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Exchanging Tickets
Overview

Exchanging tickets can be performed for Festival, Reserved or Traveling Troupe sales, exchanging from one performance
to another within the same event, or across events, or from a higher price to a lower price ticket, and from a lower price

to a higher price ticket. Theatre Manager calculates the differences of ticket prices, adds on an optional exchange fee and
presents the final cost of the ticket exchange. There are no restrictions when exchanging tickets.

The only condition when exchanging tickets is the tickets you select to exchange must exist within the same order
number.

The program has security controls that can be set up for each employee or as an organization default.

Exchange Hints
Errors occur during a ticket exchange when:
o The differences in the price of the original ticket and the replacement ticket is not collected or refunded correctly.

e The amount not refunded or collected is waived by Theatre Manager. For more information on Waived Amounts,
see the online help Ticket Sales-Waived Amounts.

e The ticket base price and sales promotion for replacement ticket does not match the ticket base price and sales
promotion of the original ticket.

Waived Amounts

During a ticket exchange, if the difference between the price of the original ticket and the replacement ticket is not
collected or refunded, it is deemed that the amount difference is "waived." For example, this can happen when a patron
has a weekend ticket and exchanges for a less expensive weekday performance or if a patron has less expensive
weekday performance and upgrades to a weekend performance.

Usually, the difference is not refunded when the new ticket costs less and the difference is collected when the
replacement ticket is more expensive.

Difference in prices may not be equal as the value of the original ticket's base price or sales promotion is different than
the replacement ticket's base price or sales promotion.

8eee Transaction Detail: TET Ticket Exchange To
Help Duplicate and Reverse Delete Patron Unpost Reverse Debits and Credits

r General Information

Type TET Ticket Exchange To Revenue Date MAR 29 2007 11:05:22 AM
Patron Blaine Abel (18) G/L Journal # <Assigned when Posted>
Order & 206 Journalized
Date Created MAR 29 2007 11:05:22 AM Date Updated MAR 29 2007 11:05:22 AM
Created By User Master (12) Updated By User Master (12)

Transaction# 303

r Transaction Detail

Play 06-003/2-MON @ AUG 6 2007 Print Date
Seat Code Festival Seatin Print By
Price Code W Ticket not posted - accoun! ‘Waived £30.00
Promotion A Regular Quantity 1
Ticket # 58783 Tax Table MNone
Account # | Debit Credit Description Account Description
4-0001-000 ! $20.00!Ticket Base Pric... |Special Show- Over...

counts Receivable

1-1300-000 : $20.00; ‘Accounts Receiv.

UM Entered: MAR 29 2007 11:05:23 AM  Last Updated: MAR 29 2007 11:05:23 AM
The transaction detail for a ticket exchange displays the waived amount for each individual ticket (excluding any taxes).
e A negative waived amount indicates revenue not refunded to a patron.
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e A positive waived amount indicates revenue not collected from a patron.

Ticket revenue reports general ledger revenue reports display the actual revenue collected from the original sale. The
general ledger revenue is not affected by waived amounts because the amount is not actually paid to or collected from
patrons.

For example, If the original ticket price was $20.00 and the patron exchanged the ticket for a $50.00 ticket thus waiving
the $30.00 difference, the ticket price for the replacement ticket will be $20.00 and the general ledger will also indicate
$20.00 was received as revenue. However, if the patron chooses to purchase a less expensive ticket, the end result is
that the patron paid $20.00 for the ticket.

Waived amounts do not need to be created during an exchange. If the difference in price between the original ticket and
the replacement ticket (the amount that would have been waived) is not going to be refunded or collected, enter the
amount due as an exchange fee (positive or negative). The amount that would have been waived is then classified as an
exchange service charge. The net amount could then be tracked in the exchange service fee general ledger account and
maintains the amounts not refunded or collected from patrons. If actual exchange service charges are collected from
patrons, this amount would also be accumulated within the same general ledger account.
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Full Exchange of Tickets

Using the full exchange process you have full control over the entire exchange procedure. The patron wants to purchase
new tickets to replace the selected tickets. Throughout the process you can back out from exchanging the patron’s tickets
and the original tickets are still sold to the patron.

To exchange the tickets, you would perform the following steps.
[~
. et . L
1. Click the Patron F=rens putton in the tool bar. The Contact List window opens.
Enter your search criteria and click the Search "~ button.
Name,:’Company__" like |Hu i‘l

The Contact List window displays the patrons matching your entry. Highlight the Patron and double-click to open
the Patron window.

"] Mr. & Mrs. Jim Smith @ Enterprise Center (#64) ** §130.15 Balance Owing ** {Company 1}

w ¥ Slee S S8 S

(L] Household Members M, & Mrs, Jim Smith (#64)
o Enterprise Center

K3

Al Household

* Jim Smith :
Edna Duggen @ ‘¢ Mohie (250) 667-0766
James Smith . Home (250) 449-2875

& Winter (520) 883-4771
= Home (250) 449-2626
@ [ Home  lmsmith@entermrisecanter.cy
| Home pm.smith@enterpnse. centre.cor

& % Home & Winter
BOX 33 2333 W Irvington Pt
S02 4th Strest Cactus Gardens
Midway BC WOH 1MD Tucson AZ 85715
Usa

w

'Tifkiflnona‘l:lon *Play | *Mail List *Membership Relation +Order «Payment *Letter *Season Tran +St3

Status Order = Play Parformance | Play Tite gzlctionf'mw.fseat Qry| Total Cost Pc Pr
I ; FEA— P Fir T T 47688 5 |Ad

i
| 82/08-PO  |2-SAT Phantom of th... |Balc Canterf2/UH/113; 1 s70.0qiB |Ad
| B2/0B-PO  i2-SAT Phantom of th... |Balc Center/2/UH/114] 1 570.00{B |Ad
B 76/09-D2 [1-FRI ¥OU SAY TOM, .. [1/8/1 1 $31.50/A |Sul
5 76(09-D2 |1-FRI YOU SAY TOM.,.. |1/8/2 1 $31.50/A |Sul
: 76{09-D1 |1-FRI FIDDLER OM T... {1/8/1 1 $31.50(A |Su
- 76(09-D1 {1-FRI FIDDLER ON T... |1/8/2 1 $31.50{A |Sul

IF

Purchase new tickets for the patron

= = part Ofon pkg. BLUE = you owe patron RED = patron owes you MAGENTA = reservation only
- : Detail | [ Refund |[__5» Pont |

Change the selected tickets's price and for sales promotion
Retum the salected Bckets to the box office for resals

Pay for iickets in the first selected order

2. Highlight the tickets to be exchanged.

BT

3. Click the Tickets EEi#...:=2523) button. The function selection list opens.
4. Choose [Exchange the selected tickets]. The Performance Selection window opens.

Full Exchange of Tickets 6



= , - @ P
\*_’) lnj Q @ e’ e’ J m |
Help Wi Tranzfer AddPlay  Femove B Femove Al Sales Motes) Seat Selec.. | Feleaze Ho Mew Perfo...
Tickets -
F | Performance Selection ‘Seat Selection ”Ticket Re\-‘iew|
ee |
Donation || Perfarmance EI From |sta|‘t search at
Membership | “IPlay |Perform... =|Day |Date | Time |Play Title |Rem
Season 108-PO {2-SAT iSaturday Dan 92010 7:3(5 hantom of th... {2,2
Payment 09 B2 : 15
Letters ; = TS PR S 7 I T 4
- (oo Seturdey—AprS2616 S-S e 1150
Transactions | EUQ-DZ 1-SUN ESUHCIEI\,Ir gApr 4 2010 (6:00 pm {YOU SAY TOM... i160
T R 09-H1 HFLAMES  Thucsdame cssieR010, i2:300m  IGALGARY ERAN

5. Select the list of performances that the patron wants to exchange the tickets for.

W
6. Click the Seat Selection Seatselee.pytton or SetSelection tah The Ticket Sale Window opens with the information for
the selected performance.

Tickels ¥
E |Performance Selection Seat Selection
(- = e ———
Donation || Play Perform... = Play Title
Membership i!nB—Po 2-FRI iPhantom of th... |
Season | i i
Fayment
Leters | | |
Tr ctions ” £lu El il
|| seq # Promotion = Disc %
| 21]Adult [ 0.00%)
22 Child | 10.00%
25 5tudent | 5.00%;
Tickat Prics  £185.00|
Discoenes £0.00|
Tickar Fam 1 = 50,00
Tickat Faa 2 = 50,00 | |
TickstFas 3~ 30,00 ] (2 ]
Ticket Toral  $185.00]
o-:uFm- :3.3:;!” | || 28 @sel O Hold 2 Release all Prric % Quick Cash
smbarship = 2 :!C.. « | Descniption Price Amount Play Performance | Qty Pc Secty Row # | Seat # Total Cost Promotion
Mambarshi mno!l
it {Price Code A {$75.00]  $75.00 [»| 08-PO [2-FRI {16 orch Ctr LAYSIFF {15 | $55.00[Adult
Federal/GST = ,{,:gﬂ; : B EPI'I'CE Code B 55?0.005 $70.00 08-pPO EZ-FRI fOrth cr Lft-"SiHH 513 SSS.Uﬂi.ﬂ\dult
GréerToml 18400 |C  Price Code C [$65.00;  $65.00 |= i i i i i |

7. Choose the seats that the patron wants to exchange the original tickets for.
8. Note the red seats indicating the location of the previous seats.

9. Click the Ticket Review @ tab.
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"1 Order #84 for Ms. Gayle Hunter ® Police Servy™a oFren #76)

v |2 L0=%+0 2@ ||__'th

Tickets |
- Performance Selection Seat Selection Ticket Review
=2 I - e it e |
Donation lF‘Iay Performance Q_l‘,r.PclSection Row # Seat = Total CDSIIPFDI'I'IOHDI'I
= i08-PO 11-FRI 1iA iOrch Left/S =) 123 H £75.00! Adult
1 8-PO 2-FRI i 1iG lOrch Crr Lft/SiFF ‘15 i $55.00{Adult

1iG {Orch Ctr LFt/SiHH {13 |  $55.00Adult

Lemters
Transactions

Ticket Price  £185.00
Discounts - $0.00
Ticket Fee 1~ £0.00
Ticket Fae 2+ 50.00
Ticket Fee 3 « s0.00
Tickst Total 5183.00
Order Faes 58.00
Denatian - s0.00
Membership + 50,00

= is exchange from and
+ i5 exchange to

City Tax+  $0.00
State/PST + s0.00
Faderal/G5T + 50,00

Order Toral  5154.00

Currancy = 50.00
Prior - $80.00

Futura - 50.00
Balance Due= 5114.00

<]
= naw sale J = refund == = exchange from 4 = exchange to

Commission 53,00

.

ey

10. Click the Confirm cenfim button to complete the ticket exchange.

11. Click the Payment T button.

12. Click the Accept Payment = AccePtPavment op pring Tickets = Print Tickets

other items have been purchased.

Choosing Accept Payment finalizes the exchange, choosing Print Tickets finalizes the exchange and prints the new
tickets. The original tickets are returned to inventory when either button is clicked. They can now be purchased again.

button. The tickets and any
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Past Event Ticket Exchange
Exchanging tickets from a past event to a future event is similar to a full exchange--you are purchasing new tickets to
replace the tickets about to be exchanged. At any time throughout the process, you can back out from performing the
exchange and original tickets will still be sold to the patron.

!

13. Click the Patron Fsrens pytton in the tool bar. The Contact List window opens.

Enter your search criteria and click the Search "~ button.

Name/Company ~f like [Hu il
The Contact List window displays the patrons matching your entry. Highlight the Patron and double-click to open
the Patron window.

14. Highlight the tickets to be exchanged.

-‘Tt:ketanuﬁun *Play *Mail List =Membership Relation *Order +Payment sLetter Task *Season =Tram +Stat| Giving Cart
Status Order = Play Performance Play Title Desc-External
| H i1-SAT iPhantom of th... | 1} i s
i iPhantom of th.., ! 1
Phantom of th... 1 Adult
Phantom of th... 1 Adult
Phantom of th... Ci 3 1 0.00 Adult
¥ Phantom of th 1 Adult
y i 76i00-D2 | iYOU SAY TOM... 1 Subscription iDinner Theatre E
- i 7RinO-n7 i PNl GAY TR 1 igiherrinkan iNinnar Thaatra £
<
& = part of season pkg. BLUE = you owe patron RED = patron owes you MAGENTA = reservation only = contains archived tickets
|$ 'I‘i:ke:sl ~_Detail |[ = Refund |5 Pont | 5= Map [al Tick... s [All vears »
. . : FICRers :
15. Click the Tickets I =21 putton and choose Exchange the selected tickets.

(ME¥ Tickets|( Jo Detail J[ T Refund J[_ o F

Purchase new tickets for the patron

Add new tickets to the selected order

Exchange the selected tidkets
Change k clected tickets's price and/or sales promotion

Return the selected tickets to the box office for resale

Pay for tickets in the first selected order

-
16. A warning window opens. Click the Yes [ G Yes ] button.

M Ticketing Warning E| El

~

/

warning: Some tickets selected are for plays prior to today's data,

\‘5 Cantinus with yaur request?

[ &@Yes J| N0 |

17. The Order Window opens to the Performance Selection tab. Locate the Play you are exchanging to.
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M Order #82 for Mr. & Mrs. Jim Smith @ Enterprise Center (Patron #64)

. 2 e B * P
@ 0O @ (X %) i
Hel Virw Transies Remzue B Beoue 2 Syleshiotes Sest Seles. s Ptia.. 9
Tickets o
Performance Selectiof Seat Selection Jicket Review
Fee i = %
Donation Performance v | From |
Membership ~ Play Perform... ~ Day Play Title Fa
Season {09-C01 |SPRING {Friday /CLASS 1 1
Payment i09-D2 |1-FRI Friday IYOU SAY TOM... 1]
o {09-D2  {1-SAT Saturday YOU SaY ToM... 1§
s {09-D2 {1-SUN 'Sunday YOU SAY TOM... |1}
Transactions {HFLAMES [ Thursday {CALGARY FLAM... 31
PRING iF h 1
{09-C03 |SPRING }
{09-D1  |1-FRI /FIDDLER ON T...
109-D1  {1-SAT [FIDDLER ON T...
109-D1 [1-SUN /FIDDLER ON T...
109-D1  |2-FRI /FIDDLER ON T...
109-D1  |2-SAT /FIDDLER ON T... |1
{09-D1  |2-SUN i [FIDDLER ON T... 1
i09-D1 IRESERVED M {FIDDLER OM T...
4
Play Performance Da Date Time Play Title S5a
TickstPrics  anionl|09-D2 |2-SAT {satifday {Apr 10 2010 {8:00 pm {YOU SAY TOM... [Re
Discounts * 80,00 | ] | i
Ticket Fas 1 50.00 H i H i i
- e -q-&#.—._.’rﬁ-—-_ﬂ-*\aﬂl&-““ﬂ“——v—“.\_"_.--__’“‘%.

18. Select the list of performances that the patron is exchanging the tickets for.

19. Click the Seat Selection ‘Se‘“ Erelaction ‘ tab. The Ticket Sale Window opens with the information for the selected
performance.

M Order #52 for Mr. & Mrs. Jim Smith @ Enterprise Center (Patron #64)

- -~ & » | @
el Trarsker Begt Seal Sales Motes ick Tk L Sew
Tickets : m||
= Performance Selection Seat Selection ITicket Review
EE = =
Donation Play Parformance Play Title Da &
Membership 09-D2 EZ-SAT EYOU SAY TOM...
Season : i !
Payment
Letters | i |
Transactions 4 2.}
Seq = Promation Disc %
)‘;Elrunch ﬂ.ﬂﬂc.'og -
OiComp-artist { 100.00%
17{Comp-Board Mem... | 100.00%
18{Comp-Contra 100.00%
5iComp-Media 100.00%
11{Comp-Other 100.00% |
12§Comp- Staff { 100.00%
10{Comp-Valunteer 100.00%; | [
20;{Corporate Discou... 10.00%
16/Entertainment Co... 25.00%
TickstPrica  5340.00 3{Group 20+ 0.00%|
e S 14{Group 60+ 0.00%|
Ticket Foe 2 + 50,00 15!Group 90+ 0.00%| 3
Ticket Fea 3 + s0.00 19{Group 99+ 0.00% ¢ (s
Ticket Total  $340.00 4Ragular 0.00%] ¥ = B
Ordar Faes *  $5.00| g » £ & @sel OHold '3 Release All % Quick Cash
Donation + £0.00
Membership = $0.00) Code Description Price Amount Play Performance Qty Pc Section Row = Seat = Total Cost Promotion Desc
somyTeer  $200lA  [Reguiar 1$35.00)  §35.00 ~|/09-D2 |2-SAT 28 11 | $30.00{Regular Re
FaeralGsT+  sopp| B [Senior 1$30.00 $30.00 05-D2  |2-SAT 128 12 | $30.00 Regular iRe
OrderTomal 53400 ©  [Student 1$20.00 $20.00 | | I | | |
Curraney +  $0.00 I | | i
Prisr - $2B5.00 |
Balsnce Due = #6400 1
L ¥
Commissian 4,00 = |
0of2 Total tickets reserved 3o far: 2 .

20. Choose the tickets that the patron wants to exchange the original tickets for.

21. Click the Ticket Review \M tab.
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B Order #82 for Mr. B Mrs. Jim Smith @ Enterprise Center (Patron #64)

@ -
Help Teansies
Tickets : g
E Performance Selection Seat Selection| Ticket Review
ce [ -4
Donation Play Performance Qty Pc Section Row # Seat # Total Cost Promation Date Printed  Play Title Date
Menhert ¥+ 09-D2  |2-SAT 1 1B |2 128 11 { $30.00 Regular { YOU SAY TOM... (Apr 10 201
b i 2 4 [08-D2 |2-SAT 2 28 iz | $30.00 Regular : YOU SAY TOM... [Apr 10 201
Season == 0B-PO |2-FRI Balc Center/2 jUH 114 $70.00{Adult ! Phantom of th... (Jan & 2010
Payment |[== i08-PO |2-FRI iBalc Center/2 jUH 113§ $70.00; Adult ! Phantom of th... Jan & 2010
== 0B-PO {2-SAT iBalc Center/Z {UH 114§ $70.00 Adult Phantom of th... Jan & 2010 |
Letters == i08-PO [2-SAT Balc Center/2 {UH {113 |  $70.00 Adult Phantom of th... |Jan & 2010 l
Transactions | | i H |
Wt . | WE-L.“- .--.n"'“"“**-mn'“-m‘—ﬁ‘-«n--- A----u-ﬁ--—-.--a..-._-—-“--.qﬁﬂ.- "‘H-AN“-"‘H#&‘”*.._’.‘

*
e

22. Click the Confirm Canern button to complete the ticket exchange. The tickets that the patron is exchanging will
appear with a red minus symbol and the new tickets will appear with a green plus symbol.

23. Click the Payments LA button.

M Order #82 for Mr. & Mrs. Jim Smith @ Enterprise Center (Patron #64)

o | $ »

Halp Pagment Pk Ticis, .

U Defails Create Post Dated | Contractual Notes Prior Payments

Fee r
Donctl Order Information
. ul:l o:l PO Reference £ | O send Invoice ©
embership )
Sold By 12 o | User Maseer
Season = . O Hy
iy 3 W
e why did Patron buy? [Magazine-Night Life )
Letters Postal Code [VOH Ti
Transactions Payment Information
Payment Methad [Visa v
Payment Amount | $64.00
Credit Card = [4444 1234 1234 1006 Expiry [12/2012 24
Authonzation £ [_..___ _____ - [JForce Duplicate Transactions Payn
cI & el
®T
Mame on Card O Mq
i Accept Payment  5» Print Tickets o Pi

Order Comments

Ticket Brice  $340.00 I 4
Discounts - 50.00 Ticket Comment |

TicketFee 1+ $0.00 h.

Tickst Fae 2 * $0.00 Order Notas }

Ticke: Fee 3 + £0.00

| prli . T S e ._‘M,,_,wr‘"*mw

24. Enter the appropriate information in the Details Order Information, Ticket Handling, Ticket Printing and Order
Comments sections.

25. Choose the Payment Method from the drop down list.

26. Once you have selected the payment method, verify the price and enter the payment details.

27. Click the Accept Payment ~ AceeptPavment! b tton this accepts the entered payments. If the order is paid in full
the tickets are printed and the order window closes.

Alternatively,

You can click the Print Tickets — =* PIMETEkEts 1 tt0n to print special information on the ticket For example,
birthday wishes, complimentary tickets from, etc.

28. When complete, you are returned to the Patron window.
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Ticket Exchange Confirmation

Depending on your ticket exchange policies, this window displays the options available when there is a difference in
pricing.

For more information on uneven ticket exchanges, please see the on line help Uneven Ticket Exchange

M Ticket Exchange Confirmation

! Wow are shout bo sxchange the selsctad ticksts that have & nat diffsrence of - 5220.00. Select the form of exchangs ta uss,
Fed wie ticksbs for HIGHER ks

Fatron pays for tha prica diferenca.

Batran pays nothing, The case differsnce is sprasd cver the pew ticksets,

i i R pric i 14
(=} Exchange tickets and REFUND price difference

Patron gats & refund for tha price differance.

{J Exchange tickets and WAIVE the LOWER price difference

Patran recaives nothing, The cost differance is spresd ovar the Adw Eickats,
Uneven Exchangs for MORE HIGHER priced tickets

For ynevan sxchanges, selact 4 tickst|s] thet will retsin the crigingl tickst price, The remaining tickats will bs trested ss new
tichkats within the arder,

Play Performance Date Time Section Row & Saeat # Qty Pc Promotion
09-D2 |2-SAT Apr 10 2010 {8:00 pm |2 28 i1 {  1iB Regular
09-D2 [2-SAT Apr 10 2010 {8:00 pm |2 28 2 { 18 iRegular

<

Wl [ i@ Exchange || J Cancel

Past Event Ticket Exchange 12
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Refunding Tickets

Theatre Manager calculates the refund amount from the ticket prices the tickets were sold for, calculates a portion of the
exchange fee, adds in the order fee and presents the user with the final cost of the ticket refund. The portion of the
exchange fee is only calculate if the tickets selected for refund were part of an exchange. If they were not on the
payment window the exchange fee will not be refunded. The only condition when refunding tickets is the tickets selected
must exist within the same order number. There are security controls within Theatre Manager that can be set up for each
employee or as an organization default. Some of the controls are:

o Allowing refunds for performances of past performances.
o Allowing refunds for printed tickets.
o Refund ticket when higher performance security and refund tickets when lower performance security.
o Allowing order, exchange, and ticket fees to be refunded.
To refund a ticket, you perform the following steps:

st
1. Click the Patron F=rens putton in the tool bar. The Contact List window opens.

Enter your search criteria and click the Search " button.
MName/Company __'l like IHLI _I

The Contact List window displays the patrons matching your entry. Highlight the Patron and double-click to open
the Patron window.

2. Highlight the tickets to be refunded.

*Ticket | Donation *Play «Mail List sMembership Relation *Order +Payment| sLetter Task +Season «Tran +Stat Giving | Cart
Status Order = Play
76{09-D2

Performance Play Title Section/Row/Seat Qry Total Cost Pc Promotion Desc-External
1 iDinn—;-l' Theatra E~

i ;Dinnel' Theatre £
| ) {1- {FIDDLER ON T... | iDinner Theatre §
108 09-H2 DALLAS STARS

108 09-H2 _DALLAS STARS

»

= part of season pkg. BLUE = 4 jjg patron RED = patron owes you MAGENTA = reservation onby = contains archived tickets
R Tickets|[ 5 petail [ F B.eBnd 2 Prnt [&ll Tick... & |All vears v
20f13 2 dehat(s) selactad. Valus: $100.00

3. Click the Refund [ = Esfund | putton. The Order window opens to Tickets >Refund tab, displaying the tickets
you have selected to refund.

Only tickets with the same order number can be refunded at the same
NOTE: time.

Refunding Tickets 13



M Order #108 for Mr. & Mrs. Jim Smith @ Enterprise Center (Patron #64)

e P @ - *+ D » @ .J"? -
Trangher Deatail Cleai E!dtil\w " E‘BH\AIIP i Rastund Frint Prims Prime E‘WII

e ! Performance Selection Seat Selection Ticket Review

Donation Blay Performance  Qty Pc Section Row = Seat = Total Cost Promotion Date Printad
= i) [09-HZ |H STARS ia {21 A i $50.00{Regular
Membership || 09-H2 {H STARS 1ja {21 A $50.00{Regular
Season i i
Payment
Letters

Transactions

Ticket Price 510000
Cigegunts - 0,00
Tickst Fag 1 * £0.00
Tichat Fae 2+ 40,00
Tickst Fas 3 + 0,00
Ticket Toeal 5100.00
Order Fees ™ 55,00
Donaticn - 50,00
Membarship = 50,00

City Tax + £0.00
Seate/FET + %0.40
Federal/EET + 50,00

Order Toral £105.00

Currency = 50.00
Prior - 510500

Future - 0,00 <
Balance Ciue = 50,00

= I = refund == = h fr = h T
Commigsizn £0,00 new sale (3 = refun exchange irom 4* = exchange o

UM Entared: FEE 1B 2010 2:29:27 PM, Last Updanad: FEE 19 2010 10:54:39 AM, E2its: 3

To convert the refund to a donation, see Converting Refunded Tickets into
NOTE: a Donation, page 16.

4. Click the Confirm button.

M Order #108 for Mr. & Mrs. Jim Smith @ Enterprise Center (Patron #64)

@ 2

Help Transfer it ai nhange . nchange Refun: | Frir InF |
. Performance SelectionESeat Selectinn| Ticket Review
Ee :
Donation EF’Iay.-r EF’erﬂ:rmance E QtyEPcESection EF{ow = ESeat #E Tota
Hemhcr=up Tickets have been
Season removed from the order
Payment :
Letters
5. Click the Payment Edvinent button.

6. Choose the Refund Method from the Drop down list.
7. Enter any other relevant information.

Refunding Tickets 14



M Order #1086 for Mr. & Mrs. Jim Smith @ Enterprise Center (Patron #64)

9 | @
Help Fagmeet
Tickets = . .
< Details Create Post Dated | Contractual Notes Prior Payvments
ee
Order Information Ticket Handling
Donation PO Reference = | [ send Invoice & Hold for Picku
Membershi | to P
¥ Sold By [12 R Usermaster et o P
Seasan ) Hold for WillG
Why v? [F n R
Payment Why did Patron buy? | orgot to ask O Hold © Door
Letters Postal Code |B5715 Ticket Printing

Transaclions Payment Information
Refund Methad [Cash____

Rafund Amount |

Cash Tendered | 5-100,00

Foreign Tendered | $0.00 Payment Sourcey
Change [$0.00

O Telepghone O

Tickst Prica 5000 O mail order
-SI::?:TT - ':g Eg + Create Refund @ patron Presed
Ticket Fex 2 + 50.00

Sickerfes3.  zo.cp| Prder Comments

Tickst Total £0.00 Ticket Comment [ 1
o.—::;:;:: : :E}g Order Motes [Mr Sl'nll_‘h will be out of town on this date.
Membership = $0.00 authorized by John Doe (assitant Manager] j
Cley Tax + £0.00
StaLs/DST * $0.00
Faceral/GST = $0.00 i
Order Totsl 5900 g I 1
CurrenZy + s0.00
Prisf - $105.00 1
Futura - $0.00

EBalance Dus = $-100.00

Commizsion FO.[‘DI {

Enterec: FEB 18 2010 4:2%:27 PM. Last Updated: FEB 19 2010 10:54:39 AM, Edits: 3

Order comments should be entered when refunds are issued indicating the reason for the refund and the supervisor who
authorized the refund. This information will assist in reviewing the daily activity to insure the refund was processed
correctly and was authorized.

To not refund the order or exchange fee remove them in the Fees
NOTE: | B window..

8. Click the Create Refund + Create Refund | by iton,
Theatre Manager will return the ticket(s) for resale and you are returned to the Patron Household Window.
Other Refund functions you can view in the online help are:

o Refunding Tickets to a Gift Certificate

e Refunding from the Play and Dates Window

e Refunding from the Ticket List Window
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http://www.theatremanagerhelp.com/node/909
http://www.theatremanagerhelp.com/node/908
http://www.theatremanagerhelp.com/Ticket-Sales-Refunding-from-the-Ticket-List-Window

Converting Refunded Tickets into a Donation

A patron may not be able to attend an upcoming event, but rather than a refund, they want to donate to your
organization. You perform the same first 4 steps.

M Order #111 for Mr. & Mrs. Jim Smith @ Enterprise Center (Patron #64)

................................

Season
Payment
Leters

wJranzagtion

L g
r

4. Click the Confirm cawm button. This releases the seats you are refunding back to the Box Office. The order now
has an outstanding CREDIT balance.

5. Click the Donations|  Donation button.
‘:# 1
6. Click the New "+ button in the top icon bar.

(M Order #111 for Mr. & Mrs. ﬁo'tﬂl‘.hiinterprimﬂe_ﬂleripmnnm}

y - W Donation Default Settings
\"_"‘.P) Transher I . Ischis denatien & result of raturning ticksts and wauld you liks ong
! . craarsd for $100.00 ts balanca tha order 1o zare |
Tickets ~ order = prj ¢ e I
Fee
Is this pust a nermal donatizn?
Donation
Membership Normal

Season
Payment i}

7. The Donation Default Settings dialog opens. It asks you to choose if this is a Normal donation or a Tix Refund.

Choose Tix Refund .

W Donation Detail for Jim Smith (Patron #64) [Company 1} (inserting)

1 - B - -1 G
o [rm | @ » Y
el Hew Swe . Caneel Fick Spel
Detalls Notes| Pledge Schedule/Cont eceif S oft ( fs | AMatching Gift| Transaction
Campaign |Ticket Returmns - MWon-Feceipt Benefit $0.00
Date Donated [FEB 19 2010 [¥1 Mext Contact {14y 19 2011 G
Soliotor |1 e Coug Essverbrock Program Year |2010
[Ticket Refund  w | $100.00 censalatizng Fiscal Year |2010
Total Payments $0.00 Srested during ticke rewurn
WriteOf Amount $0.00

CImatching it~ [] Commission Paid?

Tax Receipt Mame |]|rn Smith &

Pragram Mams 1.Jlnun\-'mous

Sort Mame |SMITHIIIMIN Receipt Options |One per paymeant »

8. A new Donation Detail window opens with the information from the tickets displayed. Enter or change the

=
donation information as appropriate. Click the Save === button.
9. Close the Donation window. The Order window is displayed. The balance in the lower left corner is zero.
10. Close the Order window to complete the transaction.

Theatre Manager will have refunded the tickets from the patrons account and converted the value of those tickets into a
donation. The tickets will then be returned so they can be sold to other patrons.
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