg Report
Save Collaborate Process Data
Snfamaticn == Payment Method
General - N
Card s
Chip & Pin
4
Notes General ~
Name *
P terl Payment Type ‘ Description
4 Common
External Payment ID Available Offline No Yes
B Activities ® o
[ Closed Activities Set amount to @ No () Ves Auto Pay @ No () Ves
B Audit History Eeccpaiota]
Lﬁ Booking Payments Sequence Number Provider Version
L& Additional Charges Post Redirect
L& Bookings Error Redirect Collect Account Data (@) No () Ves
Lﬁ Product Channels
L& Coupon Types Auto Advance Days Auto Expiry Days
|4 Payment Mandates Code
[ Bookable Products Charges
La Channels Charge Amount £ Charge Percentage
\_& Linked Terminals DT
4 Processes )
@ Workflows Tab Visibility Global @ No O Yes

e) Complete the following details:
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e Name. Enter a name for the payment type, for example “Reservation”.
e Payment Type. Select Reservation as the Payment Type from the drop-down list.
e Description. Enter a description of the payment method.

e No other fields on this form need to be completed, all radio button type fields will default to the
appropriate selection

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

Note: As the payment method is going to be used in the background by the system, it is not
necessary to link the payment method to a channel.

Record Created

‘ Payment Method Reservation Reservation None

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



1.2  CREATE THE SOURCE RESERVATION PRODUCT

The source reservation product represents the product that customer already holds, for example a season ticket
for the current season. To create the source reservation product:

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

b) All Active Reservation products will be displayed:

F
n Reservation Produds ew Charts Customize
J Jactvate 43 Copyaunk . . ti Fh Export to Ex
3 o Denctivate j!qnmuum. - \\-.J' 3 W IJ W Filtgr
Hew Bkt Fun Start Run haﬁu"'
W Deiete o Workfiow Dalog  Report. D#tas
Records ~ Collab-prate Process Dats
Venue Mana... £} | 53~ | pasenvation Procucts Active Reservation Products =
& Configurations - Hame = Bookabil
& Crest Accounts
5 Insteuctess
_ﬁ. Menu Board:

& Operator Groups

& Paymenrs Methods

& Prinberi

8 Referred fom cgtion
Resemaadions

& Reservation Produscts

.ﬁ- Reserved Bonkmgs

A —

] Workplace —

T Sales

%% Marketing

) Besking Masagement

‘ Unibenawan il

i venue Mansgement

' Service

c) Select New on the ribbon (highlighted above).

d) A blank Reservation Product form will be displayed:

44 Microsoft Dynamics CRM CRM2011 Administrator &
Reservation Product Customize STADILM &>

l I %Sa\re&New 1o Sharing ~ e = |
% X Delete J7 Copy a Link o e
Save Save & Run Start Run
Close ﬂl E-mail a Link Workflow Dialog Report~

Save Collaborate Process Data
Information Reservation Product Reservation Prod... ~ | |#
- General " New
Related ~ General
Mame * Series or Fixture * -
Series @ Fixture m
Bookable Product™ @
4 Processes
6{{. Workflows
Dialog Sessions

e) Complete the following details:
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e Name. Enter a name for the reservation product.

e Series or Fixture. Select whether reservation product relates to a series or a fixture. For example, if the
source product held by the customer is a season ticket, select Series.

e Series. If the reservation product relates to a series, use the Look up Records dialog to search for the
series.

e  Fixture. If the reservation product relates to a fixture, use the Look up Records dialog to search for the
fixture.

e Bookable Product. Use the Look up Record dialog to select the bookable product held by the customer.

e Once the details are complete select Save and Close.

Records Created

Record Type Series/Fixture | Series Fixture Bookable
Product

Reservation Source Product | Series League & Cup n/a League & Cup

Product Matches Season Ticket -
Standard

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



1.3. CREATE THE TARGET RESERVATION PRODUCT

The target reservation product represents the product that the reservation will be made for, for example a season
ticket for the new season, or a fixture ticket at a preseason friendly. To create the target reservation product:

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

b) The Reservation Products view will be displayed:

Reservation Products Vigw Charts Customize
7 Ativate 53 Copy a Link - ian) ? [ Export to Ex
Y &5 =0

1] Deactivate 'z E-mail a Link . “F Filter

Edit Run  Import

Run Start
x Delete Workflow Dialog Report~ Data.

Records Caollaborate Process Data

Venue Mana... (& L~ Reservation Products: Active Reservation Products ~

_& Configurations = |

_& Credit Accounts

g8 Instructors

€8 Menu Boards

L@ Operator Groups

& Payment Methods

g8 Printers

&8 Referred fram options

L@ Reservations

|8 Reservation Products

g8 Reserved Bookings
e

2] workplace

15} sates

Mame ~ Bookabl

(B Marketing

ﬂ Booking Management
B unknownio

i Venue Management

B service

c) Select New on the ribbon (highlighted above).

d) A blank Reservation Product form will be displayed:

44 Microsct Dynamics CRM CRM2011 Administrator &
Reservation Product Customize STADIUM &
| I | ! %Sa\re&New 1o Sharing ~ |
7 Delete 12| Copy a Link t‘="j X [> —D
Save Save & Run Start Run
Close ﬂl E-mail a Link Workflow Dialog Report~
Save Collaborate Process Data
Information ) Reservation Product Reservation Prod... || &
- General " New
Related ~ General
Mame * Series or Fixture * -
Series Eﬂ Fixture fﬂ
Bookable Product™ Eﬂ

e) Complete the following details:

10
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e Name. Enter a name for the reservation product.

e Series or Fixture. Select whether reservation product relates to a series or a fixture. For example, if the
target product is a new season ticket, select Series, or alternatively if the reservation is for a friendly
match, select Fixture.

e Series. If the reservation product relates to a series, use the Look up Records dialog to search for the
series.

e  Fixture. If the reservation product relates to a fixture, use the Look up Records dialog to search for the
fixture.

e Bookable Product. Use the Look up Record dialog to select the bookable product held by the customer.
The Bookable Product must be linked to the same Bookable Resource as the source reservation product
so that the seats can be matched.

f)  Once the details are complete select Save and Close.

Records Created

Record Type | Name Series/Fixture | Series Fixture Bookable
Product

Reservation Target Product Fixture n/a Cup Match 2 League & Cup

Product Fixture Ticket -
Standard

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



1.4 CREATE THE RESERVATION

Having created the source and target reservation products, you can create the reservation itself. The reservation
effectively joins the source and target products providing that the Bookable Resources match and creates a
reservation for each customer holding the source product. To create a reservation:

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

b)

The Reservations view will be displayed:

Resereations e Charts Add Cuslomee
j Arivate 4y Copy a Link . -
: i Deacteeate -ﬂE-:Iall & Link .. s e
New || Edn Conmed i SHart
K Delete . . Wicakibow Dualog
Becardi Cellaborate Process
Venue Mana... & L)- Raservations: Actva K e

j Comfigurations

& Ceedit Accounts

& Instructors

& Menu Boards

& Opemtor Groups

&% Payment Methods

& Prinkers

_ﬁ Referred from options
j Resenakions

& Reseration Peoducts
_ﬁ Reserved Bookings
4l workplace

AY1 Sades

I:'H}.

i Booking Management
i Unkrownld

ﬁvmm

=}
Hame =

c) Select New on the ribbon (highlighted above).
d) A blank Reservation form will be displayed:
44 Microsoft Dynamics CRM CRM2011 Administrator ©
Reservation | Add Customize StadiumTest o
I I %Save&New Sharing
Delete Copy a Link
Save Save & Connect Run Start Run
Close # E-mail aLink Workflow Dialog  Report
Save Collaborate Process Data
Information -
Reservation ecervatio -
General R ons
" New
Motes
4 General
Related
AT Name * Expiry Date [ v U
[} Connections Source Reservation [Q] Target Reservation 9
ﬁ Audit History Product (Series) Product
Lé Booking Products Sequence
4 Processes Discount Percentage
@ Workflows
Dialog Sessions » Notes

12
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Complete the following details:

Name. Enter a name for the reservation.

Expiry Date and Time. Enter the date and time the reservations will expire. The customer must purchase
the reserved tickets on or before the date and time entered. If the reserved ticket is not purchased on or
before the expiry date/time the tickets will be returned to general sale.

Source Reservation Product (Series). Select the source reservation product created as shown in section
1.2 creating the Source Reservation Product.

Target Reservation Product. Select the target reservation product created as shown in section 1.3
creating the Target Reservation Product.

Sequence. Enter the sequence number for the reservation. The reservation number determines the
priority of reservations when you have different source reservations products feeding into the same
target reservation product. For more details see the example below.

Discount Percentage. If applicable enter a Discount Percentage, this will be deducted from the current
price of the reservation product. For example, if 50.00 is entered, when the reservation product is added
to the basket in the POS or Web it will be displayed with a 50% discount.

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

Once you have saved the reservation record the reservations will be automatically created.

:-"'I *-. Note: The reservation will only become available to the customer once their source product ticket
-

has been printed.

Reservation Cup Match Source Product Target Product

Reservation



In the POS the tickets will be found by opening up a customer’s Booking Details before selecting View Purchaser

and the Reserved Seats tab. By default the customer will be offered the same variant type as they previously held,

for example if they have an Adult season ticket they would be offered an Adult fixture ticket if this variant exists.

However, the POS Operator will be able to change the variant type for the customer.

a)

b)
c)

Select the Buy Tickets option.

&

Information | Photo | Booking Histunl Reserved Seati

Customer Details

Addresses | On hold status

Event Product Orig Variant  Seat Product User Buy Seats
Champions League Fixtures| Champions League Series z| Student Block A- B3 [Joe Walker |
Champions League Fixture:| Champions League Series 2| OAP Block A- B4 [Mum Murphy |
Champions League Fixtures| Champions League Series 2| Junior Block A - B3 [Junior Murphy |
Champions League Fixtures| Champions League Series 2| Adult Block & - B&  [Jenny Murphy |
Champions League Fixtures| Champions League Series z| Adult Block A-C3  [Jenny Murphy |
Champions League Fixtures| Champions League Series z | Junior Block A-C4  [Junior Murphy |
Champions League Fixture:| Champions League Series 2| QAP Block A-C5 [Mum Murphy |
Champions League Fixtures| Champions League Series 2 | Student Block &-C6  |Joe Walker |
Cup Matches 2014/2015 | Cup Match Series 2014/201| Student Block A- B3 [Joe Walker |
Cup Matches 2014/2015 | Cup Match Series 2014/201| OAP Block A - B4 | Mum Murphy |
Cup Matches 2014/2015 | Cup Match Series 2014/201) Junior Block A - B5 |Junior Murph |
Add on-hold Add Address ‘ Buy Group ‘ Buy Tickets ‘ ‘ OK

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

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

14 Select Product Variant = g b
Event Product Seat Variant Variant Quantity
Champions League Fixtures| Champions League Series | JW Block 1 - #| Adult Adult 1
Select
Junior |1
Select
QAP 1
Select
Student| 1
Select
0K Cancel

Cancel

d)

14

A new display will open where it is possible to Select the other Variant types related to this product.
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There is also the opportunity to Buy Group reserved tickets. This process turns a multple selection of single
reserved tickets into a group ticket, e.g. a family ticket. Note: an apprpriate variant type that includes more than
one person such as a Family variant must be connected to the bookable product for this to be possible.

To buy group reserved tickets:
a) In EPOS open up a customers Booking Details before selecting View Purchaser and the Reserved Seats tab.

b) Select the seats that are to be bought as part of a group by selecting them in the Buy Seats collum of the
Reserved Seats form (See below).

Information | Photo | Booking History | Reserved Seats | Addresses | On hold status | Dedaration
Event Product Crig Variant  Seat Product User Buy Seats
Champions League Fixture: | Champions League Series 2| Adult JW Block 1 - £] Joseph Walke ‘
Champions League Fixtures| Champions League Series 2| Adult JW Black 1 - #|Joseph Walke ‘
Champions League Fixture:| Champions League Series z| Adult W Black 1 - #|Joseph Walke ‘
Champions League Fixture: | Champions League Series = | Adult JW Block 1 - £] Joseph Walke

c) Once the seats have been selected, choose the Buy Group button at the bottom of the Reserved Seats form.
This will open the Select Product Variant Form.

T
MNewcastle \ Green 4 Away Match Adult JW Block 1 - £|Joseph Walke |
MNewcastle \ Green 4 Away Match Adult JW Block 1 - £|Joseph Walke |
Add on-hold Add Address Buy Group | ‘ Buy Tickets ‘ ‘ 0K ‘ ‘ Cancel

d) This will open the Select Product Variant Form.

e) Select Change Variant. A new form will open where it is possible to choose the group Variant, for example a

Family.

f)  When the new group variant has been selected, the Select Product Variant form will be displayed again. Select

Ok to continue to purchase this group of tickets




k= Select Product Variant - o IEN I=] — I:I

Event Product Seat Variant Variant Quantity
Champions League Fixtures| Champions League Series z| JW Block 1- £

‘ Change Variant ‘ Family |4
Select

e

Reservations also show on the Web. Single and Group Reserved tickets can be purchased on the Web. The
example below shows how a reservation is displayed on the web:

File Edit View Favourites Tools Help

] ’_ Welcome back Joseph Walker

AN == R -

Reservations

Champions League Fixtures 2014/2015 - Champions League Series 2014/2015

Product User Seat

Joseph Walker JW Block 1 - A14
Joseph Walker JW Block 1 - A16
Joseph Walker JW Block 1 - A20
Joseph Walker JW Block 1 - A6
Joseph Walker JW Block 1 - A7
Joseph Walker JW Block 1 - A9
Joseph Walker JW Block 1 - B20

16
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If you sell two types of season tickets, for example Weekday League Games and Weekend League Games, and you
wish for customers with both of these tickets types to be offered a match day ticket for an upcoming cup match.

In this example you could have two people using the same seat, i.e. Susan Jones sits in seat Al at the weekend
(using her weekend season ticket), whereas John Smith sits in seat Al during the week (using his weekday season
ticket). When you set up the reservation, you must therefore decide which source product takes priority. The
reserved seat will be offered to the individual holding the priority ticket only. In Green 4 Ticketing priority is set
using the sequence number on the reservation.

The table below explains how the sequence numbers could be used:

Susan Jones Weekend League Games | 1 Al Yes
John Smith Weekday League Games 2 Al No
Helen Milton Weekday League Games | 2 A2 Yes

Holders of lower priority source products will only receive a reserved ticket if the seat they usually occupy is not
distributed through a higher priority reservation.

To set up reservations for two source products carry out the following:
a) Create a Source Reservation Product for the Weekend League Games series
b) Create a Source Reservation Product for the Weekday League Games series.
c) Create a Target Reservation Product for the Cup Match.

d) Create a reservation to link the Weekend League Games reservation product to the Cup Match. Ensure
that the sequence number is set to 1 (this is the priority)

e) Create a reservation to link the Weekday League Games reservation product to the Cup Match. Ensure that
the sequence number is set to 2.

Note: When creating reservations using a number of source reservation products, it is important
: 1 E that you create the reservations in order of priority, i.e. you create the highest priority

reservations first.




