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Adding a New Theatre Map

Before setting up to sell tickets to patrons, the Theatre(s) that the events will be performed in need to be created. As a general rule,
create one theatre for each physical performance space, regardless of how your seating can be changed. You can add new seating

charts in the Theatre Map window. The title "Theatre" can be changed, in Setup >> Company Preferences >> Appearance, to suit
your organization's preference.

Before setting up to sell tickets to patrons, the Theatre(s) that
the events will be performed in need to be created.
As a general rule, create one theatre for each physical
performance space, regardless of how your seating can be
changed.

i Window  Help To access Theatre Maps, you perform the following steps:
|;—;_ Theatre Maps Chrle Alt+T | 1. Theatre Maps is accessed through the Setup >> Theatre
b Map menu.

& Plays Ctrl+Alt+D Alternatively you can click on the Map button from the
| b Ticket Faces Ctrl+ Alt+F toolbar. o
s The Theatre List window opens.
v Mail Lists Ctrl+Alt+PA
Systern Tables »
Uzers and Access ¥
“%  Systemn Preferences
&% Outlet Preferences Ctrl+Alt+U
Y Batch Functions »
Data Utilities
o8 System Activity
¥ Ping Computer Ctrl+5hift+P
g @ Run Procedure File
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| Theatre Name {Inte... “ like IlauwI part of the theatre name {internal)

™ Active [ Inactive

\Box Office

[#2,3012 - 1../(403) 536-1... /¢

Theat... Theatre Nam... Address Address 2
59 |Bayshore Are...|Bayshore Are... |Suite 300

54 Charlottetow... |Charlottetow... (Suite 300 i#2,3012 - 1...
46 Civic Theatre Civic Theatre [Suite 300 #2,3012 -1
48 Dinner Theatre |Dinner Theatre {Suite 300 i#2,3012-1
52 Dadge City C...|Dodge City C...{Suite 300 #2,3012 -1
58 Ceorge Stree... [George Stree... [Suite 300 i#2,3012 -1
53 Horse Cave T...|Horse Cave T...{Suite 300 #2,13012-1
49 Maclab Thea... {Maclab Thea... {Suite 300 i#2,3012 -1
56 Stage West Stage West Suite 300 i#2,3012 -1
57 Sudbury The... {Sudbury The... {Suite 300 #2,3012 -1
55 Theatre Scho... | Theatre Scho... (Suite 300 #2,3012-1
R R

i(403) 536-1... i{

To open or edit an existing map, double click your selection

in the list or highlight and click the Open w button.

To create a new theatre, click the New ﬂ button.
The Theatre Inserting window opens.

Theatre Map Window Description Tab

8080

| Description  Plays

Tasks = Default Resources 1

Theatre Information

Theared|

Pricing Maps

Internal Theatre Name [venus name for lists

Outlet| Company 1 %

External Theatre Name |external venue name for web sales

Address |e|d-|:|r<::-:.- line 1

|ad-dress. line &

City |city
Country |_USA

Phone |phone number

|prwim: & fstate

|mstal.n':r.:p code

Fax |Fa.x number

Email |amaii address for venue contact

™ Active Theatre Colour Il
Theatre lcons and Notes for Web
250hx 200w 3
ipeg —
{shown half size,
to scale)

Motes

specific notes about the venue

| #* New Dpen Delate
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F Description ~ Plays " Tasks | Default F

Theatre Information
Theatre # |EU Outlet Company 1 T]

Internal Theatre Name !U!ﬂe Coloured Blocks

External Theatre Name |Little Coloured Blocks

Address [BOX 33
[1212 Border Road
City |Midway Province [BC
Country | Canada B Postal Code [VOH 1MD
Phone [(250) 449-1214 Fax [fax numt |
Email !sxanuxa@qmail.com
™ Active Theatre Colour Il

3. In the Description tab, enter:

Theatre Information:

e Internal Theatre Name - the internal name of the theatre
used on the sales window

e External Theatre Name — used in web sales and for ticket
faces

e Address information — of the venue

e Phone/Fax — number of the venue

e  Email — of the venue

e Active — indicates if the theatre is to be shown in reports

for selection on the reports pop-up lists.
Theatre Colour — you can override the normal play/task
colour by selecting a different colour from the palette.

Theatre icons and Notes for Web

Theatre Icons and Notes for Web

250k x 200w =
i ) 4. You can drag and drop a 250x200 pixel jpeg into the display
uhmlne;ﬂ'fﬂ“- box. The Ticket Trove application will use this image as a
: thumbnail to identify your theatre. If no PLAY image is
- provides, this image will be the default for any play in that
Bl theatre.
Notes |Every seat i a great seat Click the Trash icon to remove the image from the
database.
5.  You can add any additional Notes about the theatre. These
notes will appear on the internet for web sales.
User M., Changes successfully saved on January 26th, 20012 at B:41:37 AM
. . &
Pricing Maps 6. To Add the Graphic Map, click the New .- New
button.
The Pricing Map window opens.
* MNew Ope Jalete
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Pricing Map - Description Tab

[ NaN&] Pricing Map (0 seats) {Company 1} (inserting) /)

H iption=| Graphic Map | Seat Names | Best Seat Settings |
Pricing Map Name and Capacity Notes
Pricing Map # specific notes about the venue

Internal Pricing Map Name |pricing map name for lists I

External Pricing Map Name |e><lerna| pricing map name for web sales
™ Active
Physical Seats ,m
Reporting Capacity ,W
Price Codes |price zones in the pricing map
Best Seat Plug-In lplugT <No Plug-In>
Theatre ’[;‘,[)7 Little Coloured Blocks

Pricing Map Colour IE

Reserved Seating Map Status
["| Seats Placed on Map
1 All Seats Have Been Named

Fa

anm r_ Pricing Map Theatre One All Seats (315 seat 7. On the Description tab, enter the Pricing Map Name
N | - . : and Capacity information.
e i : i ' - 8. Click the Save H button.
et e 9. To add your graphic map, click the Graphic Map tab.
Pricing Map Name and Capacity
Pricing Map #

The Graphics Map tab on the Theatre Map window shows the
graphic image for the map and places each of the seats. On

Internal Pricing Map Name |Theatre One All Seats

External Pricing Map Name | Theatre One this window you can:
W Active
Physical Seats |315 e Set up your seating layout
Reporting Capacity (315 e Set the logical order of the seats

Price Codes |123ABC"
Best Seat Plug-In |plug in # || Z| <No Plug-in>
Theatre |60 Little Coloured Blocks

Pricing Map Colour |-

e Place default holds on the seats in the venue.

Reserved Seating Map Status
[ Seats Placed on Map
__| All Seats Have Been Named
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FANO L LintleColou

ifo |
e hl-'- * DEVICES L About Stacks., pdf
i b SHARED i LittleColouredBlocks "
- (3 Microsoft User Data

o

¥ PLACES [ 05X Installers

| [ 3 Parallels
+* Applications [l RDC Connections
[ Snagit

Pricing
v Y d e 81
Help New  Save Duplicate Rovert
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Editing.
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10. Drag and Drop your graphic onto the Graphic Map page.

Pricing Map - Graphic Map Tab

| Description wGraphic-Map~ Seat Names = Best Seat Settings 1

-3

X

E
|
|
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Size /Sh
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Mac 12K
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11. Using the tools in the left side toolbar, add the seats to the graphic map.

0
Section F

~

© 2012, Arts Management Systems



http://www.artsman.com/

Arts Management Systems

&@ustom Trainer

http://www.artsman.com

Map Seat Editting Tools

Editing
R e Select and move seats
i Add a grid of seats
B 9 s g
& ﬁi. & Add a seat
Remove selected seat
Zoom out
‘&i- Zoom in
Alignment
& 1} -i' Aligns the tops of the selected seats
@ Aligns the bottoms of the selected seats
o iy : :
- Aligns the left sides of the selected seats
™ Aligns the right sides of the selected seats
Spacing
o= @ = Evenly space the selected seats horizontally
.ﬂ By @ Evenly space the selected seats vertically
i | Re-grid the selected seats horizontally and vertically
R ) Duplicate the selected seat pattern
hallad Ak Flip the selected seat around the vertical axis
- Flip the selected seat around the horizontal axis
43 Rotate the selected seat 90 degrees to the left
?65 Rotate the selected seat 90 degrees to the right
Reorder
;-u 3 ;-u Sort by the selected seat numbers
= Hide the selected seat numbers
Size / Shape
2 el & Set height of the seats
o ‘ ad Set the width of the seats
o Makes the selected seats rectangles
‘ Makes the selected seats oval
Def Holds
2 8 = Clear the default hold from the selected seats
-:j Set default hold letter on selected seats
Colour
Pick Pick  Opens the Colour Palate to change the colour of the seat.
Mac 27K Maximum size a graphic map can be 27K for a MAC PICT and 55K for a WMF
PC 55K
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Editing

b 7|
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12. Reorder the seats so the system can assign them physical seating descriptions.

Reordering Seats on a Theatre Map

R5 Mlez[aa|as]s]ae|a7]a8]ac]s0] 10

R4 I:u.|az|:1a| 34|as{a¢27)22 28| an| 4 o
R3 Izllnlzalquzslzslm|25|29|an|m

1112)13)14|15)16]17) 181 ) 0|
P EE3 3 S ) S £ 2

I1|z| ala]slelafe] efrelyq

R1
12345678910

L]

gt mm Pritbebaieiesagafa gy

pr———
e e ]

«ITIT T2 B EFEENET

— = =

Each seat has its own number called a logical seat.
The logical seats start numbering at 1, and continue
through to the physical number of seats in the
theatre. This is analogous to having a serial number
stamped under each seat.

Since there are no two theatres, arenas, or
performance spaces that are exactly alike, it is very
difficult for Theatre Manager to automatically know
what the seat names will be in the real world. Each
seat in the Map is assigned a logical seat number,
and those numbers can be arranged as needed. Once
they are in a sequence that is easy to predict, each
logical seat number is assigned a name. For example:

Logical Seat # 1 would really be called Section Right,
Row A, Seat 1.

It is like a serial number on the bottom of the seat -
the serial numbers just need to be arranged
sequentially, and then named in the same sequence.

To change the logical seat numbers, you perform the
following steps:
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mﬂ'il“‘i'“f“i"m'ng Drorocmoczoc

21|42|43|44|45| €] 47|28 14E)50010

I:11|azlaa|aq|as|aslaﬂ|a!|a;l-}u|10

lzllz:lza|z-:|25|25|21|25|29|;n:|10
IuI1z|1a|1-1|15|15|11|15|19|zn|10

‘nEEDEEEEBaETM
123 45678 91

1. Click the 123

=3 button on the left of the map.

This shows each logical seat number, in the order that
the seats were laid down. The number might be difficult
to see, depending on the resolution of the monitor. Zoom
in on the map for a closer view or hold the mouse over a
seat to see its logical seat number.

4

3
11 1F 12 14 15 16 17 18 18 20
2 10

" 12:1-!55'.‘!!5-”!'

123 45678 910

Select a section of seats to reorder.

This is done by clicking the mouse outside of a section of
seats, holding down the mouse button and dragging a
box around the section. Hold the Shift key on the
keyboard while dragging a box to select multiple
sections.

If there are multiple sections in the space, it may be
easier to reorder the sections one at a time. If the space
is arranged in rows and columns, and is roughly
rectangular, it can be reordered all at once.

The reorder routine works horizontally and vertically, so
seats must be in even rows and columns to work
correctly. If a seat is above another seat, it will be
assigned a non-sequential number based on the direction
that is being reordered from.

| Reorder Selected Seats [% |
Enter the number te give to the first sest and then selsct the direction in which
! the s=ats sre o be renumbered.
First seat number |
Reorder Seats From
@ Left To Rsght Right To Left
Top To Bomom ‘ Top To Bottom
Left £ Right
! Botiom To Top 5 then Bottorn To Top
Left To Right o0 Biattnes Right To Left
L Cancel |._'J _E__e:_udtf_]

5. Click the Reorder (

il
3. . Click the Reorder £ lbutton.
4. Enter the first seat number for the section being

reordered.

If reordering the first section, start with seat # 1. If
reordering a section, after having already reordered
other sections, make sure the seat number is the next
sequential number from the last seat in the section
previously reordered. This will ensure logical seat
numbers are not taken from seats that have already
been reordered.

Decide which direction to reorder the seats.

Seats can be reordered starting in one corner,
horizontally then vertically, or vertically then horizontally.
Select the starting point from the sets of radio buttons
surrounding the yellow square. The note inside the
yellow square will indicate the direction Theatre Manager
will sort the sequence.

- Reorder

)button.

il
Make sure you Save 5= and Save often.

You are now Ready to go on and Name the seats.

10
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13. Once all the seats have been reordered, click on the
- Seat Names
Seat Names ——— """ tab

Pricing Map Theatre One All Seats (315 seats) [Company 1] (editing)
\ GO0 Create Initial Seat List

@ T @ @

Help New Save Dupli

Nene of the seats have been created yet and must exist 30 that they
can be named

—

Do you want to create an empty list of sears?

O

! r . j

(@ auto-Fill ) 20 Reorder ) 25 Re-Load Seat )

User M... 3 Seats have been selected Imin seat #2 307 max seat #: 3151

14. The Create Initial Seat List dialog opens.
It says:
None of the seats have been created yet and must exist
before they can be named. Do you want to create an
empty list of seats?

15. Click the Yes( @ Yes

)button.

(@086 R e The Seat Names window is populated and you can edit them
| -
@ Tl e D 0 Y e e for your venue.
There are two options for inputting seat names:
Description ~ Graphic Map - SeatNames Best Seat Setting
Seabi | Section oo Soat Price Coded Seat Code a. Export the date_t out of Theatre Manager to a file and
98 “123ABC open the data in a spreadsheet program such as
*123ABC |*Seat Code Microsoft Excel, edit and save the document in a tab-
, *123ABC i*Seat Code delimited format and import them back into Theatre
301 {*Section “"Row *NEW SEAT*{*123ABC {*Seat Code Manager_
| J02 "Section A ROWL SNEW SEAT" {*123ABC :°Seat Code
303 | *Section *Row *NEW SEAT*{*123ABC | *Seat Code b. Click into each field in Theatre Manager and enter the
304 “Section | Rowil *NEW SEAT* {*123ABC | “Seat Code | data manually. Theatre Manager will assist in populating
305 *Section “Row *NEW SEAT*(*123ABC_ :*Seat Code some of the data using predefined equations.
P0G "Section o RO e “NEW SEAT" {"123ABC  j"Seat Code
307 | "Section “Row *NEW SEAT*{*123ABC | *Seat Code Enter values for Section, Row and Seat Code.
308 - *Sectj - * SEAT *Seat Code . . .
i REST ST S TG RTE Change the values of these fields to something meaningful to
the theatre.
Indicate which price codes are valid for the seat.
If the seat is in the front row, then a balcony price code
would not be valid.
Enter the Best Available Area and Best Available #.
Theatre Manager will use the area and number to create a
sequential order from which to decide what the best available
seats are. Have the best seats (or the seats to sell first) in a
higher (ie. A-D) alphabetical area. The seat numbers are used
for the system to decide on how many seats are available in
an area.
373 Sech “Row *REW SEAT" IYIABC TSeat Code 10 If entering names manually in Theatre Manager, the Auto-Fill
314 *Section *Row | “NEW SEAT* | *123ABC :*Seat Code {0

(@ Auto-Fill (| 2] Reorder )( & Re-Load Seat )

User Master  The initial seats have been created. Please edit them for your venue

i E Auto-Fill :button can be used to assign the best

seating area, best seat number and the seat code.

11
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enn Auto Fill Seat Codes Repeat the above steps until all data for all the logical seats
are entered for the venue.

Select the items you want Theatre Manager to create defaults for based
on your section/row/seat information.

Calculate Based On Values In

["] Best Seating Area Section/Row
D Best Seat Number Seats in a Section/Row Click the Save
[} Seat Code Combo of Section/Row/Seat

button.

All seats must be named before the data can be saved.

(D cCancel ) Auto-fill ) Return to the Graphic map tab and hold the mouse over

seats at random. Double check the seat location is correct
and that each seat is named properly.

#

Pricing Map - Best Seat Settings Tab

Test Event Copy 98
on Thursday January 28 2010 at 7:30 PM

| **Any Section*
| Right Centre
Left Centre
Right
Laft

I Cancel to Start Over

Using the Best Seat Settings tab, you can create a list of sections for patron's to choose from on your website.

Using the seats you have defined, the patrons find the best seats in their preferred section. This is particularly practical when there is
tiered pricing. Patrons do not have to keep looking for seats to find ones in the pricing section they desire.

|anm Pricing Map Maclab Theatre (686 seats) [Company 1} —

! Description =~ Graphic Map = Seat Names —W

This is used 1o define the best seat search areas for the user on the web or at the bose office. Iz maps the internal "best sear areas”
that you wish to search on and the external description for the user.  Enter as many areas as you 'sections’ in your venue. The
‘search string is the first few letters of the 'best area’ on the previous tab.

HINT: Mew lines can be added guickly by pressing TAB

Search String ] Search Description

& % = iRight Centre

] B LC i Lefr Centre

& ¥ =l {Right

& =u iLeft

Seat# Section Row Seat Price Codes Seat Code st Seat Priorest Avail Arelest Seat # The Search String iS What iS used in the Seat Names
273 | Left B 5 ]ACWZ LBOS 7 LB 363 - - -
e = e o - o = tab to associate the seat with a section.
e s L1 o0 LA Lol 2 R 202 For example, for every seat you want in the
276 Right C 2 [ACWZ RCO2 8 RC 263 I " . .
T . = T nens 5 e e Right Centre" section, the Best Avallgble
278 |Right [ 4 [acwz RCO4 7 RC 265 Area column for the seats must contain the
279 Right C 5 |ACWZ RCO3 7 RC 266 search String "RC".
280 Right C 6 1ACWZ RCOB 7 RC 267
281 |Left [ 1./Acwz LCol 8 LC 3651 | The Search Description is what is displayed online
282 Left C 2| ACWZ LCco2 8 LC 366 fOr the SeCtiOn
Search strings can be added by pressing the @
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button, or by pressing the tab key on the keyboard
while the cursor is in the previous line.

Search strings can be removed by pressing the 6
button next to the corresponding line.

Search strings can be reordered for online display by

rig_r‘i%‘mng the corresponding linen and clicking the
i |
|£ ‘3 buttons.

13
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