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Generating a Report

This example is the same as in the Reports Overview and Reports Criteria Overview screencasts.
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1. Click the Reports Fererts putton in the Theatre Manager Ribbon Bar. The Reports window opens.
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The "Attendance for House and Calendar” report category Is used primarily by Box
Office and Front of House for Patron management. Reports show who is coming and
that Plays/Price Codes are set up proparly.

Usa "Calendar of Events - Daily View" to display the Plays occuring on a daily basis.
For Traveling Troupe sales, this report also displays biming, accomodation and
contact information.
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Report Categories Reports in the Categary

Category Raport Mamea

Attendance for House and Calengd Calendar of Events - Daily View A

Box Office Statistics Graphic Map by Performance

Course Reports Graphic Map by Ticket

Donation Reports & Receipts . = = ——

Exporting, Labels & Record Count I_House Report-By Order (With Address and Notes) 4

G/L Reports

Mail List Reports

Membership Reports @
Miscellaneous Reports

Order and Payments

Patron Motes and Contact Histor
Patron Reports

Sales Summary Analysis

Season Subscrption and Subscn
Ticket Prnting, Invoicing and Inw

Transachon History Reports
| Ikt Frinchinns and Natahase 4 %)

House-Report=8y-Order-{With-Address’
House Report-By Order (Without Notes)
House Report-By Patron {With Notes)
House Report-By Patron {Without Notes)
House Report-By Ticket (With Notes)
House Report-By Ticket [Without Nokes)
House Report-Dinner Table Tents

House Report-Reservation List (With Notes)
House Report-Reservation List (With Order Balay
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M House Report-By Order (With Address and Notes) Criteria

* ~ P
@ bt = | & 'a
Help [ Last Used Eaved Swe Sawe As
Search Sort Titles
Search Criteria

Usa New. Edit. Dalate. anc Clear on the toolbar sbova
to halp construct catarts to saarch the database

Household Options

® All Patrons

O Primary Patrons Only

O Non-Primary Patrans Only

1Don't Mail-Patron Requested
Do Not Telemarket
Cloo Mot Email
Coo Not Trade
Oloe Mot Solicit-Mail
Coo Not Salicit-Phone

mplex criteria, paranthazis can be
with the Group anc UnGrowp button
tion pracecanca rules.
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B Next ol cancel i Done

Add/Edit Parameter

Select a Field Select a Condition

@ AND Level [Fraguently Used ¥ | [is one of ™
Oor Filter| & | Fiteer]
‘OnoT

@ Currency Conversion Table Play £ Play Titls Year Play Code

#  Member Data

88/CLASS 3 2010{10-C03

B ordens e 87|CLASS 2 2010|10-C02

b 85/CLASS 1 2010/10-C01

Patron Name-Combined Search 57|SWEET BIRD OF ...| 2010/10-01
e e o 51{NAKED ON THE I...| 2010/10-002

#  Patron Marketing Data 52 RAINMAKER, @ pies | 2010, 10-001
. 73|SAN JOSE SHARKS | 2009|09-H6

& Play Performance Information 78|PHOENIX COYO... | 2009|09-H5
° 77|NEW YORK RAN... | 2009/09-H4
—— 76|FLORIDA PANTH... | 2009|09-H3
P 75|DALLAS H
iy Sesson st 5 oALLIS 20080842
Play Title 3 a-DCT

& Theatre Section/Row/Seat Descriptions
4 Theatre Information
& Employee/User Information 3
#  Bromotion Discounts o t 1 o
& Shapping Cart - Header 83{TORONTO RAPT... | 2009|09-B4 1
& Subscrptions For A Fatron 82| CHICAGO BULLS | 2009/09-B3 1
#Tax Rate Setup 81|L.A. LAKERS 2009|09-B2 1
# Ticket Data Per Performance 80| CALGARY BE'S 3008|08.01 i
58/ROLLING STONE...| 2009|09-02 3
62/ OVER THE BRID... | 2009/09-003 3

®
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%, Add/Continue

r
Cancel | save

Select a field. condition and parameters for the search critesia

2. Select a Report category. A description of the
category is displayed in the top portion of the
window. In this example:

Attendance for House and Calendar.

3. Selecta . A description of the
appears in the top portion of the window. In this
example:

4. When you have selected the appropriate report, click
® Prnt button. The Criteria

the Print
window opens.

'
5. To add criteria, click the New New button. The
Add/Edit Parameter window opens.

The Criteria suggested for the Attendance for House and
Calendar>House Report-By Order (With Address and Notes) are:

Parameter Field Condition Value
Event # is one of (Event Title)
Performance Date = (Date)
Performance Time = (Time)

e Itis recommended that this report be run using only
one performance as the criteria.

6. In the left side of the Add/Edit Parameter window,
select field you want to add the parameter from.

7. Asyou scroll through the fields, the conditions are
displayed, choose the condition.

8. To add more fields and conditions, click the

T — -
Add/Continue [ e button.
9. When you have completed adding new conditions, click

the Save button.

You are returned to the Criteria window.
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http://www.theatremanagerhelp.com/sites/default/files/images/Report-Overview_demo.swf
http://www.theatremanagerhelp.com/sites/default/files/images/Reports-Criteria_demo.swf
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Search Sort Titles

Search Criteria Exclude Records
Usrs Maw, Edit. Delate, and Claar on the taalbar abeve  [C]75; T
ta help construct criteria to search tha database, -

Household Options

> -Theatre Requested|
[]oon't Mail-Patron Requested
far mara comglas criteria. paranthasis can ba sa%es s [ g Nat Telemarket
the creria, wth the Group ané UnGroup buttens. £z S
force evaluation pracedence rules. [0 Not Email

Cloo Not Trade

[ 0o Not Solicit-Mail

[l oo Not Solicit-Phone

@ all Patrons
CPrimary Patrons Only
© Nan-Primary Patrons Only

Play # is one of (09-D3) LONG WEEKENDS ARE FOR FUN
I and Performance Date is equal to Jul 9 2010
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M House Report-By Order (With Address and Notes) Criteria

Help LastUsed  Saved Save  Saveds

Search| Sort |Iilles

Available Sort Fields

Selected Sort Fields

Patron Company

Patron Motes-Special Needs
Marketing Patron Notes
Map Seats Seat Code

Map Seats Seq =

Order Balance Due

(3

Performance Play Code
Performance Series Code

Patron Name-Last

Patron Name-First

Patron =

Order =

Map Seats Theatre Section

Map Seats Theatre Row Number
Map Seats Theatre Seat Number

Order Changed By
Order Date n
Order Date-Final Payment Made

Order Flag-Reservation Only

Order Notes

Order Ticket Total

Performance Traveling Troupe Contact First Name
performance Traveling Troupe Contact Last Name
Performance Date

Performance Time

Performance Traveling Troupe Performance Location
performance Play =

Performance Sales Method

Performance =

@ Previous

+ ¥

Sort Field Parameters

[sort In Descending Order
[Cupper Case Conversion
[#INew Page when Field Change

3

10. The parameter conditions you selected are displayed. If

they are correct, click the Next

button.
The Sort Tab is displayed.

11. You can use sort fields to select the field by which
the data in the report is sorted. The left list shows
the available fields, the right list shows the default

selections. You can use the @ - arrows to
move the fields from one list to the other to
define the sort order for your report. When done,

click the Next button.
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Help Last Used Saved Save Save As

Search Sort| Titles ‘

Page Header Titles

¢ default report title
| ——

Title [<Use Defaults?

SE ay employee full name

Description | <Use Default=
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[ @ Cancel [|[_§J Done ]

@) Previous

M House Report-By Order (With Address and Notes)
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Add ToCu.. Print Print Page FOF Show Preu.. Save
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Alter Criteria - Run Again - Run Similar

12. If you want to enter a custom Title or Description,
disable the check box and enter your Title or
Description in the appropriate box.

13. When complete, click the Done

button.
Once a reported is created, it appears in a new window. A
number of operations can be done from this window including
printing the report.
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09-D3 - LONG WEEKENDS ARE FOR FUN

Series  Patron Section/Row/Seat

Ticket
Printed v Price Code

Retail Price Sale
Price Promotion

1-FRI (Jul & 2010 at 7:30 PA)
7 DMetle Atom
University of Calzary

181 Windmore Foad SW
Calgary Alberta TSF 3K2

(403) 2466718

$30.00
$30.00
520.00
$20.00

530.00 Regular
530.00 Regular
520.00 Rezular
$20.00 Regular

Order Subtotal

1% Jake Belleville 23 Orange Blvd.
e i PSP

Y

5100.00 $100.00

ety il

(403) 264-0466 Notes: The patron notes field allows up to five pages of text
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