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Patron Management

Starting Patron Management

The Patron Management portion of Theater Manager, allows you to store and organize phone numbers, addresses,
dates, notes, lists, and more for your patrons. Similar to a personal information manager, Theatre Manager is
designed to store information about your customers, volunteers and donor prospects, set up schedules, payments
and phones calls, and organize email and text documents. With the massive amounts of data a person encounters
each day, a single location for storing that data is attractive. Features of a contact manager might also include the
ability to store passwords, important dates and appointments, and the capability of sharing data with another
computer

Every transaction in Theatre Manager is tied to a patron record. A patron records holds information about the
patron such as contact information, donation history, membership details and ticketing history.

To access Patrons:

@ Theatre Manager - User Master
File Edit |Patron Sales  Accounting Form Letters

al

Patron

Setup  Window Help

= Till Balance Ctrl+5hift+T

W&/ Web Sales Module

& Recent Patron List
#) Phone Email/address Changes  Cirl+W
ﬁ.: Quick Find Patron

1. Click the Patrons Fa=s  putton in the Ribbon bar or select Patron Sales>Patrons from the windows menu. The
Contact List for Company window opens.

_| Contact list for Company 1 Add New u@m
u o Patron icti
<& = = 2. From here, you can Search for an existing Patron
Help Mlew Open Diuplicate Delete Frint Export or Add a hew Patron_
Name/Compan v/ like |Smith |© A
/Company e | | e See Adding a New Patron, page 5
| Patron = Type |First. My~ Last Na...[Company [ Addr-L
e See Finding a Patron from the Contact List
Search Window, page 6
Selections
and Entry
I | [>
. =employee _ = primary @ = scheduled address/phone/email
change . = deceased BLUE =you owe patron RED = patron owes
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Finding a Patron fr

om the Contact List Window

| Contact list for Company 1

BEX

Phone EmailWWebsite

\\‘_’) '; »
Help Mew 3 e F « @_ C
Name/Company :v'| |ike l| :
Patron =|Type First... = Last Ma.../Company Addr-L
1 Patonz i
i | v MamefCompany
< = First Mame [»
=. Last Mams 5 = scheduled address,n‘phone;femail- .
chany Title = you owe patron RED = patron owes

Ticket Bal.
Credit Card

Patron Type
Addr-Line 1
Addr-Line 2

City

Province

Postal Code
Balance-Donation

Crder #

1. Clickthe Patron * button in the tool
bar. The Contact List window opens.

a. You have the option to choose a
search option from the drop-down
list.

b. Type the last name into the "From'
field.

c. Click the Search button or hit
enter.

2. The results of the search will appear in the
contact list.

NOTE:

Theatre Manager allows the use of wildcards when searching. Wildcards are
substitute characters for normal characters in a search string. In Theatre
Manager, the % symbol can be used in place of other characters. Therefore, to
search for all patrons that live on the same street, a wildcard can be used for
the house number. An example search would be '% main' to search for all
patrons that live on Main. This could be Main Street, Main Avenue, etc.
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r:| Contact list for Company 1 Q@

— \
1 ] i L {
- | yl »_j - ? - ?
Help ey Open F : Dielete Frint Export
MName/Company f'vJ'] like ]Sni
FPatron = Type First... =|Last Na..  Company Addr-L
-l 59 Company | Smithbuilt Hats 2=
-] 44iIndividual Jane Smith 85 ]
] eailndividual Jim Smith BOX
- 54 Individual Jim Smith Enterprise Center BOX
] 42:Individual (John Smith Tom Woeods Sch.., i123
] 42iIndividual :John Smith Tom Wood School i123
] 38iIndividual (John & ...iSmith 123
48iIndividual iVictoria _Smith 123
] 39iIndividual (Pamela Smitt 67 F
] 2 Individual Geoff Smyth Raddison Schoaol 243!
- 40;Individual ;Pamela |iSmytte |iTour Company 8BS F
|.E<J! 1} | }
. = employee L = primary %% = scheduled address/phone/email
change . =deceased BLUE = you owe patron RED = patron owes
1of11l Ising a single names may be slowsr when usec with Nama/Cempany, Try using..

As you can see in this example, the search was by:
e Name/Company
o Like SM

The search returned all Patrons starting with the last name or Company name of SM and is displayed by Company, then
Name (alphabetic) and when the last names are the same, by alphabetic on the first name.

To change the order of the listing, clicking on the column headers will sort the list by that column. For example, to
change the listing to sort by Patron Number:

1. Click the Patron # column header.

This button is located at the top left hand corner of the patron list window. When it is selected the list of patrons will
sort by patron number Clicking the column header again will reverse the listing.

Name/Company [v| like |sm
Pat... Type First Ma... Last Na...| Company Ad
- 2 ndividual Geoff Smyth Raddison Schoal 24
o 38{Individual {John & ...:Smith 12
- 39 ndividual (Pamela Smitt a7
- 40 fIndividual iPamela Smytte (Tour Company 85
- 4: ndividual John Smith Tom Woods Sch... {12
- 43 ndividual John Smith Tom Wood School 112
- 44dIndividual {Jane Smith BE
48 fIndividual Victoria Smith 12.
- 64 ndividual (Jim Smith Enterprise Center BO
- 66 fIndividual Jim Smith BO
- 50 Elk:nmpan\.r Smithbuilt Hats 2-

2. Double-click to open the patron searched for. The patron record will open.
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7 Jim Smith @ Enterprise Center (#64) {Company 13 l:..JLEI.I

i B | - | [ J 0
N O 2 Y & &F T & | @
Help Hew C e Fevert Dielete Frint Spell MewHous.. DeleteHo.. | Yolunteer Employes | Change ¥i..
3 Housshold Members — Jim Sm'_th (#64) Marketing Proﬁlel Household Patrons (2)
Al Lougahold I Enterprise Center
; s Credit Card | Household | Match
.éﬁfgfggen & = Home (250) 449-28965

Donor | Stats | +Media | Volunteer
@ “ Home
BOX 33 k
S02 4th Strest
Midway BC “OH 1M0

OCnnmr:iInfnl OAddressl Web Patron

Patron special ne‘édeei- 25 1 £0.00

Last ticket purchad®@o’ "’ $0.00
Total membersnips $0.00

General patron notes  [“|Remind employee o
Has mobility issues and prefers main level

Ticket lDunnliun |Play | Mail List | Membership  Relation Order | Payment |Letter |Season | Tran Stat | Giving | Cart

Status Order = Play Performance |Play Title Section/Row/Seat Qty Total Cost Pc/Promotion Desc-External
» = part of season pkg. BLUE = you owe patron RED = patron owes you MAGENTA = reservation only = contains archived tickets
WL Tickets Deta T Print n-Print 1ap |l Tick... [s| [all Years [s|

e For more information on Parts of the Patron Window, see page 11.
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Adding a New Patron

Patrons are added to the database as an individual or as a member of a household.

A household, groups together common buying units or patrons that share some of the same contact information. A
household might be workers in a company, members of a service group or a family in a home.

The word household can be customized under Appearance tab in Company Preferences. For more information on
Company Preferences, please refer to the online help.

When you add a patron, Theatre Manager creates a unique Patron number for each new Patron record entered.
Patron numbers cannot be reused if a patron is deleted or merged.

The amount of mandatory fields (meaning they must contain a value) required to be entered is defined by your
organization. For more information on defining Mandatory Data, please refer to the online help.

[
1. Click the Patrons F==s putton in the Ribbon bar or select Patron Sales>Patrons from the windows menu. The
Contact List for Company window opens.

._'3
2. Click the w+ New button. The New Household window opens.

=]

| New Household {Company 1} (inserting)

; e om0
=/ [ | @ Spell
Help Newk Save Cancel Spell
Type fndividual vl Volunteer ] I Household \ Match l
| ) Patron ‘ Donor l l Media l
Name |i | | e :
Marketing Pmme] ] \ I W ebl
Company |
Marketing £1 Age Code |Adult v
Title |i s
Marketing £2 Mktg #6 (pop-up) i)
Location |H0me (el Marketing 3 ,— Mktg =7 (pop-up) [—7
Address ] Marketing =4 Mkta #8 (pop-up) ]
| Marketing £5 |i
City |Calgary State |AB Patron Contact Flags
country [USA [«  zipcode] []Do not mail-theatre requested ~ []Do not e-mail  [] Do not trad
[JDo not mail-patron requested [JDo not delete
Dhane | Hame wl | == = e
[icket | Donation | Play | Mail List (Membership | Relation | Order | Payment |Letter| Season | Tran |Stat Giving | Cart
Status Order = Play Performance |Play Title Section/Row/Seat Qty| Total Cost Pc/Promotion Desc-External
. = part of season pkg. BLUE = you owe patron RED = patron owes you MAGENTA = reservation only = contains archived tickets

3. Enter the appropriate information into the patron fields. If you have NOT entered all the mandatory information,
Theatre Manager displays a message in the status bar at the bottom of the window or an error message
describing what needs to be completed.
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= =
| Error 2 !
ERROR
! A laast one of the addrass lines must be entersc

Posial Code is a reguired fiald

Error message

First znd Last Names OF Company must bs =nterad

L |

4. When you have finished entering the new patron’s information, click the Save L ***_| button. The patron’s

record is saved in the database and a patron window opens.

_| Alexander Jones @ Enterprise Center (#68) [Company 1]

S~
| “

@ | T ) Y

L e pell|

Help Mew ; Fiewe Delete | Spell

Alexander Jones (#68)
Interprise Center

© Home (250] 449-5432

[
& Home alex. jones@enterprisece nter.cor
@ % Home

BOx 21

405 Gertrude Street
Midway BC “OH 1M0

NOTE:

. | ¥ ¢
J. ‘:J ‘.!; -

| MewHous.. t Volunteer Employee | Cha

k Volunteer ] Credit Card

Patron l Donor

Marketing Pruﬂlel Household P;

Marketing #1 I—
Marketing =2 I—
Marketing #3 I—
Marketing =4 ]—
Marketing 5 ]7

This Patron now appears on the Contacts List window.

e For more information on the Parts of the Patron Window, see page 11.
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Parts of the Patron Window

"j Jim Smith @ Enterprise Center (#64) {Company 1}

Ribbon Bar =1/
— " 0 0
| - ] v .
W | T ) Y & &F | @ & | @
Help e Dielete Spell Mew Haous... Delete Ho.. | Voluntzer  Emplayee | Change ¥i.. ' Patron Details Tabs
0 = = e
Household Hembers Uit Sml_th (#6d) - Marketing | Profile| Household Patrons (2)
Enterprise Center Patron Display
All Household S - -~ ‘ R
: : redit Car ouseho Matc!
3 émasglltggen & = Home  (250) 440-2836 ’
& Home lim. smith@enterprisecenter,.ca Donor ‘ Stats *Media | Volunteer
& % Home *Contact Info | «Address \ Web l Patron
BOX 33 Type Location | Phone/Email/\
502 4th Street W = {Home :(250) 449-:
Midway BC VOH 1MD i iHome Him.smith@e
el &
Contact Card Button <y = primary phone and fax @ = primary
% = phone 3 = fax =e-mail w =

website
| Patron Account Tabs . T!'C_".Contact(:ard]l[  Add.. =

Ticket |Donation | *Play| Mail List| *Membership | Relation |*Order | sPayment |*Letter |Season  *Tran | +Stat| Giving | Cart

IStatus Order # Play Performance Play Title Section/Row/Seat Qty Total Cost Pc/ Promotion Desc-External
. = part of season pkg. BLUE = you owe patron RED = patron owes you MAGEMTA = reservation only = contains archived tickets
8 Tickets o Print |all Tick... [+] |All vears ||

Patron Display

E] Household Members Jim Smith (#64)

All Household Enterprise Center
+ Jim Smith
Edna Duggen & = Home '.:.EEDJ 449-2896
- Horme jim. smith@ enterprise center.ca

& F Home
BOx 33
S0Z2 4th Street
Midway BC WOH 1MO

The Patron Display gives pertinent information about the Patron, including other household members, telephone,
email and address information.

e Double click the name of the person in the Household List or click the underlined Hyperlink in the details
portion of the display will open the contact card.

Parts of the Patron Window - Patron Display 11



Contact Card

Clicking any of the following in the Patron Display will open the Contact Card.

e Double click the name of the person in the Household List

e The underlined Hyperlink in the details portion of the display

e The Contact Card [Z2_Contact Card] 110,

Household Members Jim Smi_th {#61) Marketing | Profile
Enterprise Center
- - | Credit Card |
M ég;:gbtgc — & 4| Home (250) 449-2395
i @ | Home irm. smith@ enterprisecenter.ca Donor | Stats

o | Home
BOX B3
502 #th Street
Midwigy BC “OH 1MO

«Contact Info | «4

Ly

1 |
= primary phone
% = phone &5 =f
website

|(E_centact card]](

_1 Jim Smith @ Enterprise Centergompany 13

f ==X

o T o Y @
Help e Save Delete Spel  Sch Chan..
Type Salutation | ¥ | [2)[Home  [v] [(250) 449-2808
Name |Jim | | Smith I v |H0me l»| |iim.smith@enterprisece [Z]HTML?
Company|Enterprise Center
Title |
Formal |Jim Smith
Greesting |Jim
Patron|
—
Location [Home [+ Primary
Address |BOX 33
[502 4th Street
City [Midway province [BC

e For more information on the Contact Card, see page 19

Parts of the Patron Window - Contact Card
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Patron Ribbon Bar

\\_"L_’_,r’ \-'I Spell J. lﬁ TJ i !, '\i"‘/
Help Mew Delete Spell MewHous.. Delete Hoo, | Wolunteer  Emplogee | Change Vi

The Patron Ribbon Bar gives you quick access to the following functions:

Opens the online Theatre Manager Help

\*
el http://www.theatremanagerhelp.com/
o Opens the New Household window, where you can add a new patron.
Mew e For more information on Adding a New Patron, see page 9
Saves changes and additions to the Patron record.
| 7 |
Save
- Discards any changes that you have made to the record up to the last time the record was “saved”.
e
Rewvert
- Deletes the current Patron. You will not be able to delete a patron if it is referenced by other files.
-
Delete
Oy Prints the selected record.
Eint
Opens the Spell Checker dialog.
Spell
Spell
J Opens the Patron Contact Card to add a new Patron to an existing Household.
Mew Hous. e For more information on Adding a New Patron, see page 9.
-}5  (£65) Edna Duggen Opens a list allowing you to choose the Patron you want to
{#64) Jim SmithEnterprise Center  delete from the Household.
Oelete Hoa..

The Volunteer Window will open with the data of the patron.

wr

‘Wolunteer
o Add the Patron as an Employee.
.
Employes
(1 Toggles the view of the Patron displayed in the window to show marketing information, sales
w information or both at the same time.
Change Wi...

Parts of the Patron Window - Patron Ribbon Bar 13



Patron Tabs

There are two different sets of tabs on the patron window. There are the Patron Detail Tabs which harvest
information about the actual patron, their personal details, and other information that relates to them as a person.
Whereas the Patron Account Tabs carry information significant to the patrons account, their tickets, orders, contact

history, and transactions.

Patron Detail Tabs

=Patron I *Donor I

Media I *Volunteer I «Credit Card I Household ]

J Marketing l Profile I Household Patrons (2) I «Contact info I sAddress ] Web |

The patron detail tabs are located in the upper right hand corner of the Patron window. The Marketing Tab is
automatically selected when Theatre Manager is started.

Marketing

Credit Card

Household l Aatch

Profile | Household Patrons (2)

In some instances, one of the tabs may have a bullet prior to its
name. The bullet lets the user knows that there is information

Donor Stats

stored in the tabbed field.

*Media Volunteer

For example, in this example there is information in Media,
| *Contact Inful“*.&ddress" Web P P

Profile

0

Household Patrons (2)

«Contact info ]

]

sAddress

Web

=Patron

«Donor J

LE

«Volunteer l

—_—

«Credit Card I

]

—_—

Household

Contact Info, Address and Patron.

The Marketing tab displays the major marketing details for the current patron.
The Profile tab displays the personal profile of the current patron.

The Household Patrons displays the patron's within the household.

The Contact Info tab displays the patrons contact details.

The Address tab displays the patrons address information.

The Web tab displays a brief overview of the patrons internet sales history.

The Patron tab details basic account information including how much money they
owe and the last time they purchased tickets.

The Donor tab displays the patron's total donations and the last year of activity..
The Media tab displays members of the media and their status.

The Volunteer tab displays information about a patron volunteering or working
for the company.

The Credit Card tab displays all credit cards on file for a patron. This tab is visible
to employees with access.

The Household tab displays account information for all members of the
household.

Parts of the Patron Window - Patron Tabs 14



Patron Account Tabs

[ «Payment I sLetter ] «Transaction ] «Statistic r Giving ] Web Cart
J sTicket ‘ s«Donation l sPlay r «Mail List [ sMembership I «Relationship ] «Order

Clicking on a tab will turn the tab blue. If the tab is blue, the Tickets Tab for instance, then that tab is currently selected
and its contents display in the window below.

In some instances, one of the tabs may have a bullet prior to its name. The bullet lets the user knows that there is
information stored in the tabbed field. For example, the Transactions Tab in the above picture has a bullet prior to its
name meaning there is information contained in that section.

T The tickets tab shows a summary of all tickets bought by the patron. They may be shown
by different types and years using the pull down bar in the bottom left corner.

This tab is used to purchase and view all donations belonging to a patron.

Donation

“Play The Plays Tab is used to keep track of which events a patron has shown interest in.

Mail List This tab is used to view all of the mail lists that a patron belongs to. It is also used to

: manually add or remove patrons to or from a mail list. You can also access the mail list
criteria window from this tab.

. The Member Tab tracks data for memberships, gift certificates and/or event passes for a

*Membership
patron.

Relation The relationships tab shows the relationships that this patron has with other patrons in
the database. Relationships can be categorized and contain personalized notes. The viable
columns in the Relationship tab could be any column that is relevant to an organization
and it's relationship management.

When a relationship is created under the relationship tab an entry is created in the
current patron as well as the other patron in the relationship. When a relationship is
altered or deleted from one patron's record the same changes will effect the other patron
in the relationship.

Order The order tab allows the user to view a summary of all previous purchases the patron has
made.

Pavment The payment tab allows the user to view a summary of all payments the patron has made

: toward previous purchases.
This tab is used to keep track of all letters written to a patron. This tab allows a user to

*Letter . o .
attach individual letters to individual patrons and to customize letters that can be
attached to individual donations, payments, ticket transactions, or passes.

Season The Transaction Tab displays a listing of transactions that have been created because of
the current patron's actions.

Season This tab keeps track of a patron's season subscription package information.

«Stat View Statistics for the selected Patron

Parts of the Patron Window - Patron Tabs 15



Givine This tab is used to view the Donation Giving History for the Patron.

Cart This tab displays the web shopping carts for the selected patron.

Please see the online help for detailed explanations of the above functions.

Parts of the Patron Window - Patron Tabs
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Deleting Existing Patron Information

You can not delete a patron if there is any Financial History attached to the
Record.

NOTE:

Employee access to deleting records can be controlled when employees are created in Theatre Manager. Please see
the online help for detailed information.

1. Find the patron to be deleted in the contact list.
2. Highlight/click the patron you want to remove.

_| Contact list for Company 1 E]@
e : X -
w ] Z L 3CHSS I >
Help Mew Open Dielete Frint Export
Mame/Company v| like |10
Patron & Type First... Last Ma... Company ddr-Li
d i :G:tﬂff I'LTJ:uuu :\Clt:lr JU:IIIJtUII . .....
- 63 Individual Alexanderilones Enterprise Center
- E=L 0 L 810 8 L8 = D) W) | = =R 1) =4 517
- 43iIndividual iJohn Smith Tom Wood School 1123
- 42iIndividual iJohn Smith Tom Woods Sch... 1123
- 38iIndividual iJohn & ...iSmith 123
£ 1| }
= employee .} = primary %2 = scheduled address/phone/email
change . = deceased BLUE = you owe patron RED = patron owes
1ofs
-
—
3. Click the Delete | | button.

If the patron record contains financial history the message below will appear.

B.’““.r‘"‘.

!

Unable to delete the selected a Patron
It is referenced by other files.

Reason: Cannot delete Patron with tickets. Archive tickets first

with "Play & Dates”

4

If the patron record does not contain financial history a confirmation window will appear.

Deleting Existing Patron Information - Patron Tabs

17



_| Delete patron

Areyou sure you want to delete the 1 selected patron?

[_,_j Delete ][_,J Cancel |

4. Click the Delete ' Delete / button. When the deletion has been successfully completed the patron

record and patron number will be removed.

That patron number will not be re-assigned to another patron. This number
is no longer available for use as it was a unique identifier to that specific
NOTE:

patron.

Deleting Existing Patron Information - Patron Tabs



Patron Contact Card
Editing Patron Information

Occasionally, you may need to change or add information in a Patron's record (for example: the Patron changes

their contact information, gets married, etc.). Changing a patron’s information is simple and done through the
Contact Card.

Some Patron Data may be marked as mandatory fields within the Company Preferences. These pieces of information
must be entered in order to save changes to the contact card. The Contact Card can be access in 2 different ways:

1. From the Contact List ribbon bar, click the Contact Card Cm?gc--- button.
2. From inside the patron record you can choose:
a. Clicking on the name of a household member.
b. Clicking on the hyperlinked title of the Patron’s contact information.
c. Clicking on the contact Card button on the Contact Info tab.

Q Household Mempa

Jim Smith (#64)

. Profile
Enterprise Center

Marketing

Credit Card ‘
Edna Dugden ¥ Home| (250) 449-2896
1 ] Home iim.smith@enterprisecenter.ca Donor ‘ Stats ‘
@ “Homs | b ' *Contact Info | «4
BOx B3 Type
502 ¢th Street =

Midwlay BC WOH 1M0

“4 = primary phone
© =phone oy =f
wehsite

T Contact Card

C

_| Jim Smit L’@ Enterprise Center f(.'ompany 13 " Q@E
% b, = ¢ £ v
= L) Ind - Spell
Help Mew Save Delete Spell Sch. Chan...
Type [Individual  [v| Salutation ¥ | () [Home  [+] [(z50) 449-2896 O
Name [Jim | |Smith | ] D |Home (v| [iim.smith@enterprisece FHTML? [

Company |Enterprise Center

Title |

Formal |Jim Smith

Greeting |Jim

Patron |
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Parts of the Contact Window

) ‘t L= |

__| Mr. & Mrs. Jim Smith @ Enterprise Center {Company 1}

Contact Card ribbon bar j

Type |Individua|

Salutation |Mr. B Mrs.

|H0me

lv| |(250) 449-2875

Name |Jim |

|Smith |

] 1) [Home [ HTML?

M |jim.smith@enterprisecenter.ca

Company |Enterprise Center

Title |

Farmal |Jim Smith

Greeting |Jim

Patron |

Patron Details ]

Patron Contact

Home Humel

Information

[

Location |Home

Primary

Address |BOX 33

|502 4ath Street

City IMidwav

Country ICanada . Postal Code |VUH 1M0 [

Province IEIC

Patron Address
Information

)

[ 4 Add.. |[ == Remove.... | s Add... == Remove...
Ribbon Bar
) L =
] e &
\* W = Spell =7
Help Mew Save Delete Spell Sch. Chan...
?) Help Opens the online Theatre Manager Help
'\I—E;) http://www.theatremanagerhelp.com/theatre-manager-help/theatre-manager-help
of New Creates a new Contact and/or Household member associated with the record
e for the selected patron
= Save Saves the changes/additions made in the Contact Card.
Save
g Revert Discards any changes that you have made to the record up to the last time
Freuert the record was “saved”.
3 Delete Deletes the record.
Dielete
o Print Prints the current record/
-
Print
Spell Check Opens the Spell Checker dialog.
Spell
\Sppelli
& Schedule Opens thee Address and Contact Change Schedule for the selected patron.
-/ Chan
Sch, Chan.. ge

Patron Contact Card - Parts of the Contact Window
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Patron Details

Type |Individual ~| salutation |Mr. & Mrs. R

Name |Jim | |Smith R4

Company |Enterprise Center

Title |

Formal |Jim Smith

Greeting |Jim

Patron |

The field definitions are as follows:

Type The type of patron record that is being entered.
Salutation Formal salutation for the patron.

Name Fields First, middle initial and last name of the patron
Suffix Suffix for the patron if applicable.

Company Company the patron works for.

Title Title within the company the patron works for.

Address Details

Home | Home

Location |Hc:me Il Primary [:]

Address |BOX 23

|502 4th Street

City [Midway Province |BC
Country |Canada ¥ Postal Code |VOH 1MO
[ 4 Add.. || == Remove.... |

You can enter as many different address locations as needed. Location types can be customized to meet needs.
Some address information may be marked as mandatory fields within the Company Preferences. These pieces of
information must be entered in order to save changes to the contact card.

e Forinformation on how to edit mandatory information, see the online help.
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The field definitions are as follows:

Location

Location of the patrons address.

Action Button

&

The Action button gives you access to several other related functions. In the address
location these are:

e Set primary address
e Remove now
e Schedule a future
e Primary address change
e Recurring primary address change
e Address removal
e Copy the Patron name and address to the clipboard
e Map of the patron’s address using MapQuest
e Weather at Patron Address.

Address Address of the location. There are two address lines available for more complex
addresses.
City The city or town for the address provided. To assist in quickly adding a patron, a

default city can be displayed when adding new patrons.

Province/State

The province or state where the city is located. To assist in quickly adding a patron, a
default province or state can be displayed when adding new patrons using the Data
Edits Tab in Default Data.

You can customize this screen to display either "Province" or "State"

Country

The country where the province or state is located. To assist in quickly adding a
patron, a default country can be displayed when adding new patrons using the Data
Edits Tab in Default Data.

Postal Code/Zip Code

This field records the patron's postal identification number. Postal codes format
automatically to capital letters. Zip codes format automatically to add hyphens
when 9 numbers are entered. You will receive a warning if numbers or letters are
entered incorrectly. The screen is able to display either 'Postal Code' or 'Zip Code'.
The tab name "Postal Code" or "Zip Code" may be renamed in the Appearance
section of Setup.

| 4 Add.. |

| == Remove.... |

Adds a new location to the address Details.
e For more information on Adding an Address, see page 24
Removes a location from the address details.

e For more information on Removing an Address, see page 25
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Contact Details

[2)[Home  [+| [(250) 449-2875 )
[:HHGme »| |iim.smith@enterprisecenter.ca  [V]HTML? D

[ 4 Add... || == Remove... |

There can be as many lines of contact information within the contact area as are needed. Location types can be
customized to meet needs.

Displayed as icons. Indicates the type of contact information for the patron.
Type E] D play yp P
Location Location of the contact.

Contact Contact information for the patron.

Action Button [:] The Action button gives you access to several other related functions.

| ¢ Add... | Adds a new Contact Type.
e For more information on Adding Contact Information, see page 26

| == Remove.... | Removes a Contact Type.
e For more information on Removing Contact Information, see page 27
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Adding an Address
1. Open the Patron Window.

2. Click the Address tab in the patron window and click the Contact Card [E=_Contact Card] tton,
3. The contact card opens.

1 Mr. & Mrs. ﬁmSﬂﬁth@Ent ?r ise Center {Company 1} = LEUH
\ N o o=
o PlE® 2320 @
Help e Save Duplicate Revert Delete Frint Spell Sch. Chan...
Type IIndiuiduaI |_v- Salutation |Mr. B Mrs. || IHome || |(250) 449-2875
Name |Jim Jinitizl |Smith | lne] [])|Home s [jim.smith@enterprisece [FIHTML?

Company |Enterprise Center

Title | title of patron

Formal |Jim Smith

Greeting | Jim

Patron I ~ustom identification field | ! =
‘Home Home| Winter, =

Home |Hnme e e et P R e e
‘ [502|— ocation  § Location |Winter [+ @
Location IHome ; :
{ : : Addrgss [2333 W Irvington Pt
: City |MIC| //-i
e ICac'tus Gardens

Adi
City |Tucson State |AZ

| city [Midy7 it
| s Add... | % Remove.... | [ e Add... ][ =% Remove... | H)
UM :

Changes successfully saved on October 22ng, 2005 2t 12:28:31 BV

Winter
Worl:

Entered: OCT 20 2009 8:12:53 AM  Last Updatq_UM

e Mote the confirmation when vou click save

Click the Add| W Add... |button in the lower left corner.
5. An address location drop down opens. Select the new address location.

Enter the new address information.

, =
Click the Save === button.

The new address is now added to the contact card.
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Removing an Address
1. Open the Patron Window.

2. Click the Address tab in the patron window and click the Contact Card [E2_Centact Card| tion,

3. The contact card opens.

1 Mr. & Mrs. Jim Smith @ Enterprise Center {Company 1}

=)

?) = E v ‘®)
A 7 | Spell NG
Help Mew Save Ouplicate Rewert Delete Frint Spell Sch. Chan... 6
Type lIndividuaI |+ salutation |Mr. B Mrs., M L]
< 3 s .l This iz the last link batween this Househald and BOX 33 503 4th
MName IJIm |:=' tial ISI‘I"IIth I &, Eyg. - Migway BC WOH 1M0, Removing it will remova the acdrass

Company |Enterprise Center

Title I te of patron

Formal |Jim Smith

Greeting |Jim

Patron | custom identification fiald

compleely. Ars vou surs you wish to de this?

2 Cancel | kd ves |

Home |Hume

" Delete address link

Home BOY 33 502 4th Street - Michwgy BC vOH MO

Ara you surm you want to dalete the 1 selected addrass link?

Location ﬁ | Home BOX 33 503 4th Ave. - Michway BC VOH 1MD

/1

Address E

|502 4th Street

City [Midy

, Province |EIC

Winter 2333 W Irvington Pt Cactus Gardens - Tucson AZ USA 85715

[ e Add... == Remove.... |

[ &d Delete ||

) Cancel |

[ 4= Add.. ]| =& Remove... ]

um Entered: OCT 20 2009 8:12:59 &AM

Last Updated: OCT 20 2009 8:12:59 AM

N o vk

from the contact card.

Patron Contact Card - Removing an Address

Click the Remove| == Remove.... | button in the lower left corner.

An address location drop down opens. Select the address you want to remove.
A confirmation to delete the selected address window opens. Click the Yes button.
A second confirmation opens. Click the Delete button. The address information is now removed
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Adding Contact Information
1. Open the Patron Window.

2. Click the Contact Info' »Contact info ] in the patron window.

3. Click the Contact Card = Contact Card|p, v+ 5n The contact card window opens.

| Mr. & Mrs. Jim Smith @ Enterprise Center {Company 1} ulg‘
¢ T | g . @
Help Mew Save plicate Fiewert Dielete Print Spell Sch. Chan...
Type |Individual Salutation |Mr. & Mrs. M Home M |(250) 449-2875
Name |Jim I b2 |Smith I | = Home w| ljim.smith@enterprisece [FIHTML? [}
[l
CompanylEnterprise Center
L — (5 [=)|winter & [520-883-4771 g
TItlEI..:_ HeL e e S e e e e
Farmal |Jim Smith
Greeting |Jim
Patron|:_.s::*' dentification field Emnergency
Home
|Hume Winter Mobile
] - MNew Phone Other
Location |W|nter M r——— e
Address |2333 W Irvington Pt New Website
e Fex '
|Cactus Gardens -
City ITucsor‘l State IAZ edna@eduggen.com
Ny
[ 4e Add... | (4 I 4 Add... || == Remove...
I UM Changes successfully saved on October 22nd, 2005 at 12:28:31 BM

Click the Add | 0 Add... |button below the contact details.

5. A contact location drop down will appear. Select the new contact type and location.

Enter the new contact information.

' |
7. Click the Save s« button.
The new contact information is now added to the contact card.
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Removing Contact Information
1. Open the Patron Window.

2. Click the Contact Info' »Contact info ]in the patron window.

3. Click the Contact Card = Contact Card|p, v+ on The contact card window opens.

| Mr. & Mrs. Jim Smith @ Enterprise Center {Company 1} \._/lEI
e = )
¢ T & o Yo
Help Mew Save o Dielete Spell Sch. Chan...

o i Ll Lo . E o

[Todiich ol ool lna na M I(SQU) 883-4771

\ Thisz is tha last link batwean this Household and (520) BB3-4455. M I(QSD:] 4489-2875

/ S [ i will th letehy, & " B N
“q ! \ wish e do thiaz e complet, A yelh imyed M |_1|m.sm|th@enterpr|sece I HTML?
\»| |(520) 883-4455

% Cancel

Winter {520) 883-4771
Home  (250) 449-2375
jim smith @enterprisecenter .ca
{520} 883-4455

[ 4 Add.{ 4 '— Remove...

UM Changes successfully saved on October 22nd, 2005 at 12:28:31 BM

Click the Remove | == Remove.... |button below the contact details.

Select the contact information to remove.
A confirmation to delete the selected address window opens. Click the Yes button.

A second confirmation opens. Click the Delete button. The address information is now removed
from the contact card.

N o v s
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Adding a Patron Using the Contact Card

Patrons can be added through the contact card to an existing Patron Household. This allows you to associate address
and contact information quickly and easily. The new patron added will have their own Patron Number.

1. Open the Patron Window.

2. Click the Contact Info' »Contact info lin the patron window.

3. Click the Contact Card = Sontact Card|p ;i+0n The contact card window opens.

@+
4. Click the New = button. The Patron Contact Card (Inserting) dialog opens.
__| Mr. & Mrs. Jim Smith @ Enterprise Center [Company 1} L.__JLQJE
\t_’) L“ J "'—I] . J iS.'p'e.il; "-.ﬁ"‘
Help Flew /-Rq{e Dluplicate Feuert Dielete Print Spell Sch. Chan...
4
|| salutation |Mr. & Mrs. [l [Winter  [+] [(520) 883-4771
__| Patron Contact Card {Company 1} (inserti ng} [

Company s (B

i .| 'rm | Spefl e

Plew Save Cluplicate Cancel Spell Sch. Chan...

Type |Individua| [+ salutation | Link? Contact Info in Household

[V] (520) 883-4771

Name [first name Jinitial [last name | Ii] V] (2507 449-2875

Toer [v] (250) 449-2896

B comoany V| (250) 667-0766
Title [title of patron /] jim.smith@enterprisecenter.ca

[v] jim.smith@enterprise.centre.com

Location Formal [formal name for letters and labals [v] edna@eduggen.com
Address Greeting I grestin
Patrcr'|| uste

Link? Address in Househald
¥| 2333 W Irvington Pt Tucson AZ USA

BOX 33 Midway BC
BOX 33 Midway BC

5. Enter the information for the new patron to be associated with the existing Patron Household, enabling and
disabling the links to the Address in Household and Contact Info in Household as necessary.
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Fﬁ James Smith Jr. @ City of Greenwood {Company 1} (inserting)

IR IIEEC
| . - Spell .
Help Mew Save Cluplicate Fiewert Caniel Frint Spell Sch. Chan...
T\;pellndividual [v] salutation | Link? Contact Infa in Household
— . [1 (520) 883-4771
NamelJames ||n|t|a| |Sm|th . [ ] (250) 449-2875
ity of ] (250) 449-2896
Company'Cltyo Greenwood :| (250 ) 667-0766
Titleltitli of patron 5 [ | jim.smith@enterprisecenter.ca
et [ ] jim.smith@enterprise.centre.com
Farmal |James Smith, Ir. [ 1 edna@eduggen.com

Enable. disabla

Greeting |James household links

Patron |:L|~5t-:-|11 identification field
Link? Address in Houszhald
| | 2333 W Irvington Pt Tucson AZ USA

[v] BOX 33 Midway BC
[ 1 BOX 33 Midway BC

e

Mote: Formal name changed frem James Smith te Jameas Smith, Jr. autematically for you.

6. Click the Next [ ) MNext ] button. The Contact Card for the new Patron opens.

Adding a Patron Using the Contact Card - Removing Contact Information
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Schedule Changes to the Contact Card

With scheduling, you can change a Patron’s contact and/or address information, in particular, the time at which it is
planned these events will take place. This feature includes:

Function Example

The ability to schedule the removal of a phone, fax, The Patron is moving away from your area.
email, website or address

The ability to schedule setting the primary phone, The Patron is moving within your area.

fax, email, website or address as a one-time

occurrence

The ability to schedule setting the primary phone, The Patron has a summer or winter residence and

fax, email, website or address as a recurring item on  wishes to continue to receive information/
a given day every year

1. Open the Patron Window.

2. Click the Contact Info[ »Contact info lin the patron window.

3. Click the Contact Card (= Contact Card| b ++on The contact card window opens.

4
4. Click the Schedule Changes s:.ctan. button. The Patron Contact Card (Inserting) dialog opens.

-

_| Jim Smith @ Enterprise Center -- Address & Contact Chan... g@

Y 1l (6

Rlew

All Scheduled Changes v

Type Description Patron =

L Tucson -- 2333 W ... |
* = Phone :.;-53 = Fax = Email u, = Website ©F = Address
# = Future change J = Change complete RED = Errors occurred

0of 1

._UD
5. Click the New n button. The address or contact change for the Patron window opens. The window consists of

four parts.

6. InPart1, choose the action for the address.
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Schedulzd contact changes allow 2 pheng, fax, 2-mail, website or 2ddress to bz changad on 2
specific date, Tha changs can =ither ba the removal of the contact or changing it te be
primary, Primary changes can be 2 one-tims event or 2 recurring changs, such as when
patron has 2 summer and winter hame,

o Action to perform for address

O Remove Outlet [Company 1 %
(® Set Primary

(0 Set Primary (Recurring)

7. In Part 2, enter the date (or select from the calendar) the date the change is to take place.

" Select Date &
|---_-=_
F F P FF B
7 -
< =
. = PP E
Set address to primary on Sl Bl |
[MAR 30 2010 2
s ¥ B

P~

8. In Part 3, you can choose to apply the change to the Household or a single Patron within the Household.

9 Applies to:

®Higusahold
[ ladd item to patron when not on patron record.
 patron

|+ Jim Smith (£64)

9. InPart 4 you can select the specific address or contact information that is to be affected by the schedule.
@ Assign which item will be set

() BOX 332 () (250) 449-2875
502 4th Street
Midway BC VOH 1M0 (7 (520) 882-4771
) 2333 W Irvington Pt () (250) 449-2895

Cactus Gardens

Tucson AZ 85715 O (250) 687-0768

UsA () edna@eduggen.com
O Eg;(-fti P () Jim.smith@enterprisecenter.ca
Midway BC VOH 1MO () jim.smith@enterprise.centre.com

—
10. Click the Save =#¢ button to add the scheduled change. You can now close the Address or contact change
window or add more changes to the Patron or Household.
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t Help ew Save Cancel Spell

Scheduled contact changes allew 2 phone, fax, &-mail, website or address to be changed on 2
specific date. The changs can sither be the remowval of the centact or changing it te be
primary. Primary changes can be 2 ens-time event or 2 recurring changs, such 23 when 2
patran has 2 summer and wintzr hama,

0 Action to perform for address

O Remove ’:Iseléq.:'t.aa:t;!. — E,l M

(*) Set Primary

| machzoi0 ]
(0 Set Primary (Recurring) sue fiion] Tuefwed | Thull i ] sat )

i 3 . A
7|
9 Set address to primary on TS = [0 [ [° Es

AR 30 2010 G|~ )— N~
' S Bl |

e Applies to: |3 |
G |

&3 | =
[Jadd item to patron when not on patron record.
) Patron
[+ Jim Smith (£54)
@ Assign which item will be set @

(%) BOX 33 () (250) 449-2875
502 4th Street
Midway BC VOH 1MO () (520) 883-4771

() 2333 W Irvington Pt (O (250) 449-2826
Cactus Gardens
Tucson AZ 85715 O (250) 667-0766
USA ) edna@eduggen.com

O Eg;ft?_l AvE. Sur () Jim.smith@enterprisecenter.ca
Midway BC VOH 1M0 (y dim.smith@enterprise.centre.cor
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Delete a Scheduled Change
1. Open the Patron Window.

2. Click the Contact Info| _*Contactinfo _|in the patron window.

3. Click the Contact Card = Sontact Card|p ;i+0n The contact card window opens.
®
4. Click the Schedule Changes s:.ctan. button. The Patron Address and Contact Change window opens.

-

_| Jim Smith @ Enterprise Center - Address & Contact Chan... Q@

. -
\ o &
@ T 2 ] v
Help Mew Open Delete Ezpart
All Scheduled ChangtaSM e
Tvpe Description 5 Patron #
- Midway -- BOX 33 ... a4 r

(! F
T Tucson -- 2333 W ...

% = Phone g} = Fax |~ = Email \u = Website 9} = Address
% = Future change i,) = Change complete RED = Errors occurred

1aof2

5. Highlight the line of the Change you want to delete.

-

6. Click the Delete re=- button. The Delete contact schedule confirmation dialog opens.

- =
T—
_| Delete contact schedule
7 N Areyou sure you want to delete the 1 selected contact schedule?
Fy LY
L ! .
| 4 Delete || (J Cancel

The Change has been deleted.
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Merging Patrons

Theatre Manager is designed to keep all information about a patron on one record. If a user duplicates a record by
mistake, the duplicate records may be combined. Merging patron records will combine the detail information stored
in two separate records into one of the original records. Because merging is such a powerful task, it is recommended
that this function be limited to specific individuals within your team. The process of merging is actually two tasks:

1. Finding the duplicate records

2. Combining the duplicates into a single Patron.

Searching and Merging is particularly important when Patrons have the opportunity to buy tickets online. If tickets
have been sold to each of the duplicate patrons, the merged patron will now have all the ticket purchases. As well,
donation, personnel, media, and membership information are similarly combined.

For example, Jim Smith purchases some tickets online, and enters his work address, telephone number and
email, as he will be using the receipt for his expense account. However, when Jim enters this information into
the on-line system, he has added himself as a new patron. This can be troublesome for both Jim and you.

To keep accurate patron records, you periodically check and merge these duplicate patron records.

Be very careful when using the Merge feature. Even though all the information about the
individuals appears to be the same, there is still a possibility (if you have very little
information about them) that the records may not be the same. Once merged, the Patron
records CANNOT be unmerged.

Double check!

Database Records

As you can see by the above graphic, you must carefully consider each patron before merging them.
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Finding Duplicate Records

@ Theatre Manager - User Master

o

File Edit Pa(1 )es Accounting Form Letters Setup Window Help i
f ) ] - — i i #
h, L : S e < Al
- al @ % ¥ = - o | M f‘ o |¥= j
Patrons | Quick Find  Calendars Fieparts Letters Cartz Accounts  GLEntries  End of Day Maps Flays Subscripti..  MailListz  Prefer
_| Contact list for Company 1 (3_:
P 4
\| f o F
@ V" ;
Help Mlew Cuplicates
1
Last Name [v]|From s To |S HZ)—’ g
Patron # Type First... = Last Na...|Company Addr-Line 1 Primary Phone | Primary’Fax i
|I Patron = Type First... «|Last Na...|Company Addr-Line 1 Primary Phone ‘Driri'
~EN 5oiStaff M... iDarwin  iShaw | Suite 200 (403) 536-1214 (40% L
71iIndividual iGene Simmons Rock King 122 Found Road... i{250) 449-5432
- 32iIndividual iCameron iSims Eldorado Oil Limi... {2439, 1168 56 A...i(403) 234-5091
- 73iIndividual ilames Smith Enterprise Centre BOX 33 (2507 449-2896
- 44iIndividual {lane Smith 85 Johnston Str... ((403) 243-4096
- g4:iIndividual {lim Smith Enterprise Center BOX 33 (520) 883-4771
- 2iIndividual {John Smith Tom Woods Sch... ;123 Sanderson ... ((403) 532-6565
- 43iIndividual ilohn Smith Tom Wood School (123 Sanderson ... ((403) 532-6565
- 38iIndividual {John & ...;Smith 123 Main Street (403} 555-1212
48iIndividual {Victoria :Smith 123 Main Street (403} 555-1212
- 39:iIndividual Pamela {Smitt 67 High Street (403) 432-7687
- 2iIndividual (Geoff Smyth Raddison School (2435 18th Aven... {(403) 285-45589
- 40iIndividual {Pamela {Smytte Tour Company 85 Pickle Avenue (403} 453-8789
Lo P s, e otk s B U L —

L . - .
1. From the main window, click the Patron === button. The Contact List opens.

2. Enter the search criteria to locate duplicate Patrons and click the Search button. The Patrons matching the

search are displayed.

L~
3. Click the Duplicates owis=s button. The Duplicate Search Options window opens.

Merging Patrons - Finding Duplicate Records
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e e

Duplicate Search Options

Select the method used to find duplicates and one or more fields to be used to

search for duplicates.

found to match will be hithghtedkThis option works on data

o Scan () List The existing patron list will be sorted by those fields. Any rows

that

you already have displayed.

@ Database Searches the entire database looking for possible duplicate records

and

shows them in the list.

Searching by addresses also scans secondary addresses.

Select 'Match’ Fields Matching Field Names ~Field The highlighted fields
" + will be compared for
Address City Th | each patron and if
Address Line 1 Th | found to match, the
Address Line 2 Th | record will be
Address State THy feelected.
Address Zip Code (Abbreviated) Ar g
Address Zip Code (Full) Th §
Patron Company Th |
1
Patron Mame-First Th §
Patron Name-Formal Th |
Patron Mame-Last Th ¢
Patron Title Th |
(9 Cancel édﬁu‘phcztes%

4. From this window, you can choose to search by the:

e List —this list is made up of the search criteria displayed in the Contact List dialog, or

e Database—this will search the entire database looking for any possible duplicates and then display them in

the list.

For example, Jim Smith’s partner has a different last name, but shares the same address, telephone and contact
information, you may want to merge them into the same household.

_| Contact list for Company 1

i (5) JzEd As you can see, Jim Smith has been added as

w | F © :} \ [ & 2 James Smith through on-line ticket purchase,
Felp W e merge. |l Get.  Seh Chan there are now two Patrons to be merged into a
single Patron record.

Mame/Company [v] like [smith {‘ e &

# Type First... Last Na...|Company Jy Email We

20 Individual Frank Easter The Propa

46ilndividual Mary Easter

E1iStaff M... Doug Easterb... artsman.com WL artsi

B0 Staff M... Laura Easterb... artsman.com www.arts

47 Individual Edward iMaclnt...

22 Indiddual Lauren Maclnt ABC Boglk (a

73 Individual " James Smith Enterpriﬁ_.e._Ith.@.en.!;.ew---

54 Individual Jim Smit& Enterprise ith@enterpris...

S EEURLN I\ (8 WP 1) ST T O OO

43 Individual John Smith Tom Woo

38 Individual John & ...iSmith nowhere.com

48 Individual Victoria iSmith nowhere.com

< | I [2]

= employee o) = primary £% = scheduleu}w REC = patron owes you

5. Once you have identified your duplicates, highlight them.

Merging Patrons -
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AN
6. Click the Merge == button.

59

)

k Into common househald

Into a single patran

The Merge button gives you the option of combining the highlighted

patrons:

a.

b.

Into a single patron.

7a. You choose combining the selected patrons into a common household.

j Merge Patrons Into One Selected Patron

Into a common household (for example you searched for the same
address and are merging patrons into a household record) or

—

e <

LE

&ll the Patrens in the list are zbout to be combinad.

records if they exist.

It is probably wise to merge into any employee

1] Select the Patron to whom all ticketing, donor, volunteer, member, & media information will be merged

into
2} Click the Merge button

Patron = Type First Ma... Last Ma... Company Addr-Line 1
= 73iIndividual {James Smith Enterprise Centre {BOX 33
- o4:Individual Jim  ismith  iEnterprise Center BOX 33
- Merge Records :‘?jﬁ
Are you SUME you want ta margs all infarmation inta the sslectad
record?
The ather velues will be saleted,
Margad valuss cam only be recoversd from & backup copy of the
£5 Cancel hd Merge | W [o |
L= | | [ Merge | ) Cancel

Click Merge to start cembining the other recerds into the selacted record

1. Select the Patron to remain and Click the Merge button. The Merge Records dialog opens.

2. The dialog asks you to confirm your choice. Click the Merge button. You are returned to the
Contact List window and the Primary patron remains.

Merging Patrons -
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7b. You choose to combine the selected patrons into a Selected Patron.

A

:l Combine Patrons Into Common Household

CEE

"

2] Click the Merge button

&ll the patrons in the list are about to be put inte 2 common houssheld,

1] Select the patron whose household you'd like all other selected patrons to be merged into.

Patron = Type First Ma... Last MNa... Company Addr-Line 1
- 73iIndividual Jlames Smith Enterprise Centre iBOX 33
~ B4ilndividual iJim :Smith. . iEnterprise Center BOX 33
| Merge Records B}
1 ! :::a':-:;.l ire you want te menge 2l information inte the sslactes
| The othar waluas will be daletec,
Marged values cam snly ba recdvered fram & backup copy of the
i cutsbase | }
: [ = Cancel [ i Merge i No e
[ Merge Cancel

1. Select the Patron to remain and Click the Merge button. The Merge Records dialog opens.

2. The dialog asks you to confirm your choice. Click the Merge button. You are returned to the
Contact List window and the Primary patron remains.

.:l Contact list for Company 1 E]
; n y - | .
o & ¥ »
w (| » g | 2 = i
Help Mew COpen Delete Frint Ezport
Name/Company |vl like i g
. il Merged Patron )} .
Patron = Type First... Addr-Li
' RS- e — =
E‘:;-.s g4 tndividual [im_1Smith ~ Entarprisa Cantar 1BOX |
/=] FZIrariguar Jonmn ST Tom Wooas S, (123
- 43iIndividual {John Smith Tom Wood School 123
- 38iIndividual John & ...iSmith 123
48iIndividual {Victoria iSmith 123
- 39iIndividual iPamela Smitt 67 H
- 2iIndividual {Geoff Smyth Raddison School {243E
- 40iIndividual iPamela iSmytte (Tour Company 85 P
Sl | >
. = employee _ = primary @ = scheduled address/phone/emall
change . =deceased BLUE = you owe patron RED = patron owes
1of12

Merging Patrons -

In our example, there is now a single patron
record for Jim Smith, containing the data
added and tickets purchased with the other
Patron number.

This makes both your and the Patron’s
record keeping easier.
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