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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 2015.

NON-DISCLOSURE

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

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


mailto:support@green4solutions.com
http://www.green4solutions.com/

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 outlines the process which must take place within CRM in order 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 to 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 the Microsoft Dynamics CRM tab in the navigation bar and from the drop down choose
Product Management.

M Microsolt Dynamics CRM v

e o)

WORKFLACK MARSETING LOYALTY GIREEN 4 INTEGRATIONS

b) Select the Product Management tab in the navigation bar and from the drop down choose
Application Currencies

c) Alist of any previously created Application Currencies will be displayed. Select New on the
ribbon.

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

Aig 0 New Application Cu... 2 Warringten Wolves | \

B savE B SAVE&CLOSE = NEW FORM EDITOR
APPLICATION CURRENCY : INFORMATION

New Application Currency

General

*
Name

- *
Transaction Currer

e Name. Enter 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.
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If the relevant Transaction Currency does not exist within the system, select New in the Look Up Record
window and complete the following:

B [ &}‘ Save and Close ﬂ

if = ] Currency: New Currency
—~=' & Information
LATCH 4 General
L Genera
Currency Type @ System Custom
Related Currency Code ™ [Q Currency Precision *
4 o
Common Currency Name ™ Currency Symbol *
: i ) Currency Conversion
‘_é Application Currencies
4 Process Sessions
G,g Background Processes GBP1.00= *
E] F:C‘Li -time Processes

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 be automatically completed.

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

o Currency Conversion. The Currency Conversion field is where the Exchange
rate that is 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.

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

f) 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 shows the fields that have been completed in 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 possible for products to be sold using

the applicable currency.
To set the Application Currency against the Company Details, complete the following instructions:

a) Within CRM, select the Microsoft Dynamics CRM tab in the navigation bar before scrolling across
and choosing Venue Management from the drop down.

YRVt (e R@ YRV | f | WORKPLACE v  Dashboards | v

&
< I 0]
SERVICE VENUE MANAGEMENT SETTINGS

b) Next select the Venue Management tab in the navigation bar and from the drop down choose
Company Details.

Aig Microsoft Dynamics CRM «  #v  IVEANVAVIATYSI YWV Eookable Resources | v

Unknown52

BOOKABLE RESOURC... BOOKING OPERATORS CHAMNNELS CHARITIES

c) The Active Company Details page will be shown, double click to open it in form view

d) Within the Company Details form select the small arrow on the navigation bar next to the name
of the Company Details before selecting Application Currencies.
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Common Process Sessions

G/I:j:

AUDIT HISTORY AFPLICATION CURREMNCIES BACKGROUND PROCESSES

A

REAL-TIME PROCESSES

e) The Application Currency Associated View will be displayed, select Add Existing Application
Currency in the ribbon.

M Microsoft Dynamics CRM « Y VENUE MANAGEM

COMPANY DETAILS : INFORMATION

Green 4 Group

Application Currency Associated... ~

I Z) ADD EXISTING APPLICAT I [2 ouk DELSTE o CHARTPANE~  [3) RUNREPORT = (B EXPORT APPLICATION Cu

Name Transaction C Crested On

f) A text box will drop down from the Application Currency table, select the magnifying glass to
search for the relevant Application Currency. If the record is not displayed, select Look Up More
Records.

g) The Application Currencies will now be linked to the Company Details. Select the Save icon in the
bottom right hand corner of the form.

Green 4 Group

Application Currency Associated

s ALG OTMG AP A N OGP - N » B o s

=y Fewnd Haiey 1000 180

L Ivse Ui Cotw N0 104

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.

Application

Currencies

Company | GBP

Details
US Dollar
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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 set 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 currenc o)

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

b) Select the Save icon in the bottom right hand corner of the screen.

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

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 fo 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.

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.

Note. It must be remembered that the standard process applies to placing a product
f 1 }
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To create a Variant Price List and add the Application Currency, complete the following instructions:

a) Select or hover over the Microsoft Dynamics CRM tab before scrolling across the drop down list of
the navigation bar and selecting Product Management.

System Administ
Qo

BOOKINGS PRODUCT MANAGEM. .. VENUE MANAGEMENT MEMBERSHIP PROMOTIONS

b) Next, in the Product Management area of CRM, select the Product Management tab before
scrolling across the drop down list of the navigation bar and selecting Variant Price Lists.

WORKPLACE «  [Dashboards @

Alf Microsoft Dynamics CRM ~  #t  [=lelalia @l VTN XY

[+ [+ [#]

VARIANT PRICE LISTS VARIANT TYPES VAT CODES VAT RATES

c) A list of currently active Variant Price List view will be displayed. Select New on the ribbon.

Aif Microsoft Dynamics CRM «  #% | PRODUCT MANAG... v Variant Price Lists | v

4 nEw | M DELETE [ COPYALNK | * 3 EMAILAUNK | * [P RUNREPORT~* [ EXPORTTOEXCEL iy IMPORTDATA | v  ses

+ Active Variant Price Lists v

v Name 4 Price List Status

d) The Variant Price List form will be displayed. Complete the following details:

Ais Microsoft Dynamics CRM v #% | PRODUCT MANAG... v  Variant Price Lists | v New Variant Price List @ Create

Hsave lsaveaclose =4+ new [ FORM EDITOR

VARIANT PRICE LIST : INFORMATION

New Variant Price List

General

Name ™ | Price List Status ™ Test

Application Currency

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

a) 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 that have been created with Application

Currencies linked to them.

Record Name Application Price List Status
Type Currency

Variant Standard Pricing Active
Price List (GBP)

Variant Standard Pricing usD Active
Price List (USD)

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.

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) Within CRM, select the Microsoft Dynamics CRM tab in the navigation bar before scrolling across
and choosing Venue Management from the drop down.

VRV TS idUEINTeR oY IM | # | WORKPLACE v  Dashboards | v

[ i
< Ve £X
SERVICE VENUE MANAGEMENT SETTINGS

b) Next select the Venue Management tab in the navigation bar and from the drop down choose
Payment Methods.

Microsoft Dynamics CRM « Y RN L re )

“ ++ |

INSTRUCTORS MENU BOARDS ON HOLD REASONS PAYMENT MANDATES FAYMENT METHODS

c) The Active Payment Methods view will be displayed, select and open the relevant Payment
Method form, such as Cash.

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

+ 44 (0) 845 508 8149 | support@greendsolutions.com | www.green4solutions.com 10 |
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Allow optional curre Yes

e 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 fo complete the
payment in. 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.

e) Select the Save icon in the bottom right hand corner of the form.

f)  Next the different Optional Currencies that will be available to select from when completing a
payment with this Payment Method must be related to the Payment Method.

g) Select the small arrow in the navigation bar next to the name of the payment method, from the
drop down scroll across and select Optional Currencies.

Ai Microsoft Dynamics CRM ~  #Y | VENUE MANAGEM... v  Payment Methods | v

Process Sessions

< [##]

CHANNMELS LINKED TERMINALS OPTIONAL CURREMCIES BACKGROUMND PROCESSES

h) The Application Currency Associated View will be displayed, select Add Existing Application
Currencies in the ribbon.

A4 Microsoft Dynamics CRM « h VENUE MANAGEM... v  Payment Methods

PAYMENT METHOD : INFORMATION

Cash

Application Currency Associated... ~
(2} ADD EXISTING APPUICAT [¥ BULKOELETE ol CHART PANE «  0) RUN REPORT = EXPONT APPLICATION CU

Nerme 4 Trarsaction

i) A drop down will appear, use the magnifying glass to search and select the relevant Application
Currencies. If the applicable Application Currencies cannot be found, select Look Up More
Records and add them from the list. When the currencies have been added these will become
Optional Currencies and thus can be selected to change the currency to pay for a product on

the POS.

+ 44 (0) 845 508 8149 | support@greendsolutions.com | www.green4solutions.com 11 |
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A Microsoft Dynamics CRM v #Y | VENUE MANAGEM... v Payment Methods | v Cash | v

PAYMENT METHOD : INFORMATION

Cash

Application Currency Associated... ~
I_Z', ADD EXISTING APPLICATL...  [% BULK DELETE IIE, CHART PANE~  [F] RUM REPORT = ﬂi EXPORT APPLICATICN CU

v Mame Transaction C... . Created On
GBP Pound Sterling 01/09/2015 10:37
US Dollar US Dellar 09/09/2015 10:04

i) Select the Save icon in the boftom right hand corner of the form.

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 toit.
Record Allow Optional Related Optional
Type Currency Payment Currencies
Payment Yes GBP
Method
Euro
HUF
US Dollar

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) Select the Microsoft Dynamics CRM fab in the navigation bar before scrolling across and
choosing Bookings.

VTRVilareelidplGIila NG VAVl Y | VENUE MANAGEM.. v  Payment Methods | v Cash | v @Create Enter S¢

'((‘ :,(. ." % 7%
WORKPLACE SALES MARKETING LOYALTY BOOKINGS

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
view.

c) Within the Booking form, select the small arrow next to the name of the Booking and from the
drop down select Booking Payments in the navigation area.

+ 44 (0) 845 508 8149 | support@greendsolutions.com | www.green4solutions.com 12 |
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“.

BOOKING CHARGES

“.

BOOKING PAYMENTS HOOKING PROOUCTS BOOKING QUESTION ANS

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 Tendered Amount [y GBP =
Currency

1.0000000000

33.33 Change Amount .y GBP =
Currency

1.0000000000

Tendered:
[ ]

Change:

+ 44 (0) 845 508 81

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

Tendered Amount Exchange Rate. The tendered 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.

49 | support@green4solutions.com | www.green4solutions.com 13|
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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, to 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
di, SH1 o-m:tm‘\ Cash Handling ll 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 +
i
s 1500 | | 0 +
3 Persends
$ 18.00 = 0 +
{ Persands
CONTINUE
+ 44 (0) 845 508 8149 | support@green4solutions.com | www.green4solutions.com 14 |
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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 into 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 Tetahis 2000
Promecion Value:ss 000
Anicnant Poid:s oo
Balance to Payis noo
Payment Charges 8,00
Total for Full Paymenti$ .00
Aot Teaderedi S
Qarwey - U
Ropast (1,067 l | - ‘ [ o o e a |
This Payment:§ 2.00
Cuonws Dutars
Joseph Walker () vulveroogeertsmeos com)
Togh Strad, Lutterworth , Letomlenhire
Serst Cordrmaticn Cred %0 Castorse o Prwt Recost
Sandt Corfematice e tn Opuester
- (=

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

Method.
Cash e e
Booking Totats 20008,
Promotion Value:$ 0008 ... ol
Amount Paid:$ 0.008..; el
Balance to Pay:s 20,00 Do 2
Payment (harge:$ 0,00 3100
Total for Full Payment:S 20,00
Amount Tendered:$
Curveney | 00
| Mo 10w | . ot e e e
-
This Payment:s)
Curtwew Detatr o
Joseph Walker (. oo som)
oh Strest, Luttorworth | Lecesterstire
o
ot ComPrivatas Emad to Cuttrmer A
Gond Cerfrraptoe Eoat Yo Ope s

c) Select the Optional Currency that the payment is wished to be changed to. The currency will be
converted using the rate entered info CRM.

+ 44 (0) 845 508 8149 | support@green4solutions.com | www.green4solutions.com 15 |
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Cash
Booking Totak:f 26.67
Promotion Value: £ 0.00
Amount Paid: ¥ 0.00
Balance to Pay:f 2667
t Charge:f 0.00
Total for Full Payment:f 26.67
Amount deered:!f
' Currency | GBI ‘
lnat(tm)'] Spat ' ToTAL H 20 ‘l 10 l} s
This Payment:f 26.6|
Customer Details:
Joseph Walker (jwalkerogr | com)
High Strest, Lutterworth , Lelcestarshire
[] Send Confirmation Emal to Qustomer [ Print Receutt
|| Send Confirmation Emat te Oparatar
A

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 that must be given for this payment, this will be
converted to the currency that has been entered as the Change Paid Currency in CRM.

B x \
@ Change to Give: £33.33
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CASH HANDLING

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

Within the Company Details sits the options to control whether an Operator or Witness require a pin to
add or take money out of the fill.

To control whether an Operator or Witness requires a pin, complete the following details:

a) Within CRM, select the Microsoft Dynamics CRM tab in the navigation bar before scrolling across
and choosing Venue Management from the drop down.

|M il EI RSB | #Y | WORKPLACE v  Dashboards | v

. r
< Ve Tx
SERVICE VENUE MAMAGEMENT SETTINGS

b) Next select the Venue Management tab in the navigation bar and from the drop down choose
Company Details.

At Microsoft Dynamics CRM v v IRVANIJAVFAN/XYMIYIN  Bookable Resources | v

Unknown52

BOOKING OPERATORS CHANNMELS CHARITIES

BOOKABLE RESOURC...

c) The Active Company Details page will be shown, double click to open it in form view

d) Within the Company Details form, scroll down to the Terminal Float Session Options and complete
the following:

Terminal Float Session Options

Operator Pin Requir: - Witness Pin Required

e Operator Pin Required. Select Yes if a pin is required fo be entered info 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.

a) Select the Save icon in the bottom right hand corner of the form.
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STEP 2. SELECT THE BOOKING OPERATORS WHO CAN ACT AS A WITNESS

This step can be skipped if Witness Pin Required has been set to 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 to be Witnesses, complete the following:

a) Within CRM, select the Microsoft Dynamics CRM tab in the navigation bar before scrolling across
and choosing Venue Management from the drop down.

YRVt (e R@ YRV | f | WORKPLACE v  Dashboards | v

] e
< v 0
SERVICE VENUE MANAGEMENT SETTINGS

b) Next select the Venue Management tab in the navigation bar and from the drop down choose
Booking Operators.

Aig Microsoft Dynamics CRM «  #v  IVEANVAVIATYSI YWV Eookable Resources | v

Unknown52

[+ [+

[#) q = [+

BOOKABLE RESOURC... BOOKING OPERATORS CHAMNNELS CHARITIES COMPANY DETAILS

c) The Active Booking Operators page will be shown, select and open the Booking Operator whose
pin can be used as a Witness Pin.

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

Cash Handling Adm Yes

¢ 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.

e) Select the Save icon in the bottom right hand corner of the form. Repeat the above process for
any other Booking Operators who can act as witnesses.

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 setfing 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) Within CRM, select the Microsoft Dynamics CRM tab in the navigation bar before scrolling across
and choosing Venue Management from the drop down.
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VIRV il EINC RO (VI ' | VENUE MANAGEM.. v  Company Details | v

< e 0

SERVICE VENUE MANAGEMENT SETTINGS

b) Next select the Venue Management tab in the navigation bar and from the drop down choose
Channels.

A# Microsoft Dynamics CRM ~ v IRV NN Y I

Unknown52

[+

[+ [+

BOOKING OPERATORS CHANMELS

BOOKABLE RESOURLC...

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

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

Pod Limits

Till Pod Limit - Till Pod Limit Warnir

Session Turns on Ca Mo

Pod Limits

¢ Till Pod Limit. Enter the price in which when the fills reaches this figure a warning will be
displayed, pre-empting for the fill to 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 lift to be carried out will be
shown after every 3 bookings made on the POS.

¢ Session Turns on Cash Handling. If set to 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.

e) Select the Save icon in the bottom right hand corner of the screen.
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STEP 4. CASH HANDLING SESSSION 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 the Microsoft Dynamics CRM fab in the navigation bar and from the drop down scroll
across and select Settings.

PRSI HSROETSREUY I ' | WORKPLACE v  Dashboards |

M Microsoft Dynamics CRM «
Green 4 Saungs

rhe
o b

COMMUNTATION SETTIN, COMMUNKATION #.

M A | BRURNADON

New Print Transform

wriera

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.
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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 the Microsoft Dynamics CRM tab from the navigation bar and from the drop down choose
Venue Management.

Ais Microsoft Dynamics CRM

- Il
' 1 &
SERVICE VENUE MANAGEMENT SETTINGS

Select the Venue Management tab in the navigation bar before scrolling across and selecting
Terminals.

Aiy Microsoft Dynamics CRM v #r  RVANIFVIANYSS YV  Eookable Resources | »

< .

RESERVATION PROD... SEAT CLASSES TERMINALS

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 Print - Seszion Report Trar

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

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

Select the Save icon in the bottom right hand corner of the form.
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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 withesses.

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 tfransactions 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) Within CRM, select the Microsoft Dynamics CRM ftab in the navigation bar before scrolling across
and choosing Venue Management from the drop down.

Aiy Microsoft BINEINITENONYEY f | VENUE MANAGEM.. v  Company Details | v

< V2 Tx

SERVICE VENUE MANAGEMENT SETTINGS

b) Next select the Venue Management tab in the navigation bar and from the drop down choose
Terminals.

Aty Microsoft Dynamics CRM « v RN NN R

g [+ [+ [+

RESERVATION PROD... SEAT CLASSES TERMINALS

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

d) Within the Terminal form, select the small arrow in the navigation bar next to the Name of the
Terminal and from the drop down select Terminal Float Session.

ALIDIT YO0y ALY BOCKING MENL BOARD CONIICUL TESOMINAL HLOAT SESSKINS

e) 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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Aiy Microsoft Dynamics CRM +  # | VENUE MANAGEM... v  Terminals | v Ticket Office Till

TERMIMNAL : INFORMATION

Ticket Office Till

Terminal Float Session Associated...

= ADD NEW TERMINAL FLO... IZ', ADD EXISTING TERMINAL..  [% BULK DELETE lll CHART PANE = [¥] RUN REPORT ~ ﬂa EXPORT TERMINAL FLOAT...

v Terminal 4 Start Date Tim...  End Date Tim...

Ticket Office Till  01/09/2015 08:00

Double click on a Terminal Float Session to open it in form view.

TERMINAL FLOAT SESSIOfY - INFOCRMATION

D1 - 1409201511:41

g) The Terminal Float Session form will display the Session Start and End Date/Time as well as who the
float was added and removed by. Any Witness that has Added or Removed a float will also be
displayed.

h)

)

Select the small arrow next to the name of the Terminal Float Session. This will display the related
options of Booking Payments and Terminal Float Session Transactions.
Microsoft Dynamics CRM « @Y | VENUE MANAGEM
Common
i o ~
CLOSED ACTIWITEES CONNECTIONS AUDIT HISTORY BOO0NG PAYMENTS TERMINAL FLOAT SESSXO
Select Booking Payments for all Booking Payments that have been made whilst the selected
Terminal Float Session has been opened to be shown.
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.
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TERMINAL FLOAT SESSION : INFCRMATION

D1-1409201511:41

Terminal Float Session Transactio...

o ADD NEW TERMNAL FLD.. (7} ADD EXISTING TERMINAL [ BULK ORETE ol CHART PANE = [P AUNGESCAT = (B EXPORT TERMINAL FLOAT, .
- Created On & Transachon 1 Cunency Townsaction A& Tresaction &
IN0F2075 1239 Innal Roat Pound Sterieg £10000 £16135
15052075 1239 LA Pound Sterieg 1000 ey
YSOH2015 1240 Dvop Pound Starling £2000 £220
ISOR2015 1240  Finw! Flowt Pound Starfeg £20000 339
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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 , | | |

D1, Steve Worthing Qevency - GOF | Tashmndng | TH Pasat (lver: T Lo Lagou ' rw | Bk

| |
chong |Faia Booking | Fid 500t | Taba | Cuntomes | Coupon | Casbless Accoums | Dthae | Access Gate
Reference Nos
Aave (TR L
Pt Suva e

| - Terttiersl Pioat Seshon

Cowit My Wines PN

Alternatively, select the Cash Handling tab, before choosing the Start/End Session button.

.
StadiumTest
D1, Steve Worthing Cuvarcy - 088 | Candh andiy | Tinpat | Ooen TH | oo ' Legoet || Mevw
Current Socking (Find Booking | Find Seat | Tabe | Customs | Coupon | Sathiess Accounts | Othat | Accoss Gatn
Rederence No.:
Marse e [ i
Fomres Sanes O

o Cash Handling -

] SR [

To Start a Terminal Float Session, with the Terminal Float Session Window open, complete the following
details:
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& Termmal Float Session
Amount Cumency
Amournt Cumrency
Operator PIN Witness PIN
Add Foat Session Start Sassion End Cancet

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.

@ Tesmmal Roat Session

Lraunt Curmency G&P
Amaure Curreecy

300 |oar

Ozeratw FIN Winess N

- =] - -

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

Note. If the flags Operator Pin Required and/or Witness Pin Required have been sef to Yes in the
Company Details form of CRM it will be necessary to enter an Operator and/or Witness PIN in
order to start a session.

Operator PIN Witness PIN
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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 info the float session.

This can be done by completing the following:

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

w

Cash Handling

- B8

’wm

UfyDrog/Exchange

b) Select the Lift/Drop/Exchange button.

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

following:
U Terrmnal Float Transactions
At Currency
Qperator PIN Wissss PIN
Teum Til Drop

Uit Amoont Currency
Drop Amoune Currency

Start Ut Kart Drep Exchange Cancel

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 till 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.

Lift Amount:
5

Till Lif

[ Currenicy
=T

Till Drop

Dirap Amount
10

Currency
| ez

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

27 |
Page



S OLUTIONS

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

Note. If the flags Operator Pin Required and/or Witness Pin Required have been set to Yes in the
: ] E

order to start a Lift or Drop.

d) The Terminal Float Transaction window will close.

Exchange

Dperator PIN Witness PIN
] Terminal Float Transactions
Areount Currency Gep
Operator PIN Weness P
Taun T# Orop

LRt Amsurnt Cunangy
% |cao |
Drop Amount Currency

Satun St Drap Exctangn Cancel

If exchanging a certain amount of cash by Liffing 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 fo be liffed 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 enfered will be displayed in the Terminal Float Transactions windows

table.
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[0 Terminal Float Transactions
Amourt CQurrency EUR
Cperator PIN Winess FIN
LR il Orop
Ut amourn Cutrency
0 = |
Drop Amount Currency
10 |eum |
Start Uift Start Drop Exchange Cancal

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

Note. If the flags Operator Pin Required and/or Witness Pin Required have been set to
Yes in the Company Details form of CRM it will be necessary to enter an Operator
and/or Witness PIN in to proceed with the Exchange.

Operator PIN | Witniess 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.

& Cash Handling =8

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

i

dl - 140920151339

/1472015 2:39:42 PM

9742015 30839 PM

dl - 180920151247

9/14/2015 14739 PM

9/14/2015 23924 PM

4B

Firstly 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 e Ay 2015-09-14T16:10.39.090 1032326 Pound Stering  114.00 0.00
ntlalFloat 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 Stefling 300,00 0.00
Drop 1000 US Dodar
un 60 00 Pound Sterfing
Drop 5000 Pound Stering
Amount In Detalls
Currency Amoust-in
US Dellar 10.00
Pound Starling 1NE400
Amount Out Detals
Currency Amount-Out
Pound Starting 70.00
Expected Final Float
Cunency Expected Final
US Dollar 10.00
Pound Starling 1054.00
Actual 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 Crvoncy : GO0 | Coh Mg T Begort
L - -

Current Booking  Find Dooking | Find Seat | Tabs | Customes | Coupon | Cashless Accoants | Othet | Adcess Gate

© Caeh Handing - o N

e -

b) The Terminal Float Session window will open.
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) Tesminal Float Session | = |
At Qurmancy o
Assount Curnency
Opatator #N Winess PIN

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

Amount | 500(] | Currency

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

e Terminal Fioat Session EX]
Amount Currency cep
Amount Currency
000 jce» |
Operator PIN Wansss PIN

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

53] Terminal Float Sesson

Amount Carrancy EUR
)A Amount Qurency

5000 |Gee |

500 |Eun |

Operater PIN | Weness PIN

Remove Foat Gesuon St Sesgion End Cancel
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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, 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 intfo the Channel form on CRM has been exceeded upon

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

= Message - o IEN]
| 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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