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You may want to sell pre-paid vouchers online so people can buy an admission

ticket as a gift, or an entry ticket for an unknown date in the future. (Note this is
Exporting Membership Information

not the same as setting up a discount voucher on EPOS - Product code - "V - on Back Office

Discount Voucher") Adopt an Animal Online
Adding Products Online

Vouchers are setup to redeem against existing tickets in Merlin. If don't have any Sales Orders

tickets setup yet, please create one before starting this guide, you can see how to Adding Donations Online

do so here

Vouchers are setup much like events are. With a MAIN voucher which is "0" price.
Attached to this is variations that can be sold, such as "adult, child, OAP..." and

so on. These variations are redeemed against an existing ticket.

Follow the guide below for setup instructions.

1. Double click on the ‘Stock Control’ icon.

Stodk Control

2. Double click on ‘Maintain Stock File’.
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3. Type “VOUCHER” (or whatever product code you want) in the ‘Product Code’

and click ‘New’. Fill in the details.

« ‘Product Description’ Is what you would like to be displayed on the

web or till.

* ‘Type’ would be "A - Pre Paid Voucher"

« ‘Stock Cat. 1’ Select your category

« ‘Pack Type’ would be Units

Y Maintain Stock File

Master Details |

Product Code Product Description Location

[voucrers ~] |C'§, O Ne |I\n'cucher|

[ Master Details

EPOS I—
Description

Type IA - Pre Paid Voucher VI

[~ GiftAid [¥ Incin Loyalty Scheme
Brand lﬁ
StockCat. 1 [Admissors <]
sokeat2 [ =]
PackType [umis <]

I~ Send to Kitchen Printer
[~ Members Only

Account Codes
Sales Cost

Single Branch Only LI

Maintain Stock File

4. Click ‘Save’. Under the ‘Pricing’ tab, fill in the details.

o ‘Pack Size’is 1

e ‘Last Unit Cost’ is O

e Check the ‘Selling Price’ option and select the ‘Standard’ option.

* Next to the Selling Price type in 0

https://merlinsoft.zendesk.com/hc/en-us/articles/216910586-Creating-Pre-Paid-Vouchers-on-Merlin

2/8



7/10/2017 Creating Pre-Paid Vouchers on Merlin — MERLIN SUPPORT

o Click ‘Add’.

& Maintain Stack File ==

Master Details  Pridng |Dismums I Quantities I Sales Analysis | Comments I Image I Custom I Merlin Onlir_4 I L4

Product Code Product Description Location

\VOUCHERS 'I | C‘%l [ Hew | [Voucher |single Branch orly _~ |

This Product has currently no prices.

‘Add Pack | Price Break

Pack Size |1 IUniiS b Last Unit Cost £ I[J
Price Break |1 Ask for price at salein EPOS [

rice Scheme— I—
* Selling Price eijo-co
 Margin % |-1.69999%¢

Maintain Stock File

B Maintain Stock File =] = [

Master Detzils  Pridng |Dismunis I Quantities I Sales Analysis | Comments I Image | Custom I Merlin Onlir 4 | *

Product Code Product Description Location

IVDUCHERS vl |f%]| [ New | I\Inucher ISingIe Branch Only LI

Packsize 1
Last Cost £0.00
Mext Cost

1+

‘ LastUnit Cost £ In Stock Packsize |  Cost Price Packs | % Margin

‘Next Unit Cost £ |

Ask for price atsale inEPOS [~

rice Scheme—|
* seling Price & ID'[m
£ Margin %Infa

Actual Margin % -1.6999999%¢

Edit Add Delete |

Maintain Stock File

5. Click on the ‘Merlin Online’ tab at the top of the window. If you have a
website, check the ‘ECommerce Stock’ and ‘Enabled for online purchase’ boxes
to allow these on the web. Underneath ‘Online long description’ you can insert a

message that will show up on your website.
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B Maintain Stock File ==

Pricng | Discounts | Quantities | Sales Analysis | Comments | Image | Custom Merlin Online |Dnl|ne mmage + | ¥

Product Code Product Description Location

IVOUCHERS | | &l 0 we | [voucher |single Branch only - |

[ ECommerce stock [ Enabled for online purchase

Online Price £ lO.DO Redeem Code |

Shipping weight lU (grams) Applies only fo pack size 1.

Online long description

insert text here to show on website

Maintain Stock File

6. Click on the ‘Online Image’ tab. Here you can add an image which will appear

on your website.

Y Maintain Stock File = =n ="

Discounts I Quantities I Sales Analysis I Comments I Image | Custom I Merlin Online ~ Online Image |T|d<et 1 I L4

Product Code Product Description Location

VOUCHERS vl |%| [ e I\u'ou:her Single Branch Only ;I

Mote: File types supported are png and jpg

No Image Present

E Save

x Cancel |
e Refresh |

Maintain Stock File

7. Click ‘Save’. Now you need to create variants for each voucher such

Child, and Senior etc. You need to repeat step 3 using ‘Product Code’

VOUCHERCHILD. (or whatever you would like to call your voucher)
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B Maintain Stock File o] =

Master Details |

Product Code Product Description Location

I'-JOUCHERCHILD v[ |G§I| [ ne | IChiId Voucher Single Branch Cnly ;l

Master Detail
EPOS I—
Description
Type IA -Pre Paid Voucher VI

[~ Giftaid [ Incin Loyalty Scheme
Brand lﬁ
StockCat. 1 [Admissons |
sokcat2 [ =]
PackType [Units 7]

I~ send to Kitchen Printer
[~ Members Only

Account Codes
Sales Cost

Maintain Stock File

8. Click ‘Save’. Click on the ‘Pricing’ tab, fill in the details.

» ‘Pack Size’is 1

» ‘Last Unit Cost’is 0

o Check the ‘Selling Price’ option and select the ‘Standard’ option.

« Next to the ‘Selling Price’ type in the price of the voucher (e.g. £5.00)
o Click ‘Add’.

I Maintain Stack File (=] = [

Master Details  Pricing |Dismunis | Quantities I Sales Analysis | Comments I Image I Custom I Merlin Onlir_4 I 4

Product Code Product Description Lacation

VOUCHERCHID  v] |%| [7] e | JChild Voucher |single Branch only _+ |

This Product has currently no prices.

Add Pack | Price Break

Pack Size IJ IUniis " I Last Unit Cost £ IO
Price Break I:l Ask for price at sale inEPOS [~

rice Scheme— l—
* Selling Price = |
" Margin %Imu,uu

Maintain Stock File

9. Click on the ‘Merlin Online’ tab at the top. Check the boxes again if you have
a website. Next to ‘Redeem Code’ click on the Ellipsis icon (...). From the stock
search select a TICKET that you would like to use to sell the voucher against and

then click ‘Proceed’. Click ‘Save’.
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3 Maintain Stock File =) = [
Pricing I Discounts I Quantities I Sales Analysis I Comments I Image I Custom Merlin Online |On\ine Image;l_'l
Product Code Product Description Location E e
IVQUCHERCHILD vl | E'%l ) mey | |Chi|d Voucher ISlngIe Branch Only j % Concel
c Refresh
[V ECommerce stock ¥ Enabled for online purchase

Orline Price £ IU.UU Redeem Code ISPTODUU(H

Shipping weight ID (grams) Apples only fo padk size 1.

Online long description

Maintain Stock File

10. Go back to the ‘Master Details’ tab at the top and type VOUCHER to find the
main Voucher you created first, in the ‘Product Code’. The information should

already be there from earlier.

B Maintain Stock File == EcH

Master Details |Pm:|ng | Discounts | Quantities | Sales Analysis | Comments | Image | Custom | Merlin Dnhrﬂ_’l

Product Code Product Description Location
| % [ Mey | I\"oud'ler IS\ngIE Branch Only j
Master Detail Pre paid voucher detail
2 C0 VAT Code [1)20.00 - Standard =l
Type [n-prepadvoucher <] pice £ [oo0

I~ Gift Aid [ Incin Loyalty Scheme
0 [#] Head count |1 |vl

Max Qty
Brand I i I

Stock Cat. 1 [Admissions |

Stock Cat. 2 = Assodated Barcodes

Pack Type lh
[~ Send to Kitchen Printer Add Barcode |
[~ Members Cnly —

Account Codes
Sales Cost

Maintain Stock File

11. Click on the right arrow at the top to find the ‘Variants’ tab. Click on
‘Variants’. Underneath the ‘Product Code’ there is an ‘Ellipsis’ (...) click on this.

Select the voucher you created earlier, VOUCHERCHILD. Click ‘Proceed’.
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& Maintain Stack File =] = s

Sales Analysis I Comments I Image I Custom I Merlin Orline | Online Image I Ticket I Visitor.  Variants I ﬂ_’_l

Product Code Product Description Location E R

= | %l ) new | I\u'aucher ISinglE Branch Crlly LI X Concel |
[ | Add | Delete | £ Refresh |

Product Code | Description | Price

Maintain Stock File

B Maintain Stock File = =n ="

Sales Analysis | Comments I Imagel Cusboml Merlin Online | Online Image I Ticket | Visitors Variants | 1 I r

Product Code Product Description Location ﬂl
VOLCHERS 'l |%| [ Ne I\.'nugher ISingIe Branch Only ;I ¥ Cancel |

| Add Delete | £ Refresh |

Product Code | Description | Price

Maintain Stock File

12. Click ‘Add’. It should now appear below in the window. Then click ‘Save’ on

the right hand side of the window.

B Maintain Stock File ==

Sales Analvstsl Commenml Image | Cusmml Merlin Online | Online Image | Ticket | Visitors  Variants | 1 I L4

Product Code Product Description Location ﬁl
IVOUCHERS .l | G| O new | I\u'cucher IS\ngIe Branch Only ;I X cancel |

[voucrercHILD 1 pekte | eReﬁeshl

Product Code ipti | Price
£5.00

Maintain Stock File
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You need to repeat steps 7-12 to create all the variants for each voucher.

Was this article helpful? 0 out of 0 found this helpful

Have more questions? Submit a request

0 Comments
Article is closed for comments.
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