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Welcome Pack

Groupon’s aim is to build a long-term relationship with your company. To 
do so we will provide you with all the support you might require to make 
ensure your deal is a success.

This Welcome Pack will walk you through you through your next steps, 
including how to provide voucher details and understanding the payment 
process.

Your Partner Manager will now be taking over from your Business 
Consultant to make sure your offer is a success and that you are happy. 
Don’t forget to call your Partner Manager or email 
partnermgmt@groupon.com if you require any assistance at all. Please 
remember to add partnermgmt@groupon.com to your contacts to make 
sure that your emails don’t mistakenly end up in your spam folder.  

Please share your Partner Manager’s contact details and this Welcome 
Pack with all of your staff, so that any issues can be resolved quickly.
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 Campaign Details
Your launch date will be decided by our Strategic Planning team, who will 
analyse data on past offers in order to maximise your offer’s potential. 

Partner Management will send you an email detailing your initial launch 
dates. Please note this date in your calendar and confirm by following the 
instructions within that email.

Please let your Partner Manager know if any aspect of your business 
changes, particularly any that may affect your capacity. This will allow us 
to ensure we only sell a quantity of vouchers that is manageable for you.

One of the many ways that we differentiate ourselves from other Internet 
marketing companies is that we are ASA compliant. To ensure we 
advertise responsibly, it’s essential that the preview of your Groupon 
campaign accurately represents the terms and conditions of the offer. We 
will need to know if your original prices have changed or may change in 
the future to ensure our discounts are genuine. Remember: Original 
prices must remain as advertised for the duration of your promotion.

We’re always happy for our merchants to supply their own images for 
their offer, however they need to be:

Professional images that you have the legal right to use. 

The right size to fit comfortably into a 1000 x 600 pixel landscape frame. 

Sent to us within 48 hours of signing the co-operation agreement, so our Quality  
Assurance team can approve them before your offer goes live. 

Sent with email confirmation of copyright ownership, your express permission for  
Groupon to use these images, and confirmation that these are original images, as  
we cannot use images that have been re-sized for your website. 

If you’re unable to supply images that meet the above meet the standards 
required above, we’ll choose something from our well stocked image 
library.

The Editorial team will then use the information you provided to your 
Business Consultant and Partner Manager,  in conjunction with 
information from your own website to produce the content for your offer.
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The Groupon Merchant Centre is an easy-to-use tool that allows you to 
manage the redemption process. Customers will redeem their vouchers 
by giving you their security code, which you can then verify through the 
Merchant Centre. You will also be able to check voucher codes, view your 
payment history, and see customer feedback. 

If this is your first campaign, you’ll receive an email with your login 
information entitled ‘Log in to Your Merchant Centre’ shortly before your 
offer goes live. If you have any questions or queries, your Partner 
Manager will always be on hand and happy to give you a guided tour of 
the site.

You can also download the Groupon Merchants mobile app from an 
Android or iOS device to verify voucher security codes. After downloading, 
sign in using your Merchant Centre login details, and scan the QR code or 
type in the security code. 

Download for iPhone Download for Android
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We will aim to send you the final preview of your campaign at least two 
working days before your business features on Groupon. Please use this 
time to check the facts and details; It’s essential you take this chance to 
ensure your business is represented accurately. 

If you have any concerns or changes to make, you can use the Preview 
Tool to annotate your preview with your requested changes. You will find 
a link in the email containing the preview of your deal. Once you’re happy 
with your preview, use the ‘Approve’ button at the bottom of the Preview 
Tool to let us know. Any factual amendments need to be made at least 
one day before your deal goes live.

Your Partner Manager will be in touch to confirm the details on the 
campaign preview are correct. Your launch may be postponed if they 
cannot get in touch with you, so be on the lookout for their email or call 
during the days approaching your launch date.

Preview
•

•

•

Our booking systems are free, easy to manage, and provide a 24/7 online 
booking facility for your customers. They’ll minimise the number of calls 
you receive, keeping your staff free to help customers. If you’d like to take 
advantage of our booking systems, please speak to your Partner Manager.

Make sure all your staff are aware of your upcoming Groupon campaign 
and they know all the products and services that are on offer. You could 
schedule a conference call with your team and your Partner Manager to 
confirm everyone knows what will be happening for the duration of the 
campaign. They need to be aware of the terms of the deal and 
understand that every customer - Groupon or not - deserves the highest 
level of service.

Check that your phone system, website hosting, and staffing levels are up
to par to ensure your business can manage the increases in phone calls, 
web traffic and footfall your promotion will generate.

Preparation
•

•

•
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Now that you’re up and running on Groupon, share the link with family 
and friends and prepare yourself for the new business that’s coming your 
way. Utilising your own personal and business social media channels will 
maximise the number of sales of your deal.

We recommend you keep a range of additional products and services 
available which you can offer to Groupon customers at a competitive 
price, to encourage them to spend beyond the value of their voucher.

Train your staff to always ask customers if they would like to book 
additional visits. Consider offering incentives and / or loyalty cards as they 
are a great way to engage new customers and have them return to your 
business. Try to acquire contact details for every new customer so you can 
market directly to them in the future.

Shortly after purchasing your deal, customers will receive their voucher. 
You can use your Merchant Centre account or the Groupon Merchants 
mobile app to verify their voucher code when they contact you to book, or 
if no advanced booking is required, you can simply verify it upon their 
arrival. Customers can locate their voucher at any time by logging into ‘My 
Account’ on the Groupon website, or looking in ‘My Groupons’ on the 
Groupon smartphone app. Every 60 days after a purchase, we will send a 
reminder to customers to use their voucher.

Aim to verify the vouchers as soon as the service is provided. Verify 
regularly, ie on a daily or weekly basis. You can also verify the voucher 
directly from a customer’s mobile app by scanning the code using the 
Groupon Merchants mobile app, or by entering the voucher details into 
your Merchant  Center.

Consumer law (Distance Selling Regulations) in the UK allows customers a 
seven working day cooling off period. This is a period of time where they 
are guaranteed a no-questions asked refund provided that they have not 
already redeemed their voucher. We will notify you of any refunds, so that 
you don’t take a booking for that voucher code. Please don’t worry if you 
have already seen the customer, as we can still pay you if you provide us 
with the voucher codes within 24 hours. If a customer tries to use a 
refunded voucher, just contact your Partner Manager for help.

Day of Launch

Post-Launch
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Payment will be made within 14 working days for all vouchers redeemed 
as per the conditions of the co-operation agreement. If you’re on a 
booking system, please confirm how to redeem with your Partner 
Manager.

Please remember to redeem vouchers before they expire, as they cannot 
be processed once expired. You have up to 28 days after the expiry date 
on the voucher to redeem.

Claiming Your Money
•

•

•

•

•

•

•

•

When your payment has been processed, you will receive a payment 
notification email confirming the total amount paid into your bank 
account.  

We aim to make payments every Wednesday for vouchers redeemed the 
previous Sunday to Saturday. We do not make any payments after the 
25th of the month: to compensate for this we will often make a payment 
on the first working day of the following month before returning to our 
normal pattern. Please ask your Partner Manager about this if you require 
any clarification.

We will make VAT invoices available every month in which you’ve made 
redemptions to offset VAT paid on Groupon’s marketing fee, which is sent 
at the end of the following calendar month (eg Jan VAT invoice sent at the 
end of Feb). Please pass invoices onto your accounts department.

Payments & VAT

Keep an eye out for our merchant satisfaction email every month. Your 
feedback is very important to us so we ask that you please fill this out 
when you receive it. 

If you wish to discuss any new offers with Groupon please contact your 
Business Consultant for help and advice. 

We hope this information proves helpful, if you have any questions or you 
need any further help please contact your Partner Manager directly, or 
email partnermgmt@groupon.com

Feedback & Re-Featuring
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