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ABOUT THIS DOCUMENT

This document has been prepared as a User Guide for the Multi Currency and Cash Handling
functionality in CRM 2011.

NON-DISCLOSURE

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

COPYRIGHT
© 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.

DOCUMENT CONTROL

Version Date Change Initials

09/10/2015 This is a new document

CONTACT

Any correspondence should be addressed to:
Product Development

Green 4 Solutions Limited
16-17 Midland Court
Cenftral Park

Lutterworth
Leicestershire

LE17 4PN

UK

Phone: +44 (0) 845 508 8149

Email: support@green4solutions.com

Web: www.green4solutions.com
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MULTI CURRENCY

The Multi Currency functionality allows different currencies to be created within CRM, which can
then be used within the POS to purchase products. The currency exchange rate can also be

conftrolled, as well as which currency actual change is to be given in.

MULTI CURRENCY CRM SETUP

The steps below outline the process which must take place within CRM for the Multi Currency
functionality to be enabled.

STEP 1. CREATE THE APPLICATION CURRENCY AND TRANSACTION CURRENCY

Firstly the Application Currency must be setup. For each currency that is fo be used within the system an
Application Currency must be created. Linked to the Application Currency is the Transaction Currency,
this is where the Currency Code and Exchange rate are established for the Application Currency being
created.

To create the Application Currency, the following instructions must be completed within CRM:
a) Select Product Management on the navigation bar and from it choose Application Currencies

b) A list of any previously created Application Currencies will be displayed. Select New on the
ribbon.

c) The Application Currency form will be displayed, complete the following details:

Sl Microuclt Dynarmics CRM CRM2011 Admimestrator @
Aspireten Corency uttom e SudgiunTest o
H ‘[é @;m-a.w Ruring
Dot » Copy aune
S Sawd an Shert Riim
Oowe o ol g U Worfiw Disiog  Sepont
Save Cotlaborete Provess Oete
;'_*'m [:j] Applicatian Camency
e New
4 General
Nawe * |
Trensaction Curmency 3

¢ Name. Enfer the name of the Application Currency, for example GBP, Euro or U.S
Dollar.

¢ Transaction Currency. Use the magnifying glass to search and lookup the relevant
Transaction Currency. This is where the Currency Code and Exchange rate of the
Application Currency is controlled.

If the relevant Transaction Currency does not exist within the system, select New in the Look Up Record

window and complete the following:

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




S OLUTIONS

n [ﬂ L[L_;I Save and Close [ﬂ I._t}')ﬂelp -

E_'l Currency: New
~ 4 Information

Information 4 General
L General
Currency Type (@ System () Custom
Related Currency Code * [G] currengy Precision *
4 Common . "
o Currency MName Currency Symbol
3 Audit History

. L - . Currency Conversion
_‘ﬁ Application Currencies

4 Processes
@{g Workflows GBP1.00=*
[E| Dialeg Sessions

o Currency Type. Select System.

o Currency Code. Select the magnifying glass, this will display a large list of
Currency Codes. Place a tick next to the relevant Currency Code. This
should be the currency code of the Application Currency that is being
created. For example if creating an Application Currency of U.S Dollar,
select the USD Currency Code.

o Currency Name. When a Currency Code has been chosen the Currency
Name will be automatically completed. E.g. US Dollar.

o Currency Precision. When a Currency Code has been chosen the Currency
Precision will automatically be completed.

o Currency Symbol. When a Currency Code has been chosen the Currency
Symbol will automatically be completed e.g. $.

o Currency Conversion. The Currency Conversion field is where the Exchange
rate being offered for this currency against the default base currency in
your system is entered. For example if the base currency in your system is
GBP and you were creating a Transaction Currency of USD the area would
be displayed with ‘GBP 1.00 = USD *Enter Conversion*.

e Select Save and Close on the ribbon.

d) The Look Up Record window will be displayed, select Ok. The Transaction Currency field will be
completed in the Application Currency form.

e) Select Save and Close on the ribbon.

’ Note. A plugin has been created so that Application Currencies cannot be
£ duplicated.
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Example of an Application Currency and Transaction Currency Created

The tables below show the fields that have been completed for an example Application and Transaction
Currency form, created for this document.

Record Transaction
Type Currency
Application | US Dollar US Dollar
Currency

Record Currency Code Currency Name Currency Precision Currency Symbol Currency Conversion

Transaction | UDS US Dollar 2 $ GBP 1.00 = USD 0.75
Currency

STEP 2. SET THE APPLICATION CURRENCIES TO THE COMPANY DETAILS

The next step is to add the Application Currencies created in the system to the Company Details. This will

determine which Currencies will be displayed in the POS so that it is possible for products to be sold using

the applicable currency.
To setf the Application Currency against the Company Details, complete the following instfructions:

a) Select Venue Management in the navigation area before choosing Company Details

- Company Detals View Crarts Asd Custormaxe
) Actioste 4y Copya Uk a ; I
=
== Desctrvate (] Smat e Link o '—’ v
2r

New ER Fun Sart mport
* e WonSow Disiog Report. Defes

fecors Loitadorste Process o
Venue Mana.., & - Company Detalls  Active Company Detalls ~
O Bockatie Rescurces (] comasny tame o

& Bockrg Operators AT gresns

& Compiny Detsite

@ Coupon 1ypes

L Decarations

| @ Instructars

L Menu Boarts

L& O Hold Reasons

| Faymars Mancates
& Fayment Metmods
G Pryment Scrmcules
. Refered fom options
L) Resevaation Procucts
& Termivats v
4

Workplace Al

Venue Management |
Membership

b) The currently active Company Details will be displayed, double click to open it in form view.
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c) Within the navigation bar of the Company Details form, select Application Currencies.
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d) The Application Currency Associated View will be displayed, select Add Existing Application

Currency in the ribbon.

Company Detnls Ang Cugtomize Ansficabon Cumrencies
H Actioate _-k Sulk Delete 4 Copy = Umk Y Save Filtess '
—:! Dvactivate &' Emal 5 Link Sawe Fiflem 2 New View
Agd Existing Aoptication || Eat Set As Defaclt  Chart
Cormency Remowe View Fane s
fecoros Codlaborame Cument View View
Inlosmbion ﬁ] Company Details
Genaral "
|Z Cobons 9
hotes 3
& Application Currencies Application Currency Associated View *
Retated l% Name o Trarsacticn Curr..  Created On
] es# Pound Shering 08/7/2015 1390
4 Common
<) Audit History
4 Processes
(5 W rbdl

e) A Look Up Records window will open displaying the Application Currencies previously created.
Place a tick next to the relevant Application Currencies before choosing OK.

-

Look Up Records-- Web page Dialogue
Cim fed greenderm co ok 2300

Look Up Records
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f)  The Application Currencies will now be linked to the Company Details. Select the General tab in

the navigation area before selecting Save on the ribbon.

Example of the Application Currencies that have been connected to the Company Details

The table below shows an example of the Application Currencies that have been set against the

Company Details.

Record Application
Type Currencies

Company | GBP
Details

US Dollar

STEP 3. SET THE CHANGE PAID CURRENCY IN THE COMPANY DETAILS

It is possible to be able to choose the currency in which change will be provided. For example, although
someone may pay in U.S Dollars change may only be given in British Pounds and this can be set within
the Company Details form. The amount of change that is given if using a different currency to the one
that the product has been paid in will be governed by the Currency Conversion rate entered in the

Transaction Currency.

To sef the Change Paid Currency complete the following process:

a) With the Company Details form still open, scroll down to the Payments section of the form and

complete the following field:

Payments

Change paid e}
currency

e Change paid currency. Use the magnifying glass to Look Up and select the Application
Currency that change will be given in.

b) Select Save and Close on the ribbon.
Example of the Change Paid Currency that has been set against the Company Details

The table below shows an example of the Change Paid Currency that has been set against the

Company Details.

Record Change Paid

Type Currency

Company | GBP
Details
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STEP 4. VARIANT PRICE LISTS

Products which are going to be sold using different currencies will need to have a Variant Price List
created with an Application Currency related to it. The Variant Price List will then be added to the
Bookable Products where the pricing is to be entered.

Variant Price Lists must be created for each currency a product is to be sold in. For example, if selling
products in more than one currency, e.g. British Pounds and U.S Dollars, a Variant Price List will need to be
created for each of these, with both being added to the Bookable Product.

This means that when the currency is chosen on the POS, only those products using the Variant Price List
which have an Application Currency that matches the chosen POS currency will be displayed. If no
products are using a Variant Price List with an Application Currency that matches the currency selected
on the POS, no products will appear on sale.

f Note. It must be remembered that the standard process applies to placing a product

! on sale that is using a Variant Price List with an Application Currency linked to it. The
Variant Price List must be added to a Channel Price List that is linked to an active Sales
Plan.

To create a Variant Price List and add the Application Currency, complete the following instructions:

a) Select Product Management in the navigation area before choosing Variant Price Lists.

Wariant Price Lists View Charts Add Customize

fwat =3 G Link
= Artivate =5 Copy a Lin g U";
= Dieactivate fﬂ E-mail a Link . =
Mew Edit Run Start Run Import
>( Delete . ‘Workflow Dialog Report~ Data«
Records Collaborate Process
Product Man... {3} i~ Variant Price Lists Active Variant Price Lists|

Name &
2013/2014 Away

_% Analysis Categories

_% Bookable Products

@ Bockable Product Modifi...
% Dispatch batches

@ Fixtures

_% Product Calendars

_% Product Sessions

_% Product variant location...

~

Advanced Match Ticket

Bridgestop Badger vs Sporting Green 4
(3 POS price list

3 Spedial

3 web price list

% Product Zones Category A
_% Reservations Category B
[ sales Plans e
& Series
default
_% Stock movements
- Early Bird

f+b

@ Variant Price Lists
Variant Types v
-5 a

Frampton Foxes (Away) Vs Sporting Green 4

MatchDay Ticket
Workplace ~ Merchandise
Sales QA
Marketing QA e

QA DPH Fixture & - Standard
Loyalty QA Seacon Series 2013-2014
Bookings S8

Series Renewal
Product Management I

Standard Pricing
Standard Ticket

D000 0oo00O000oooooooooooogld

Venue Management

b) Alist of the currently active Variant Price Lists within your system will be displayed. Select New in
the ribbon.
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c) Within the Variant Price List form, complete the following fields:

<8 MiG0soR Oynemics CRM CRM2011 Administrator ©
Visiant Price Ust A ohiyrite StaclumTest o,
| I 55&!&?0&' Sharirg
Delote Copy a Unk
Sxwve  Sove X Hun Start Run
Oloze o Samail 2 Unk WorkSow Oixog Sepan
Lne Coflabocats Proces Dets
L‘m [.-Q Vanant Price Lst
Ceney A
New
4 General
Nome * | Price List Status * Tewt 7]
Azpiication Cureency |
Prce Liste Prices

e Name. Enter a name for the Variant 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.

e Application Currency. Use the magnifying glass to look up and select the relevant

Application Currency.

d) Select Save and Close on the ribbon. A new Variant Price List must be created for each
Application Currency that products will be sold. They must then be added to the applicable
Bookable Product in the normal manner where the price is entered. Also ensure it has been

added to a Channel Price List that is linked to an Active Sales Plan.

Example of Variant Price Lists that have a linked Application Currency

The table below shows an example of the Variant Price Lists created with Application Currencies linked to

them.

Record Name Application Price List Status
Type Currency

Variant Standard Pricing GBP Active
Price List (GBP)

Variant Standard Pricing usb Active
Price List (USD)
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STEP 5. PAYMENT METHODS AND MULTI CURRENCY

The Payment Methods that give the option for the currency to be switched, when paying for a product,
must be flagged to allow optional currency payment. Furthermore the Application Currencies, which

can also be switched when using the applicable Payment Method, must also be related to the Payment
Method.

S 0L

4

UTIONS

To allow the Payment Method to have optional currency payment, allowing the currency to be changed
when paying for a product, complete the following setup within CRM:

a) Select Venue Management in the navigation area before choosing Payment Methods.

h Payment Methods WView Charts Add Customize

44 Microsaft Dynamics CRM

L& Booking Operators
._% Channels

L& Company Details
._% Coupon Types

L& Declarations

L& Instructors

._% Menu Boards

._% On Hold Reasons

§% Payment Schedules

L& Reservation Products
._% Seat Classes
L& Terminals
T
Workplace
Sales
Marketing
Loyalty
Bookings

L& Payment Methods

._% Referred from options

Product Management

Venue Management I

>

<

>
D0OooOoOoOoo0oooooooooooooad

Account
Bocking Agent
Cash

Cashless

Chip and Pin
Commldea Card
Coupon

Credit

Credit Account
Direct Debit
Direct Debit Absolute
Direct Debit Gloucester
Discount
Internal

Invaice

Loyalty

One Year DD
Points
Reservation
RFL/Sponsor

rss

Series

Series

Account
Invoice
Cash
Cashless Card
Chig & Pin
Card
Coupon
Credit
Credit Account
Finance
Finance
Finance
Discount
Invoice
Invoice
Loyalty
Cash
Loyalty
Reservation
Invoice
Invoice
Series

Series

e Activate 53 Copyalink - i%, . “_g [X» Export to Excel ﬁ

= El=r . .

— Deactivate  “fz] E-mail 2 Link - LI 7 Filter
Mew Edit Run Start Run Import Advanced
}( Delete . Workflow Dialog Report~ Data ~ Find
Records Collaborate Process Data

Venue Mana... {2} L~ Payment Methods Active Payment Methods ¥
L& Bockable Resources Mame & Payment Type Available Offline...  External Payr|

Mo

Mo

Mo

Payment Method form, such as Cash.

Allow optional

currency payment

.

|/-:| N 0

l@-:l Yes

c) With the Payment Method form open, complete the following:

b) A list of the currently Active Payment Methods will be displayed, select and open the relevant

¢ Allow optional currency payment. Select Yes for a drop down to appear in the Payment

Method area of the POS where it is possible to select a different currency to complete the

payment. The conversion rate will be worked out via the value entered in the Transaction

Currency. Change will be given in the currency entered into the Change Paid Currency

field of the Company Details form.

Select Save on the ribbon.
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e) Next, the different Optional Currencies which will be available to select from when completing a
payment with this Payment Method must be related to the Payment Method.

f) Select Optional Currencies in the related area of the Payment Method form.

B s |
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o et
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g) The Optional Currencies Application Currency Associated View will be displayed. Select Add
Existing Application Currency in the ribbon.

= —
f i e 1
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sy I B Optonal Lunno Application Curreecy View *

h) A Look Up Records window will open displaying a list of Application Currencies previously
created. Place a tick next to each of these which can be used as Optional Currencies and thus
can be selected to change the currency to pay for a product on the POS.
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i) Select Add before choosing OK. The Application Currencies will show in the Optional Currencies
Application Currency Associated View.

o oo Dyramcs O

'Y oy Meny . .

T M i New Vs
L S0t A Dutngt Ohet B Shart R
- Mee  Warefuy Dwisy  Recert e

st Ve Vieow Proceu

!w| Cuymant Methud

i & Cptionsl Curtencies Application Currency Associated View ~
oees | darrw o Transaction Curr, Cwates On
T Ear0 & 009215 1726
Velatr ] s Foung Stering TAOTROS 124D
i ] wuF foun OA/B2I5 0550
3 Activees ] Ut Dotar US Dot 4BNS 1145
3 Gosed Atvmes
o] Audt Hatury
A Booking Paymens
) WSt Tharges
& Bockings
& Produit Cramneds
& Merrtarstap Statams
& Credt Azcowt Tramsa.
& Bookatle Feoducts
3 Parment Mendates
& Cowpon Types
£ Damen
A Opsmral Curmecs |

Q Lemkad Twrmmals

i) Select the General tab in the navigation area before choosing Save and Close on the ribbon.

Example of the Payment Method form and Multi Currency

The table below shows an example flag set in the Payment Method form and the Optional Currencies
related to if.

Record Allow Optional Related Optional

Type Currency Payment Currencies

Payment Yes GBP
Method
Euro
HUF
US Dollar
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STEP 6. BOOKING PAYMENTS AND MULTI CURRENCY

After a booking has been made with a payment of a different currency a Booking Payment will be
created which will be linked to the Booking. Within the Booking Payment form, details of Tendered
Amount and which currency this was taken will be shown as well as the Change Amount and in which
currency this was given. Moreover, the Tendered Amount Exchange Rate and Change Amount
Exchange Rate will be displayed in this form.

To access the Booking Payments form, complete the following instructions within CRM:

a) Inthe navigation area, select Bookings.

n Bockings i Ty Customize
Actuate 43 Copyalnk o 2 . -
j Dwactivate di'ul alUne . i lj,
New £ o Stat R mport
)( Detete . Work®fos Doy Report. Datae
r':._‘f"i' Coladyorate “rocess
Bookings o g Bookings  Active Bookings ~
& Bookwgs [] fooking Refeen..  Tots Price focking St
Q toserg Proau: ] 1000000 3700 Acwe
] 100000 3700 Adive
] 1000002 £2100 Adive
1 1000003 £3720 Active
(] 1000008 £2100 Actie
1 1000005 3700 Adtve
] 1000006 £2100 Active
1 1000007 E3T00  Active
] 1000008 2100 Adive
] 1000008 £2100 Active
11000000 2120 Adive
] 1000001 2100 Active
1 1000012 £2100  Active
— l | 1000003 £4200 Artive
¥ AL 10000 £100  Active
Sales | 10000%5 2100 Active
Marketing 7* 1000017 £2100 Actve
] 100008 2100 Attive
oy (] 000019 2100 Adive
Bookings I 1 10300201 (2120 Adhve
Product Management _1 Wonat 2100 Adive

b) A list of Active Bookings will be displayed, use the search for records text box to find a relevant
booking where multi-currency has been used. Upon finding a Booking select and open it in form
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h S Ncoai Oyecr O oY pemnetyone
[ . Todmtes o
e s rem Y
s o O 8
Cloes X Dene Wirwtem  Wexton Oy egos .

e g Wy [ow— citle

T - %' order 87772015 4:48:43 PM
— * Gooorsl ~

oA ot

7 WE —y My VY Onses Ty
A ~cream Dt i W3ice v i s et 'l
& Ot Scrtms < e =
A Aart renay e :“ - ]
& Biatay Druvgs ow F L B fewaiis
O trarpibits -
O Lechcan e
& bty Qustsss Stwand
& Bonbng Pererris Daeset Ve »e Drrrt e
& Braaeg Prasns SR ko )3 1
O Metod Tamen
B i e Dgmne
& Procect devvean vt ey 3 CevDetan
g e velae (s oaed Ve BLX
e ey v
& terame e e PO Yo WS Oy
& Cmeern PR B oS fp——— - vl
B vastn
& Linbug Tudat Cop — L
& tockas Predan B ooy Oy
& Dmatorn -
ol"—dnr-\ o v
D Fesermd bsbngi &

+ 44 (0) 845 508 8149 | support@green4solutions.com | www.green4solutions.com 14 |

Page



S OLUTIONS

c) Within the Booking form, select Booking Payments in the related area.

i Teen < Micstuot Dyvarses CRM CRMZ011 Mdmisistrans D
seary Prren StatumTes
- - R - : -
: ] pssg i ¢ Y |
AG0 New So00ANg AQG Exising B [rre. Cran ' W S0t 30
e s ad s e 2 Pacw o Wat Saport o ‘mrets
T = :
s (] "oueg Soatr e
| S ’ order 9/7/2015 4:48:43 PM
f

5 Olowed Activtios
4 Audl Hutoky

O Rocking Charge
b BockimgH itoves
O Szt

o

@ hookrg Fayments Booking Payment Associated View *

hare Saymert Metha.  Paymem Amour.  Bockng Operat

Can® Paymet! Canr Sa200 =

l & Basking Papmrers

O Scchang Ticeats
O Pt Joiss

& OBt Arvies
& oot Bszcatam

O Taln

Paymer Siva

Azoovedt Ceme

d) The Booking Payment Associated View will be shown, select and open the Booking Payment.

e) Within the Booking Payment form, find the Cash Handling section, these fields will highlight the

following:

Tendered

Tendered Amount

Tendered Amount
Exchange Rate

Change

Change Amount

Change Amount
Exchange Rate

4 Cash Handling

60.00

0.7500000000

£3.33

1.0000000000

Tendered Amount L%, s Dallar )
Currency
Change Amount l_% GEBP ]
Currency

Tendered:
[ )

Change:

Tendered Amount. This will display the amount of money that was given.

Tendered Amount Exchange Rate. The tfendered amount exchange rate will be

shown here.

Tendered Amount Currency. The currency of the tendered amount will be

displayed here.

Change Amount. The amount of change that has been given will be shown here.

Change Amount Exchange Rate. The Change Amount Exchange Rate will be

displayed here.

Change Amount Currency. The currency in which the change was given will be

displayed here.

f) Select Save and Close on the ribbon to exit the Booking Payment form.
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THE POS AND MULTI CURRENCY USE

The Multi Currency functionality allows different currencies to be created within CRM that can be used
within the POS for products to be purchased. Change will always be given in the Change Paid Currency
that has been set within CRM.

STEP 1. SELECTING THE CURRENCY ON THE POS

The currency can be changed in the POS to control what currency the products appear on sale in. To
change the Currency inside the POS, complete the following:

a) Select the Currency tab. A drop down will appear displaying the available Currencies that can
be used on the POS.

StadiumTest

LI UL m—-'lmw' TH howwt ‘ Oowe T8 | ) (2 i L
i wod B Pl Bocting | Fend Sowt | Tabe | Custime | Conpmn | Conlibons Acsaninits | O | Arosss Gl
v -
Nelvrmmce Mo
Merm - L o Ios
‘ o
Fetiew s e |
(| ™
"y
Dt fos Pranns Buibiine by ks
P
At ivrer
O o o

b) From here select the appropriate Product to purchase. The cost of the product will be displayed
in the Currency that has been selected.

L)) VENUE: StadiumTest, VERSION: 3,7.0.91 (Onling)
StadiumTest | , 2
d1. SH1 Wlﬂ)‘ Cash Handling I' ik Report
Current Booking |Find Booking | Find Seat | Tabs | Customer | Coupon | Cashless Accounts | Other | Access Gate
Fixtures>Sporting Green 4 vs Lichfoed Lions
§ 2000 = | 0 +
T
s 1500 | | 0 +
Pl
$ 18.00 = 0 +
{ Pamad
CONTINUE
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STEP 2. COMPLETING PAYMENT AND RECEIVING CHANGE

Upon reaching the Payment Method window it is possible to change the currency in which payment will
be received in. Using the Conversion Rate entered into CRM this will convert the cost of the product into

the newly selected currency correctly making it a simple task for the POS operator to request the correct
payment cost.

Additionally, any change is only given in one setf currency (This has been set in CRM) If a customer is to
receive change, again this will be converted accordingly intfo the appropriate change currency whilst
issuing a message fo the POS Operator on the correct amount to give.

To complete a Payment when changing the currency, complete the following:

a) With the appropriate Payment Method window open, select the Currency button.

U - B
Cash
Booking Tetalis 2000
Promecion Value:ss 000
Anicnant Poid:s oo
Balance to Payis noo
Payment Chargeis 2,00
Total for Full Paymenti$ .00
Aot Teaderedi S
Qarwey -4
n—-un| | ‘ ' ToT o " e |
This Paymernt:§ 2.00
Cnonws Dutarts
Joseph Walker () vulveroogeertsmeos com)
Togh Strad, Lutterworth , Letomlenhire
Serst Cordrmaticn Cred %0 Castorse o Prwt Recost
fandt Corfrmaticn Crud tu Dpaester
- [~

b) A drop down will appear showing all of the Optional Currencies associated to this Payment
Method.

Booking Totaly
Promotion Value:$
Amount Paid:$
Balance to Pay:$
Payment Charge:$
Total for Full Payment:S
Amount Tendered:$

Nt 0N X | ot | oo 0 Ead
.
This Payrment s
Curtwrwe Detabr o
Joseph Walker oo som)
oh Strast, Luttorworth | Lecestersiire
o

Send Cemtrrvatae B to Cuttomer
Serdt Cerfrrupton Emad o Qpwrtor
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c) Select the Optional Currency that the payment is to be changed to. The currency will be
converted using the rate entered into CRM.

Cash
Booking Totak:f 26.67
Promotion Value: £ 0.00
Amount Paid: £ 0.00
Balance to Pay:f 2067
Payment Charge:f 0.00
Total for Full Payment:£ 26.67
Amount Tendered:£
' Currency | GBI (
'm(ou)“l SoRt ‘ ToTAL H 20 ‘& &0 l‘ &
This Payment:£ 26.6
Customer Details:
Joseph Walker (jwalkeroor | com)
High Strest, Lutterworth , Lalcestarshire
[7] Send Confirmation Esat to Customer [ Print Recegt
|_| Send Confirmation Emat te Oparator,
Loy ‘ Exe

d) Select the amount of cash given and choose pay. If change is to be given, a new window will
appear showing the amount of change for this payment, this will be converted to the currency
that has been entered as the Change Paid Currency in CRM.

@ Change to Give: £33.33
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CASH HANDLING

STEP 1. SETTING THE OPERATOR & WITNESS PIN IN THE COMPANY DETAILS

Within Company Details sits the options to control whether an Operator or Witness requires a pin to add
or take money out of the fill.
To conftrol whether an Operator or Witness requires a pin, complete the following details:

a) Select Venue Management in the navigation area before choosing Company Details.

- Company Detals View Crarts Aud Custormze

WY TS o B By

Deactivets m Lamatalnk o

New EdR Fun Seart
W Dee= Wonsow Disiog n:pm. :m.
fimcorus 1 Croges: o
Venue Mana.., &} (- [ Company Detalls  Active Company Details ~
@ Bockatie Sescurces ] company tame o

| &) Boskaing Operators "D greans

b) The currently active Company Details will be displayed, double click to open it in form view.
c) Within the Company Details form, scroll down to the Terminal Float Session Options and complete

the following:

Terminal Float Session Options

Operator Pin {‘:} Mo @ Yes Witness Pin @ Mo D Yes
Required Required

Terminal Float Session Options

19|
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e Operator Pin Required. Select Yes if a pin is required to be entered into the POS when an
operator puts money into or takes money out of the fill. Select No if a pin is not required for
this process.

e Witness Pin Required. Select Yes if a pin is required to be entered into the POS by a witness
when an operator puts money into or takes money out of the fill. Select No if a pin is not

required for this process.

d) Select Save and Close on the ribbon.

STEP 2. SELECT THE BOOKING OPERATORS WHO CAN ACT AS A WITNESS

This step can be skipped if Witness Pin Required has been set fo No during Step 1. If the Witness Pin
Required has been set to Yes, it is important to distinguish which Booking Operator can use their Pin and
act as a Witness. For example the Ticket Office Manager may be the only person who can do this.

To set Booking Operators as Witnhesses, complete the following:

a) Select Venue Management in the navigation are before choosing Booking Operators.

—= o ) 4 Cosvairn -
o
" L TTE 3 '

v 2
K Doewe o i Pexxrt + Dita -

Yook o Active Booking Operatq

Deve Wertveg

b) Alist of Active Booking Operators will be displayed, select and open the Booking Operator whose
pin can be used as a Witness Pin.

c) Within the Booking Operator form, ensure the following flag has been set

Cash Handling () No (@) Yes
Admin

e Cash Handling Admin. Select Yes for the Booking Operator to be able to use their pin as a
Witness Pin during the Cash Handling process in the POS.

d) Select Save and Close in the ribbon. Repeat the above process for any other Booking Operators
who can act as witnesses.
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STEP 3. SETTING THE TILL POD LIMIT IN THE CHANNEL

ATIill Pod Limit can be set with the Channel settings. This will control the amount of money that can be
held in the till until a warning will be displayed if the amount has been exceeded. Furthermore a setting in
the Channel controls if the Terminal Float Session window will automatically open when the POS is
opened, if no current session is taking place.

To set the cash handling options within the Channel, complete the following instructions:

a) Select Venue Management in the navigation area before choosing Channels.

— [N— & Copyairk .

r A LT -

Crannels  Active Channels =

Nive ~

a

Product Mansgerment
Venue Management

b) Alist of Active Channels will be displayed, select and open the relevant Channel e.g. POS

c) With the Channel form open, scroll down to the Cash Handling section and ensure the following
are completed:

4 Cash Handling
Pod Limits

Till Pod Limit £400.00 Till Pod Limit 3
‘Waming Interval
Session Turns on .:::. Ma @. Yes
Cash Handling
Pod Limits

e Till Pod Limit. When the till reaches this Till Pod Limit figure a warning will be displayed,
requiring the fill fo be emptied.

e Till Pod Limit Warning Interval. Enter the number of bookings that have to be made for a Till
Pod Limit Warning message to appear on the POS. For example, if 3 is entered and the Till
Pod Limit has been exceeded, a message asking for a fill pod liff to be carried out will be
shown after every 3 bookings made on the POS.

¢ Session Turns on Cash Handling. If set fo Yes, when the POS is opened the Terminal Float
Session window will automatically be displayed if there is no current Terminal Float Session
taking place.

d) Select Save and Close on the ribbon.
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STEP 4. CASH HANDLING SESSION REPORT PRINT TRANSFORM

A Print Transform must be added for a Cash Handling Report to be displayed when they are selected in
the POS. The report will show details of the Initial Float, any Lifts and Drops into the float as well as an
Expected Final Float estimate.

To create the Session Report Print Transform, complete the following details within CRM:

a) Select Settings in the navigation area before choosing Print Transforms.

-y - - - e
i 8w ]
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b) A list of Active Print Transform will be displayed. Select New in the ribbon.
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c) A new Print Transform will open, complete the following details:
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General
e Name. Enter a Name for the Print Transform, for example Session Report.

e Printer Job Type. Select the magnifying glass to open up a Look Up records window,
choose New. A new Printer Job Type form will open, enter the Name; SessionReport before
selecting Save and Close on the ribbon and choosing OK in the Look Up Record window.
The new Printer Job Type will have been added to the Print Transform form.

e Printer Driver Type. Use the magnifying glass to look up and find the Windows Printer Driver
Type.

XSLT

e Transform. Enter the Cash Handling Session Report Print Transform here. This can be found
by contacting a Green 4 Consultant.

Select Save and Close on the ribbon. Next the Print Transform must be linked to the relevant
Terminal.

Select Venue Management in the navigation area before choosing Terminals.

3 |
Nre . A rroay
B . ™ AN Aeoont « Dty

% Deete 2 o Eals Lk

Verwse Mana... (3 - Tormsals  Active Terminals =

O tooti Fescun Natw -

A list of Active Terminals will be displayed. Select and open the Terminal that the Cash Handling
Session Report is to be linked to.

With the relevant Terminal open in form view ensure that the following two fields have been
completed.

Session Report Ei Session Report Ei
Printer Transform

e Session Report Printer. Use the magnifying glass to search and look up the Printer that is
going to be used to print out the Cash Handling Session Report

¢ Session Report Transform. Use the magnifying glass to search and look up the Session
Report Print Transform previously created.

Select Save and Close on the ribbon.
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STEP 5. TERMINAL FLOAT SESSIONS

Each time a float session is opened in the POS, a new Terminal Float Session will be created within CRM.
This will display the Start Time and (if applicable) End Time of the float, the Operator who added or
removed the float as well as any Float Add/Removal witnesses.

Linked to a Terminal Float Session are the Booking Payments that were made during the Float Sessions. A
Terminal Float Session Transaction is linked, which displays all the transactions that have taken place
during the float session such as the Initial Float as well as any Lifts and Drops.

To view the Terminal Float session and the related entities linked to it, complete the following:

a) Select Venue Management in the navigation area before selecting Terminals.

- Adnte
o 4 Copyaims
Fawes * iy . el
W Deete . FEMS AU . Wok
—eTers Coiltnts -
Venue Mana.. 7 - Tomrerals  Active Terminats ~
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2 D Tatket
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_ Larvw
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Wockplace d

Bookings
Preduct Managament
Venue Management |

b) A list of the currently Active Terminals will be displayed, select and open the Terminal which the
Terminal Float Sessions should be viewed in.

c) With the Terminal form open, select Terminal Float Sessions in the Related area of the navigation
bar.
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The Terminal Float Sessions Associated View will be displayed. All the Float Sessions related to the
Terminal that have either been Started and Ended, as well as any that are ongoing will be shown.
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Double click on a Terminal Float Session o open it in form view.
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The Terminal Float Session form will display the Session Start and End Date/Time as well as who
added and removed the float, and any Witness that has Added or Removed a float will also be

displayed.

In the Related area of the navigation bar are the options of Booking Payments and Terminal Float
Session Transactions.

Select Booking Payments for all Booking Payments that have been made.
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Select Terminal Float Session Transactions to display the Transaction that have taken place. This
will display the Initial and Final Float as well as the Lifts and Drops that have occurred during the

session.

b Lt Yooy
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SOLUTIONS
THE POS AND CASH HANDLING USE

The instructions below give information as to how the Cash Handling process should be carried out in the
POS by a Booking Operator. Information can be found on Starting and Ending a float session as well as Till
Lifts, Drops and Exchanges. Information is also given on how to gain a Cash Handling report.

STEP 1. STARTING A TERMINAL FLOAT SESSION

The first step is create and start a Terminal Float Session. If Session Turns on Cash Handling has been set to
Yes within the POS Channel form of CRM, upon opening the POS the Terminal Float Session form will
automatically appear if no float session is currently ongoing.

StadiumTest

1. Mrwe Worthing Drwer 507 || Gebtvning | ThRew || e o e | e =)
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Alternatively, select the Cash Handling tab, before choosing the Start/End Session button.

StadiumTest
DL Steve Warthing Corwer (el Cnaaseg || T e e e | e -
k 1 Bachingg '] ) agpr ) 1t | A "
Bederence Mo,
Nerw i o
P n [

To Start a Terminal Float Session, with the Terminal Float Session Window open, complete the following
details:

(7} Tenminal Float Session
Armourt Currency
Amount Currency
Ogerator PIN Winess FIN
Add Fioat Sesson Start Sessin End Cancel
+ 44 (0) 845 508 8149 | support@green4solutions.com | www.green4solutions.com 27 |

Page



S OLUTIONS

a) Firstly the Amount of cash that is being added to the float should be entered and the Currency of
this cash must be chosen from the drop down.

Amount | 300 | Currency GBP

b) Upon entering the Amount of cash and the Currency, select Add Float. The Amount and
Currency will be displayed in the Terminal Float Sessions table.

Teeminal Fioee Sespon

Avnst Cumwncy -

c) Next, select Session Start to begin the Terminal Float Session.

! Company Details form of CRM it will be necessary to enter an Operator and/or Witness PIN in

ii Note. If the flags Operator Pin Required and/or Witness Pin Required have been set to Yes in the
order to start a session.

Operator PIN | Witness PIN

STEP 2. TILL LIFT/ TILL DROP/ EXCHANGE

When a Terminal Float Session has started as is shown in Step 1 it becomes possible to Lift, Drop or
Exchange cash out or into the float session.

This can be done by completing the following:

a) Select the Cash Handling fab at the top of the POS, a new Cash Handling window will open.

o Cash Handling -8

lmmsesm | UtvDrog/Exchange | Repoet

b) Select the Lift/Drop/Exchange button.

c) The Terminal Float Transactions window will open, depending on your requirements complete the

following:
e i
St et by L Caew
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Till Lifts and Till Drop

To complete a Till Lift or a Till Drop:

a) Enter the Amount of cash that is to be either lifted from or dropped into the fill and the relevant
Currency of the cash.

Amount 50 Currency GBP

b) Next, select either the Till Lift or Till Drop button depending on your activity. The Lift Amount and

Currency or Drop Amount and Currency will be displayed in the table of the Terminal Float
Transactions window.

Til Lift Till Drop
Lt Amount [ Currency
50 |cep
Dirop Amount Currendy
(] GEF

c) Depending on the activity that is being undertaken, select the Start Lift or Start Drop button.

Company Details form of CRM it will be necessary to enter an Operator and/or Witness PIN in

ij Note. If the flags Operator Pin Required and/or Witness Pin Required have been setf to Yes in the
order to start a Lift or Drop.

Dperator PIN Witness PIN
& Terminal Float Transactions
Aot Currency (F g
Opersbor PIN Weness P
THUR Té# Orop

Ut Amsurt Currancy

% |cae |

Drep Amount Currency

Satun St Drap Exctangn Canosl

d) The Terminal Float Transaction window will close.
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Exchange

If exchanging a certain amount of cash by Lifting and Dropping cash into and out of the float session at
the same fime, complete the following:

a) Enter the Amount of cash that is going to be lifted into the fill before choosing the Currency.
b) Next, select the Till Lift button.
c) Enter the Amount of cash that is going to be dropped into the fill before choosing the Currency.

d) The Lift and Drop Amounts entered will be displayed in the Terminal Float Transactions windows

fable.
[0 Terminal Float Transactions
Amourt CQurrency EUR
Cperator PIN Winess FIN
8 Lt Til Orop
Ut amourr Cutrency
10 |cz# |
Drop Amount Currency
\ lilﬁs l
Start Uift Start Orop Exchange Cancal

e) Upon adding a Lift Amount and Drop Amount together the Exchange button will become
activated. Select the Exchange button.

Yes in the Company Details form of CRM it will be necessary to enter an Operator

ij Note. If the flags Operator Pin Required and/or Witness Pin Required have been set 1o
and/or Witness PIN in to proceed with the Exchange.

Operator PIN Witness PIN

STEP 3. CASH HANDLING REPORT

For each Terminal Float Session that is started a Cash Handling Report is created. This Report gives details
on the Initial Float, any Lifts and Drops into the float as well as an Expected Final Float estimate.

To view Cash Handling Reports, complete the following within the POS:

a) Select the Cash Handling tab at the top of the POS, a new Cash Handling window will open.

2} Cash Handling - 8

‘Starvmsaam | UR/Drop/Exchange | Report

b) Select the Report button, the Cash Handling Report window will open.
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f)

Start Date

| Session Name
1dl - 140920151453

Cash Handling Report
[ 12/06/201% E? End Datz 14/09/201% &
' 1oad Sessions ‘ ) Sessians Report | \ Canced
Start Date End Date

9114/2015 3:53:42 PM

{

a1 - 1480620151409

142015 3:09:38 PM

9/1472015 25301 PM

dl - 140920151339

/1472015 2:39:42 PM

9742015 30839 PM

i

dl - 180920151247

9/14/2015 14739 PM

9/14/2015 23924 PM

i

Select the Start and End Date from which you would like to see the Reports for. Upon selecting the
applicable dates, select the Load Sessions button.

Btart Date

31/08/2015

@| End Date

| 14/09/2015

Load Sessions

‘SmsimsRepolt‘

All Float Sessions and their reports that sit between the selected Start and End date will be

displayed.

The Sessions Report button can be selected for all of the Reports that have been loaded

between the Start and End Date to be printed together.

To print an individual Cash Handling Report, select the Report button next to the Float Session that
you would like to see the report for.

&) Cash Handling Repont
Start Date | 31/0872018 f3| EndDae [1eoer2015 il
|
m Name Slm Bm End Date
d1 - 1809201514:53 0/14/2015 215342 PM
Report
(dl - 180920151408 §12/2015 1,0538 PM | 5/74/2015 25301 M
Aot
dl - 180920151339 914/2015 23942 PM | 9/34/2015 20839 PM
s
d1 - 180920151247 9/14/2015 14736 PV | 91472015 22624 M |
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g) The Cash Handling report will be printed in the following format as the example below shows.

Session Repodt a1 . 1409201514 53

Transaction Detalls.
Flaat Croated On Booking Tender Currency  Tender Amount Change
Flaat Type Amount ¢ 2015-09-14T16:10 35 090 1032326 Pound Stetling 1400 000
WitialFloat 100 00 Pound Staring 2015-09-14T16:08.52.270 1032325 Pound Sterding 600,00 0.00
Lt 10.00 Pound Stering 2015-09-14T16.07.23.953 1032324 Pound Sterling  300.00 0.00
Drop 1000 US Dodar
un 60 00 Pound Sterfing
Drop 5000 Pound Stering
Amaunt In Details
Currency Amouet-in
US Dellar 10.00
Pound Starling N0
Amount Out Detals
Currency Amount-Out
Pound Staring 7000
Expected Final Float
Cunency Expected Final
US Dollar 10.00
Pound Starling 1084.00
Actizal Finai Float Detalls
Currency Actoal Final

STEP 4. ENDING A TERMINAL FLOAT SESSION

When a Floaf Session is to be ended the following process must be carried out within the POS.

a) Select the Cash Handling tab before selecting the Start/End Session button from the Cash
Handling window.

StadiumTest

DL s

m;-l CoVWmseg | TH Begort

Current Booking | Find Dooking | Fnd Sest | Tabs | Customes | Coupon | Cashiess Accoants | Othet | Adcess Gale

© Caeh Handing - 0N

| e [
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b) The Terminal Float Session window will open.

B
-

Anoun

Terminal Float Session

Cutrancy =3

Winess PIN

c)

Enter the Amount of cash and Currency that is to be removed from the float.

Amount |5md

Currency GBP -

d) Select the Remove Float button. The Amount and Currency being removed will be displayed in

the Terminal Float Session Windows table.

{1} Terminal Fioat Session EX
Amount Currency cep
[ Mmml Currsncy
5000 el |
Operator PIN ‘winsss PIN

e) When all of the amount of cash and currency has been selected to be removed, select the

Session End button.

<] Terminal Float Seswon "
Amaert Cutrency ELR
Ancunt Currancy
5000 |cap
<00 BN
Qoerator PIN Winess FIN
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Company Details form of CRM it will be necessary to enter an Operator and/or Witness PIN in

iz Note. If the flags Operator Pin Required and/or Witness Pin Required have been set to Yes in the
order to end the session.

Operator PIN | Witness PIN |

f)  The Cash Handling Window will be displayed and the Lift/Drop/Exchange button will become
deactivated. The options to Start a new Session (Step 1) orreceive a Report (Step 3) will remain

activated.
& Cash Handling - B ﬁ_
| Start/End Session 7\ Uft/Drop/Exchange Raport
TILL POD LIMIT

If the Till Pod Limit that has been entered info the Channel form on CRM has been exceeded, upon

payment of a Booking the message below will appear warning the Booking Operator that they should
carry out a Till Lift as soon as possible.

A Message - "IN
: The till draw has exceeded the pod limit of 100,00, Please carry out a pod Mt as soon as
possible.
o
*END OF DOCUMENT*
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