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Ticket Management
Introduction to Ticket Sales
Selling a ticket consists of four parts. These are:

» Associate ticket sale to a Patron
¢ FIND Patron

7

N\
* Select the Event or Events the Patron wants to buy tickets
to

N
* Tickets are added to the Order
» Patron makes a Payment for the Order

Ticket sales are associated to a Patron’s record.

Although there is much more to the process around tickets—for example: exchanging, refunding, adding to
orders, etc. all actions can be broken down into these four steps.

The following page steps you through the basic process and following are some of the different variations of the
process.

Ticket Management 5



Selling a Ticket Quick Reference Sheet

List window opens.

Step Function More Information
For more information,
; - ; see the online help
1. Click the Patron Far= pytton in the tool bar. The Contact

section - Finding a Patron
Using the Contact List

2. Enter your search criteria and click the Search ~  button. | Window.
Name/Company _;l like |HL| ;I

3. The Contact List window displays the patrons matching
your entry.

4. Highlight the Patron you want to buy tickets for and click For more information the

IM Event Step, see:
. : . Step 2—Select Events,
the Buy Tickets EwTiskets pytton. The Order window .
page 12
opens.

5. In the Performance Selection tab, select the event from the

event list. Several events can be chosen at the same time.
i)

6. Click the Seat Selection =eatSelec.. pytton.

7. The Seat Selection window opens with the performance For more information on
you have selected appearing in the event portion of the the Order Step, see: Step
window. 3—Tickets are Added to

8. If required, choose the Promo Code. The Promo code Order, page 23
specifies if there are discounts for children, youth or
seniors.

9. Select the seats in the Theatre Seats Graphic by clicking
them. Seats that have previously been sold are marked.

10. As seats are selected they appear in the seats portion of
the window and a running total of the Order appears in the
lower left of the window.

. P t
11. Click the Payment L AHSL button.
12. Enter the payment information. For more information on
e — this step, see: Error! Not
13. Click the Print Tickets 2 button. a valid result for table.

Clicking this button accepts the payment, prints the tickets
and returns you to the Contact List window.

page 38

Selling a Ticket Quick Reference Sheet
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Selling Season Tickets Quick Reference Sheet

Step

Function

More
Information

|

—
Click the Patron F#en= bhutton in the tool bar. The Contact List

For more information,
see the online help

1. . _—
window opens. section - Finding a
, Patron Using the
2. Enter your search criteria and click the Search =~ button. Contact List Window.
Name/Company -] like [Hu J
3. The Contact List window displays the patrons matching your
entry.
4. Highlight the Patron you want to buy tickets for and click the Buy | For more information
L the Event Step, see:
Tickets BwTickes hutton. The Order window opens. Step 2—Select
I Events, page 12
5. Click the Season ” Scasan | button. The Season pag
Subscription display opens.
o
6. Click the New " button. The Select a Season Package
window opens.
Select the package for the patron.
Click the Select button. The Performance Selection
window opens.
9. Pick the performance night for the patron, and click the Select
button.
10. The Subscription window opens Choose the appropriate Seat and | For more information
Price Code. on the Order Step,
. . see: Step 3—Tickets
11. Click th(_a Add Seat_ | button. The seat(s) picked are Added to Order,
appear in the Favqute Seats tab. page 23
12. Click the Book e==+ button.
13. Theatre Manager books the tickets to each performance in the
Season Package. Once all seats have been booked, the user is
moved to the Payment section of the Order window. The user can
continue to add other tickets, passes, or memberships, or
complete the payment process. As seats are selected they appear
in the seats portion of the window and a running total of the
Order appears in the lower left of the window.
14. Enter the payment information. For more information
b Print Tickets on this step, see:
15. Click the Print Tickets = button. Clicking Error! Not a valid

this button accepts the payment, prints the tickets and returns
you to the Contact List window.

result for table.
page 38

Selling Season Tickets Quick Reference Sheet
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Exchange a Ticket Quick Reference Sheet

Step

Function

More Information

1. Click the Patron Far=n= button in the tool bar. The Contact
List window opens.

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

Name,r‘Company_;l like |Hu i‘l
3. The Contact List window displays the patrons matching
your entry.

For more information,
see the online help
section - Finding a Patron
Using the Contact List
Window.

4. Highlight the Patron you want to exchange the tickets for
and click the

For more information the
Event Step, see:

Step 2—Select Events,
page 12

For more information on
the Order Step, see: Step
3—Tickets are Added to
Order, page 23

Payment

6. Click the Payment button.

7. Enter the payment information.

8. Click the Print Tickets 2 PrntTickets |y o,
Clicking this button accepts the payment, prints the tickets
and returns you to the Contact List window.

For more information on
this step, see: Error! Not
a valid result for table.
page 38
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Take a Payment Quick Reference Sheet

Select the event.

Manager.

3. Add tickets to the order.
Payments can be created for new orders or added to existing orders.
There are several ways to access the payment window in Theatre

Step Function More
Information
1. Find the patron. Step 1—Find a

Patron, page 11
Step 2—Select
Events, page 12
Step 3—Tickets
are Added to
Order, page 23

u Payment | For a new ticket order, click the Payment button in the Order window.
$ In a Membership or Donation window, you can click the Payment button
- in the ribbon bar. This opens the Order window to the Payment view.
Fayment

lail List Membership Relatiog

Order P.... Tix ..

{25 yOou

£126.00]
$0.00]
$75.00
£0.00:

MAGEMNTA = reserva,

_[ i _Paymant|

J Invoice | [ Transfer]

o 88 1. L - i S A0 e

When a payment needs to be added to an existing order, from the Patron
Window, you can select the:

— : s
-Iicketl Donation :°Pla}'--°)IailList”)Iembership [Relation

*Order

e Donation tab
e Membership tab and
e Order tab

Click the Payment button to opens the Payment for Order number window.
Once you are in the payment window, you perform the following steps:

Details |Create Post Dated Contractual Notes Prior Pavments

For a detailed

Order Information
PO Reference =

Soid By [12 -

Ticket Handling

(® Hold for Pickup, Taken
O Mail to Patron

O Hold for WillCall

O Hold @ Door for Coupon
Ticket Printing

[Imark Ticket as Printed
D Print Address Tickst

@ Cut each ticket

O Cut after |ask ticket printed for
) Do not cut tickats

[ send Invoice

User Master

Why did Patron buy? |Regular Ticket Buyer w

Fostal Code [T3]

Paynjent Information
Payment Method

WA Batheg | fw

i

F Comments__ p——

[
wign Tendered |

o Accept For
Order Comments Changs | 0000

Ticket Comment I

Order Notes |

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

2. Once you have selected the payment method, enter the details.

3. Click the Accept Payment
payments. If the order is paid in full the tickets are printed and the order

window closes. Alternatively, You can click the Print Tickets
button to print special information on the ticket.

¢ Accept Fayment| b tton, this accepts the entered

% Print Tickets

description of
Payments,
see: Step 4—
Making
Payments,
page 39

Take a Payment Quick Reference Sheet




Ticket Sales Data Flow Diagram

The following diagram shows all of the options Theatre Manager offers in managing tickets for patrons. Sections
are broken up into the four step process that you use in selling tickets.

Step 1

Step 2 A

Step 3

Step 4

Ticket Sales Data Flow Diagram 10



Step 1—Find a Patron
Basics

i
1. Click the Patron F#=: pytton in the tool bar. The Contact List window opens.
Mame/Company __'l like |HL| _I
a. You have the option to choose a search option from the drop-down list.
a. Type the last name into the "From" field.

b. Click the Search | button or hit enter.
2. The results of the search appear in the contact list. You can now select the patron you can require.
e For more information, see the online help section, Finding a Patron Using the Contact List Window.

Step 1—Find a Patron 11
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Step 2—Select Events

Select the Event or Events the Patron wants to buy
tickets to

Book Season Add New Tickets

Step 2

In step two, you have three options, depending on what your selected Patron’s requirements are, You can:

Add New Tickets Quick selection. Allows you to purchase tickets for the Patron from the Contact
List window. See Step 2—Add New Ticket, page 13.

Book a Season Allows you to select a season subscription package for the selected Patron. For
more information, see Step 2—Book Season Tickets, page 17.

Look at Existing Gives you many more ticket options. These are fully covered in Step 3:
Tickets e Exchange—Full Exchange of Tickets, page 25.

e Quick Exchange—Quick Exchange, page 28.

e Add to Order—Step 3—Add More Tickets

e To an Existing Order, page 29.

o Refund—Step 3—Refund Tickets, page 31.

e Purchase—Step 4—Paying for Tickets, page 35.

e Payments—Step 4—Making Payments, page 39.

Step 2—Select Events 12



Step 2—Add New Ticket
Basics

=P

10.
11.

12.

—
Click the Patron F#== button in the tool bar. The Contact List window opens.

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

The Contact List window displays the patrons matching your entry.
e For more information, see the online help section - Finding a Patron Using the Contact List Window.
Highlight the Patron you want to buy tickets for and click the Buy Tickets BuTickets hytton. The Order
window opens.

In the Performance Selection tab, select the event from the event list. Several events can be chosen at
the same time.

Click the Seat Selection Sease==c.. putton.

The Seat Selection window opens with the performance you have selected appearing in the event
portion of the window.

If required, choose the Promo Code. The Promo code specifies if there are discounts for children, youth or
seniors.

Select the seats in the Theatre Seats graphic by clicking them. Seats that have previously been sold are
marked.

As seats are selected they appear in the seats portion of the window and a running total of the Order
appears in the lower left of the window.

Click the Payment Eoyiiicht button.
Enter the payment information.
Click the Print Tickets = PrntTickets |y tton. Clicking this button accepts the payment, prints the

tickets and returns you to the Contact List window.

Step 2—Add New Ticket - Basics 13



Buy a Ticket

1. Click the Patron Farens pytton in the tool bar. The Contact List window opens.

Enter your search criteria and click the Search 'k'. button.
Name,:’Company__'l like |Hu

#

2. The Contact List window displays the patrons matching your entry.

e For more information, see the online help section - Finding a Patron Using the Contact List Window.

You can:

Highlight the patron

Click the Buy Tickets BwTicket=hytton in contact

list ribbon bar.

Or:

Click the Tickets
bottom of the Patron Win

dow.

Double click the selected patron to pen the
patron window

button at the

" Drder #69 for Mr, & Mrs. Jim Smith @ Enterprise Center (Patron #64) (M=) =
Transier #dd Plag Sales Notes Seat Selec._ New Perfo.
 Tickets - .
’—lv’!rformnte Selection |Seat Selection Ticket Review
[3 g l .
Donation play [w] From | To g
Membership : — TRETTST == == > .
Season D8-5M  [2-THU iThursday {Nov 26 2009{2:00 pm |Seussical! the ...|311 315 4 q‘
P em Fal= = ¥ ] b T ={ =1 :IT = = ;I.I ke LS00 -n.n.r = Ll i e - + LT ”
Letters 08-TDC |1-FRI tFnday iNov 27 2009;7:30 pm The Drowsy Ch...;2,238 2,686 20 428
09-002 {1-FRI Friday {Nov 27 2009{8:00 pm {NAKED ON THE... 645 545
Transactions 08-5M |2-SAT-E {Saturday [Nov 28 2009{2:00 pm |Seussicall the ... 315 315
08-TDC |1-SAT (Saturday :Nov 28 2009{7:30 pm {The Drowsy Ch...{2,254 2,686 4 428
08-5M (2-SAT-M ‘Saturday ENav 28 2009i7:30 pm {Seussical! the ... {315 315
09-002 |1-SAT iSaturday iNcIV 28 2009i8:00 pm [NAKED OM THE... 645 645
0B-5M {2-SUN Sunday  (Now 20 2009{2:00 pm Seussicall the ... [315 315
09-002 |1-SUN Sunday iNclv 29 2009{7:30 pm {MAKED OM THE... {645 545
08-HSM |1-FRI Friday EDEC 4 2009 {2:00 pm iHigh School M... {297 315 18
s i 08-TDC |2-FRI tFnday {Dec 4 2009 {7:30 pm iThe Drowsy Ch...|2,258 2,686 428
Discounes = 40.o0|| |08-D2 |1-FRI Friday  |Dec 4 2009 [8:00 pm {ROLLING STON... [631 645 14
TickstFsal * 50,00/ | {08-HSM |1-SAT-E Saturday [Dec 5 2009 {2:00 pm (High School M... |315 315
I:"—:“ :"i: 53-32 08-HSM |1-SAT-M Saturday iDec 5 2009 {7:30 pm {High School M... {315 315
_“‘:k:‘t T'D'm :D'm- 08-TDC |2-SAT Saturday {Dec 52009 {7:30 pm [The Drowsy Ch...|2,258 2,686 428
= Dltlt} 08-02 1-SAT Saturday {Dec 5 2009 [B:00 pm (ROLLING STON... (845 545
Ordur F'_‘I e MO LICKA (4 _C1 Ikl (=TT iMim= & OO0 e B TR Usmbs bl Bd 2L 34C
Denatien - $0.00 F) I r |
Mambarship = $0.00| '—
City Tax=  50.00 = - -
State BET = 2000 Play .Perfurrn... .Day .Date -TIITIE .Play Title _Sales Met..._TheatrE Mams L[nl:e_... Perf _Flag
Federsl/GST = 50,00 | i ] i | i | i
Orcder Total 0,40
Currancy - 0,00
Prisr = £0,00
Futurs = $0.00
Balence Dus = 50,00
e For a description of the Order window, see page 46
_| Order #69 for Mr. & Mrs. Jim Smith @ Enterprise Center (Patron #64) ?
Help iew Tranzker AddPlay Femoue P Femove 8l Sales Seat Selec. y| Feleaze Ho MewPerfo..
ormance Selection (Seat Selection tReﬁew‘ !
Selected
Performance
y M From |~- search at 4
Membership i Perform. . Day Date Time Play Title
Season 08-SM  i2-THU Thursday iNov 26 2009:2:00 pm {Seussical! the .
Us-5M  i2-FKIl Frida Nov 2/ 20059 2100 pm  i5eussicall the .,
"-.an'-mm-'\ et i \;‘YJ ‘~m~‘~‘-—u’i¢n-"‘i‘r—‘
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3. In the Performance Selection tab, pick the appropriate event from the event list. Several events can be
selected at the same time.
Click the Seat Selection tab or button.

4. The Seat Selection window opens The performance you have chosen appears in the Event portion of the
window.

5. If required, choose the Promo Code—in this example, all of the seats are adult.

6. In the Theatre graphic, pick the seats the patron wants. As seats are selected they appear in the seats
portion of the window and a running total of the Order appears in the lower left of the window.

| -~ & &® (o \
9 | @ | F 8 U
Hulp Transtor Bast Soat it Sales Motes | Quick Cash Hido Soat .
Tickets i : "
= Performance Selection Seat Selection Ticld iew
g s o Lod|
z T T T
e (e e B | HHHE—S——— |
- i2- i i | &
Membership 08-5M E2 FRI ESeu«ssmal! the ,,;. —AR o
i i i ENEEEEE o, EEENENEEEN
T gunnnsnn¥iessnunnnns|
R} 10
ol - OO . OO
Tetiers 5 i f 2222 = I . I
Transactions £l E = 12345678510 C
| » MENNES  EENEENEEN
21{Adult | 0.00%] sEENEER ENNEENEEE
22 Child | 10.00%! I | I |
25:Student | 5.00%; i w || @ ENMWERRNE
] ! i o .. Floor Right t|
[TERETETES S 15000
Discounts = 50.00
[Ticket Fee 1+ 50.00 = - "
[Tickat Fas 2 + 50.00 f 1 |
[licketFee3+  50.00 | ! |7
Ticket Total 5160.00 i i ¥ =
OrderFees *  §5.00 ' 3 £ g ® “3 Release all uick Cashi
M it | T T [2] || £ & @sel OHold § Quick
Membership = $0.00| C.. ~ Description Price Amount Play Performance | Qty|Pc Se!on Row = Seat = Total Cost Promotion
CiryTex+ 500004 iprice Code 1 [$40.00  $40.00 - |[08-SM {2-FRI a1 [ $40.00}Adult
recoaliceT~  sooa|2  Price Code 2 $35.00i  $35.00 |||0B-SM {2-FRI a2 | 40.00Adult
| ©rcer Tozal 5155.DE1 s SR 33000 8-SM {2-FRI as i3 i £40.00iAdult
i _ sana iPrice Code & | $0.00; $0.00 08-SM  12-FRI ;A-ﬁ 4 540.00;Adult
“erier-  sopo|B  [Price Code B | $0.00} £0.00 ; ; ; ;
Future = s0.00|C  [Price Code C | $0.00! $0.00
Balence Due = si&5.00 i i i <
Commissien 54.00 | = —
Oof4  Tetal tlckets raser ad 5o far: 4
: Payment
7. Click the Payment L button.

e For more information on Payments, see Step 4—Making Payments, page 39.

8. Click the Accept Payment = Accept Pavment|sr pring Tickets = PIMETIkets | tton. The tickets
and any other items are purchased. The screen returns to the Contact List window.
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Other Methods to Purchase Tickets

Function

Pay What You Can

Description

Pay-What-You-Can (PWYC) is intended to allow the
sale of tickets to any performance of any event and
collect from the patron any amount that they can
offer toward the cost of those tickets. For example: If
they only have $10 and the admission price is $15 the
ticket can be sold a "pay what you can ticket".
Ultimately this method of sale allows patrons from
any economic status to attend your events and for
those patrons who may not attend because of ticket
price this becomes an offering of an affordable
option.

Link to Online Help
page
Pay What You Can Sales

Travelling Troupe
Ticket Sales

To sell a Traveling Troupe performance a
performance must be created for the sale to be
assigned to a patron.

Travelling Troupe
Tickets

Before Event Sales

Before Event Sales is designed to reserve and print
tickets quickly for patrons who purchase tickets prior
to an performance. All tickets sold using this method
are sold to the same patron, and can be sold within
the same order or given separate orders.

Before Event Sales

Quick Buy Ticket
Sales

Quick Buy is designed to reserve tickets quickly for
patrons prior to getting the patron's name and
information. All tickets sold using this method are sold
to the same patron, creating a new order for each
group of tickets. After reserving tickets using the
Quick Buy method, the ticket orders are transferred to
the actual patron's account who purchased the
tickets. Quick Buy can be done for reserved and
festival seating performances.

Step 2—Add New Ticket - Other Methods to Purchase Tickets

Quick Buy Ticket Sales
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Step 2—Book Season Tickets

Basics
. u . . .

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

13. Enter your search criteria and click the Search ©~ button.

e For more information, see the online help section - Finding a Patron Using the Contact List Window.

2. The Contact List window displays the patrons matching your entry.

s

3. Highlight the Patron you want to buy tickets for and click the Buy Tickets EwTiets hytton. The Order
window opens.

4. Click the Season H Seaan button. The Season Subscription display opens.

5

5. Click the New ™ button. The Select a Season Package window opens.

6. Select the package for the patron.

7. Click the Select button. The Performance Selection window opens.

8. Pick the performance night for the patron, and click the Select button.

9. The Subscription window opens Choose the appropriate Seat and Price Code.

10. Click the Add Seat button. The seat(s) picked appear in the Favorite Seats tab.

11. Click the Book e.x button.

12. Theatre Manager books the tickets to each performance in the Season Package. Once all seats have been
booked, the user is moved to the Payment section of the Order window. The user can continue to add
other tickets, passes, or memberships, or complete the payment process. As seats are selected they
appear in the seats portion of the window and a running total of the Order appears in the lower left of the
window.

13. Enter the payment information.

14. Click the Print Tickets = PMMETickets |y tton. Clicking this button accepts the payment, prints the

tickets and returns you to the Contact List window.

Step 2—Book Season Tickets - Basics 17



Via the Order Window—Season Button

Within the Order window, you can subscribe a patron to a season package and book their seats on the same
order with other purchases.
@
_ - _ o
1. Click the Patron Fa=== button in the tool bar. The Contact List window opens.

Enter your search criteria and click the Search "~ button.
The Contact List window displays the patrons matching your entry.

e For more information, see the online help section - Finding a Patron Using the Contact List Window.

W Contact list for Company 1

o T ¥ s T 2N =

Hep | Mew Open  Doficwe  Delete Print Eiarl

i

Name/Company = like [Hu l

|Pa1:rnn #lT\rpe JFirst... ‘iLast Na...|Company IAddr-Lha 1 IPr‘
o i 16iIndividual {william  {Church {356 Thorton St ... {(4Q
-t 62iStaff M... iLa iHubick iSuite 300 {4

76 Indrnidual  Gayle Hunter Police Service 405-111, 5 Street (40

2. Click the Buy Ticket EwTikets hytton. A new Order window for the selected patron opens.

; Season ‘ L. .
3. Click the Season | button. The Season Subscription display opens.
TUrder so0 1 Ta | T f;'\ TTRSEric] Part ELT) X
| o »
9 @ |
Help Trancfe! Mg Sales Motes 1
Tickets Patron Name Year-Fiscal |Desc-Extamal Renewal Status |Date Ren
Fee i - - - ——
| - -
Donation | | Select a Season Package
Membershi 3 A Thara ara s nlfrr!h.ar of Faasan subscription packagas. Flaasa salact ona chat the
3 / ! s, paeron will be initislly s=signed eo.
eason g
—— " The patren can always be moved later,
Payme
e : Seq # Active Year-Fiscal Year Desc-Intemnal L5
Transactions 3] Yas 2008 - 2000 | 2008 Dinner Theatre Extra...|
i TpeT— = 1 ftMan age tMain
Ticket Price 50,00 i
Digcounts * §0.00
Ticket Fes 1 = s0L00
Tickst Fea 2 = £0.00 |
Ticket Fes 3 - £0.00 i ¢'€ >
Tickst Tetal $0.00 | = -
OrcerFees = $0.00 Cancel ]
Denstign = $0.00
Membership =~ $0.00
City Tax*  $0.00
State/PST - $0.00
Fedaral/GST = £0.00
Cireder Tetsl £0.00
Currency - $0.00
Priar = s0L00
Futurg - $0.00 1 1 1 1
Balanca Dus = s0.00[% | " |
Commission soo0 & = CarnP_leted - = Cancelled & = Needs More Seats & = Needs Fewer Seats |
| _meini%zz.cna JAEATEM | LastUpcateg DEC 32008 248 1 .

4. Click the New " button. The Select a Season Package window opens.
5. Highlight the package the patron wants.
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6. Click the Select button. The Performance Selection window opens.

Thars are & numbsr of perfarmances far this subscription packags, Plsass sslect ons
that the patron will be initially assigned to.

Tha patren can always ba moved later.

Performance Date Time = Hald (Ba) = Saold Pe
1-FRI {lan 20 2010 {7:30 pm | 20! i
1-SAT ilan 30 2010 (7:30 pm | : ;
4 &0y 29 e e Wl T B B W T | 2 ' i
2-WED iFeb 3 2010 ;
2-FRI iFab 52010 (7:30 pm | i
2-SAT iFeb 62010 {7:30 pm | i i
2-SUN iFeb 7 2010 {7:30 pm

3-WED iFeb 10 2010 :7:30 pm |
3-THU EFeb 11 2010 E?:Bl} pm

|ﬂ ik - " |

i
£
J

[ & Select [l (3 Cancel

7. Pick the performance night for the patron, and click the Select button.
8. The Subscription window opens. Choose the appropriate Seat and Price Code.

— =Jokd
\‘.'-‘.') \.;} \’M ‘ a’ H
Help Prirt. Spell | Eock grvent O Baryusl E
g SeaEen aubacrgtian raquirs an svening 2 be apecified (ariea). the 2aat cade, price code and tha zalas pramasion to be used, Sach saatcan have s Eiferent promatian ta sccomedata a family.
|
\ﬂ Package Main Package " s
Series |1-FRI el Motice Printed |DEC 17 2009 9:27:05 AM

Drelebe

Season Since |DEC 17 2009 Motice Count |D
Desired Seats [2 Renewed [DEC 17 2009  [9:27 AM
Subscription = [38 oOrders | e

Fanswad by Usar Mastar (UM)

Favorite Seats Change Requests I Auto Renewal Settings | Tickets Transact

Qty Pc Section/Row/Seat | Promotion = - |
T I u =
=
£
&
L ZE
i I I
= o =
| @ Click Add
? = corract (@ or () = arror @ to @ = priority Seal [w]

= primary next year ) = canceled

LRBE |Promo |Subscription | Price [1-Frice Code 1 |||, Add Seat

Entared: DEC 17 2009 5:27:05 AM  Last Updatad: DEC 17 200% 5:27:05 AM

9. Click the Add Seat button. The seat(s) chosen appear in the Favorite Seats tab.
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" Subscrption for Gaye Hunter @ Dolice Service (476) {Company 1]
\ k=
) g | » % |G :
Hulp Detits Print Spal Book |F E
J_s-ulen wl:;:ripliana reguire &n Iﬂﬂi; e be lpniﬁl;d [series), mﬁ: ;dc::u cods Bnd Ehl_ll-lll premn:-l; n—m;;_- E;I\ ;:::n I;a:d}o:ru p!errm.l;
>
\?' Package wain Package

Series m
Season Since W
Desired Seats ,27
Subscription = lae-—

Favorite Seats |Change Requests | Anio Resewal ?‘.-?_'!.".!'E‘. Tickets | Transactions

Qty Pc Secton/Row,/Seat Promotion
N {1 [F/1/5 {Subscriptior

Secti
&

T -

Section I©
« INEEEN -
B m
« INNEEN
« HINEEEN i:
s HIREEN

Floor Lefi Floor Right q

10. Click the Book &=ct  button.

Theatre Manager books the tickets to each performance in the Season Package. Once all seats have been

booked, the user is moved to the Payment section of the Order window. The user can continue to add other
tickets, passes, or memberships, or complete the payment process.
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Step 2—Look at Existing Tickets

You can determine everything you need to know about a patron’s tickets in the Order Window and the Tickets
portion of the Patron window.

Parts of the Order Window
The Order window displays all information about an Order.

" Order #69grmr=am_ Patron Order Number _ J(Patron #64) ]
] T
- ~ { #*
- - g Ribbon Bar
Heilp Wigw Tuansher A Flay Sakes Motes 2 fo, 3
Tickets . i 5
\ Performance Selection Seat Selection Ticket Review ’
Fee
Donation '}Pb( w| From |
Membership 1 I:‘Ialy‘r‘l Perform... = Day Date Time Play Title
Season {08-SM {2-THU {Thursday Nov 26 2009 2:00 pm |Seussical! the
Payment EDEI-SM 2 = . Nowv 27 2009;2:00 pm ESEUSSICE“ the J
Tincrs i08-TDC | Fimict Displ pov 27 2009 {7:20 pm  {The Drowsy Ch
ey i09-002 | unction LISpiay Koy 27 2000 {8:00 pm {NAKED ON THE
Trapsactions i0g-sm iZ fMov 28 2009 2:00 pm  |Seussical! the |
I i08-TDC {1-SAT Saturday iNov 28 2009:7:30 pm The Drowsy Chd
iDg-SM  {2-SAT-M Saturday Nov 28 2009 (7:30 pm |Seussicall the
i09-002 {1-SAT Saturday (Mov 28 2009 i8:00 pm {NAKED ON THES
{08-SM  (2-SUN Sunday  [Mov 29 2009 :2:00 pm Seussicall the §
i09-002 i1-SUM Sunday  Nov 29 20097:30 pm |NAKED ON THE@
i08-HSM {1-FRI Friday Dec 4 2009 {2:00 pm (High School M..‘
ey i08-TDC {2-FRI Friday Dec 4 2009 (7:30 pm [ The Drowsy Ch
Discounts - so.0af| {08-02 [1-FRI Friday  [Dec 4 2009 |8:00 pm |[ROLLING STOM,
TicketFee 1 = go.00ff (08-HSM [1-5AT-E Saturday [Dec 5 2009 {2:00 pm {High School M.
TickatFea2 = socall ipg-HSM 1-SAT-M  iSaturday Dec 5 2009 {7:30 pm {High School M.
Ticket Fee 3 = so.00f i | me i - '_F
Ticker Total Fry gDS-TDC {2-SAT Saturday (Dec 5 2009 gz._,Cl pm gThe Drowsy C
T Wa8-02  11-SAT Saturday (Dec 5 2009 (B:00 pm {ROLLING STOM
EIESL . g - [N BT Mo & 3000300 nmink Schoal kA
Denatien = £0.00
Mambership = £0,00 Order Total
Ciby Tax = 50,00 2 -
=R e g .Day _Date _T|me lPIay Titla
Fedaral/GST - £0.00 I { { !
Ordar Total £0.00
Currency = $0.00
Prier - $0.00 ! | H i :
Future - 50.00 | | H H i 1
Ealance Due = 50.00 ! ! i i i 3
e e it —_. “"-ﬂw,"\f““‘wt‘-m’

What you see in the Order window changes depending on what function button is enabled, however, it does have
common elements. These are:

Patron Order Number A unique number used to define the order.

Order Window (Function | The buttons on the left of the window change the view. When a button is clicked
Selection) Buttons the view changes but the order stays the same. This allows for the purchase of
tickets, donations and memberships in one order. Once an order is complete it
can be opened to view, edit or add payments, purchases, taxes and more.

For more information on the Order Window selections, see Order Window
Buttons (Function Selection), page 47.

Ribbon Bar The ribbon bar consolidates the “one-click” tools available for the Function
Display. As you change the interface by clicking the Function Selection buttons
and the tabs within the Function Display, the ribbon bar displays the tools
available.

The Ribbon bar for each function is described in each section.

Function Display This display changes depending on the Function Button selected and the Page
tab clicked.
Order Total As you buy tickets, make donations, payments, etc, the Order Balance is

displayed in the lower left portion of the screen.
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Patron Account Tabs
'Tifki'f;{)onatlon *Play Mlail List *Membership Relation #*Order *Payment | +Letter|Season | +Tran|+Stat Giving Cart

Clicking on a tab brings the tab to the front and its contents are displayed in the window below. In some
instances, one or more of the tabs may have a bullet prior to its name-meaning there is information contained in

that section.

The Ticket Display
The Patron Accounts portion of the window contains the information about a patron’s tickets.

i'TiCkETgDunnﬁun.-Pla}'-illailList *+Membership Relation -Drder-'-Pa}'meutf-é

|status Order # Play Performance Play Title Section/Row/Seat i |Date Printed |Date
: 63 08-Bl B 88'S \CALGARY 88'S  M/F/S ‘Nov 9
< | - ; - I . . [ : . 1>
= part of season pkg. BLUE = you owe patron RED = patron owes you MAL

|l Tick... [w| [all vears [w]

1of 1 Fatren has notes

Here you can see all of a patron’s ticket purchases. All of the important ticket information is detailed--the codes
associated with the event, the number of tickets, the seat number(s), the date of the event and the price and
promotion codes the ticket(s) were sold for are also shown.

e For more information on the Parts of the Ticket Display, see page 60.
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Step 3—Tickets are Added to Order

Tickets are added to the Order

Step 3

b,

We recommend you:

Use Quick
Exchange

For more
information on
Quick Exchange
see,

Page 28

Turn off
Automatic
Waiving

For more
information on
Waived Amounts,
see the online help
Ticket Sales-
Waived Amounts

Quick exchange is a fast exchange procedure that automatically applies the same price
and sales promotion on a replacement ticket as was on the original ticket.

When the original ticket and the replacement ticket are not of the same value a warning
appears indicating there is a difference in ticket values.

The operator is not required to select the price code or the promotion code during the
exchange.

The price and promotion code on the original ticket is automatically applied to the
replacement ticket.

The operator can cancel the Quick Exchange and complete a regular exchange.

If quick exchange is used and an amount is accidentally waived, a regular exchange can
be used to reverse the waived amount.

Turn off automatic waiving to prevent accidental waiving of the difference between the
price of the original tickets and the replacement tickets when an incorrect replacement
ticket was purchased.

Turning off automatic waiving requires the employee to decide if any difference between
the original tickets and the replacement tickets is to be refunded or collected. Select
both checkboxes to collect money for higher priced tickets and to refund money for
lower priced tickets.
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Step 3—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.

See Employee Setup for more information on the controls. Click on the following links to access the online help
descriptions for some of the applicable controls:

¢ Allowing exchanges for performances of past performances.

o Allowing exchanges for printed tickets.

e Collecting or not collecting the difference in money for higher priced tickets.
¢ Refunding or not refunding the difference in money for lower priced tickets.

Exchange Hints
Errors occur during a ticket exchange when:

e 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.
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Full Exchange of Tickets

Full Exchange process gives you full control over the entire exchange procedure—basically, the patron is

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

Enter your search criteria and click the Search "~ putton.
Name/Company __*l like |Hu ﬁl

The Contact List window displays the patrons matching your entry. Highlight the one you want. Double-

click to open the Patron window.

e For more information, see the online help section - Finding a Patron Using the Contact List Window.

I Mr. &t Mrs. Jim Smith ® Enterprize Center (#64) ** $130.15 Balance Owing ** {Company 1} 4‘
w ¥ fee S SE S

() Household bambers M, & Mrs, Jim Smith (#64)
o Enterprise Center

All Household

* Jim Smith J
Edna Duggen @ '+ Mobils (250) 667-0766
James Smith ¢ Home  (250) 449-2875

= Winter (S20) BB3-4771
= Home (250) 449-2826
@ 0 Home  lm.smith@enterorisecanter.ca
Home Im.smith@enterpnse.centre.cor

@ % Home & Winter
BOX 33 2333 W Irvington Pt
502 4th Strest Cactus Gardens
Midway BC WOH 1MO Tucson AZ 85715
LISA
'TikaT|Donaﬂon =Play *Mail List *Membership Relation =Order *Payment =Letter| *Season | *Tran S
Status Order = Play Parformance | Play Titde 2 ction/Row/Saat Qty Total Costl Pc Pri
t FEirrP it Pt o 47668 B [Ad
82/08-PO [2-SAT Phantom of th... [Balc Center/2/UH/113{ 1{  570.04iB |Ad
i B82:08-P0 :2-SAT Phantom of th... |Balc Center/2/UH/114: 1 570.00g
- 76!09-D2" 1-FRI YOU SAY TOM... [1/8/1 f 1 531.50
> 76;09-D2 ;1-FRI YOU SAY TOM... | 1/8/2 1 5$31.50
- 7609-D1 ;1-FRI FIDOLER ON T... 1/8/1 1 $31.500A ESUI:
) 76;09-D1 :1-FRI FIDDLER ON T... :1/8/2 1 $31.500A ESUI]
<] .
£ = part of] izon pkg. BLUE = you owe patron RED = patron owes you MAGENTA = reservation only
L Tk Detail |[ & Refund |[ 5% Pont |
Furchase new tickets for the patran F

selechad order

Change the selected tickets's price and for sales promotion k
Rt the salectad Sckats o the box office for resals

Pay for nckets in the first selected order

2. Highlight the tickets to be exchanged.

B

3. Click the Tickets Eis....i53) hutton. The function selection list opens.

4. Choose [Exchange the selected tickets]. The Performance Selection window opens.

Step 3—Exchanging Tickets - Full Exchange of Tickets
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@ || . Y- 9
\t_') lnj Q @ L 4 - J m e ||
Help View Transfer AddPlay  Femove B Bemouve Al Sales Motes) Seat Selec.. | Felease Hoo Mew Perfo...
Tickets P
F /| Performance Selection ‘Sent Selection ”Ticket Review
1] |
Donation || Performance EI From |sta|‘t search at
Membership | TPlay  |Perform... «|Day |Date |Play Title
Season 08-PO  i2-SAT Saturday {Jan 9 2010 i7:3 Phantom of th...
Payment |Ling-Co1 SPRING Eriday Spr 2 2010 (80 Cl £SS 1
e 5T 5 - - 10_ z 1
: VoI o JGLUIUQT H'JI - UL L= v '.JIII TUUU AT LI L
Transactions ||| :09-D2 Sunday  iApr4 2010 i6:00 pm YOU SAY TOM...
s s 09:H1, %WWQ&U,,MQ'W-

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

6. Click the Seat Selection Sextseks.hytton or SeatSelection’ taly The Ticket Sale Window opens with the
information for the selected performance.

| Order #84 for Ms. Gayle Hunter @ Police Service (Patron | #76) - gm
MW EEY BT
Tickels
= |Performance Selection Seat Selectio
ce = e ———
Donation || Play Perform... « Play Title
|| og- B i I
Membership |.EIB PO {2-FRI EPham:nm of th... 5
Season |
Payment |
Letiers ; o
|
Transactions 5!(] - .
Seq = Promotion - Disc %
21}adult | 0.00%]
22iChild | 10.00%;
25|5tudent | 5.00%;
Tickat Prics  $18%.00)
Discounts ™ 20,00
Tickst Fag L = S0.00
Tickst Fag 2 = 0,00
Tickat Fea3 -  $0.00 | Ve
Ticket Toral  $185.00 | ]
Order Faas = 5900 | ' y E Release J| B3 Release all Pric ick Cash
el £0.00 | £ | » | = 3 ®sel OHold % Quick
Mambarship = w-lm!;c.. « | Dascription Price Amount Play Performance | Qty Pc Sect Row # Seat # Total Cost Promotion
(CvTax 50005 lprice Code A {575.00f  $75.00 []|08-PO [2-FRI | 1l lorch CtrLf/SIFF (15 | $55.00{Adult
Federal/GST = ,0:00; I B ;Price Code B 1570.00 $70.00 08-PD  :2-FRI 16 fOrch Ctr Lft/S iHH 113 SSS.UUEAduIt
OrcerTotal s184m0||C  {Price Code C {$65.00 $65.00 |= i | P | 1 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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] Order #84 for Ms. Gayle Hunter @ Pniicmum #76)

v |2 L0=%+0 2@ l[_']:s’-c

Tickets |
- Performance Selection Seat Selection Ticket Review
ee d
Donation lF‘Iay Performance Q_l‘,r.Pc Section Row = Seat = Total CDsl.PromotiDn
== :08-PO i1-FRI 1iA iOrch Left/S =) 23 i £75.00! Adult
8-PO__i2-FRI i 1iG _{Orch Crr Lft/SiFF 115 i £55.00[Adult

1iG |Orch Ctr Lft/S {HH

Lemters
Transactions

Ticket Price  £185.00

Discounts = $0.00 = is exchange from and
Ticket Fee 1 * s0.00 "
Tigkst Fae 2 = 50,00 + is exchange to
Ticket Fee 3 + s0.00
Tickst Total 5183.00
Order Fass + 55.00
Dimnation - s0.00
Membership + 50,00
Cioy Tax + §0.00
State/PST + s0.00
Faderal/G5T + 50,00
Ordar Total  5154.00
Currency = 50.00
Prior = £80,00
Futura - 50.00

<.

Balance Due = 5114.00

Commission 53,00

>

e

13 | $55,00{Adult

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

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

Payments

11. Click the Payment

12. Click the Accept Payment = AcceptPavmentin. print Tickets

and any other items have been purchased.

Clicking Accept Payment finalizes the exchange, clicking 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.

Step 3—Exchanging Tickets - Full Exchange of Tickets

button.
e For more information on Payments, see Step 4—Making Payments, page 39.

«3 Print Tickets

button. The tickets
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Quick Exchange

The Quick Exchange process allows you to quickly exchange tickets from one performance to another without
creating a buy list, selecting the tickets to purchase, and creating a payment. The simplified process gives you the
power to enter in the play code and series code the ticket is being exchanged for. The same price code and sales
promotion will be used for the new ticket. If there is a price difference between the two tickets, then the payment
window opens otherwise no payment is required.

13. Find the patron who wants to exchange their tickets.
o 7o learn how to find patrons, see Finding a Patron Using the Contact List Window.
14. Highlight the tickets to be exchanged
15. Select the Quick Exchange Button
The Exchange Tickets window opens displaying the first ticket selected to be exchanged.
16. Enter the play code for the new ticket

If you do not know the event code click the Lookup Button

Search for the performance for the new ticket, double click on the selected performance. The event code and
series code will now be displayed on the Exchange Tickets window.

Enter the Performance Code for the new ticket

For Reserve Ticket Sales the quantity display field will be replaced by a Seat Code field.
If Reserved Seating, Enter the Seat Code for the new ticket

If you do not know the seat code click the Lookup Button to search for available seats.

Search for a seat code for the new ticket, double click on the selected seat. The seat code will now be displayed
on the Exchange Tickets Window.

Select the correct ticket print date

Keep Printed Date

Makes the exchange ticket have the same ticket print date as the original ticket.

Clear Printed Date

Makes the exchange ticket have no ticket printed date. This will enable you to reprint the new ticket.
Mark As Today’s Date

Makes the exchange ticket have a ticket print date of the current date.

Click Save and Next Exchange

If there is a price difference from the original tickets to the exchanged tickets, the Payments window opens and
ask for the payment information. Refer to the Payment section for more information on this process.

This will finalize the ticket exchange and update the database with the exchange. If there are more tickets to be
exchanged, then the next ticket will be displayed.

Repeat steps 4 - 8 for all tickets that are being exchanged
When all tickets have been exchanged, the Ticket Exchanges window will automatically close.

To abort the exchange and start over

Click Start Over

This will display the original values of the ticket you were just exchanging. If any tickets have already been
exchanged, they will not be effected.

To skip the exchange and move to the next ticket

Click Skip and Next Ticket

This will ignore the changed values of the ticket you were just exchanging and display the next ticket. If any
tickets have already been exchanged, they will not be effected.
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Step 3—Add More Tickets
To an Existing Order
Theatre Manager allows you to add tickets to an existing patron order. To you this, you perform the following

steps:

@
!
Click the Patron F#== putton in the tool bar. The Contact List window opens.

Enter your search criteria and click the Search F button.

Name;’Company__'l like |Hu i‘l

The Contact List window displays the patrons matching your entry. Highlight the one you want. Double-
click to open the Patron window.

e For more information, see the online help section - Finding a Patron Using the Contact List Window.

'Tlfkﬂmmtion *Play «Mail List Membership Relation *Order *Payment Letter °51

Purchase naw tickats for the patron

Exchange the selected bideets 4 |

Change the salezted trkate's price andjor sales promotion

Status Order = Play Parfarmance Play Title Saction/Row/Seat Qty 4
| 84/08-PO |2-FRI Phantem of th... |Orch Ctr Lft/S/FF/15 | 1f
@ 84|08-PO  |2-FRI |Phantom of th... |Orch Cir Lft/5/HH/13 | 1
86/09-D2 |1-FRI YOU SAY TOM... |1/1/4 | 1
86/09-D2 |1-SAT YOU SAY TOM... |1/5/2 | 1

Return the selected tokats to the box office for resals n RED = patron owes you MAGENTA =
Pay for tickets in the first selected arder rint
e A “"’"‘.".\M\.—-‘m,# = ,--I-"."-\_ S e & o b b et "5

o~ 0N

“Ticket | tab

Click the Ticket
Highlight a ticket in the order you want to add tickets to.

Clicking the Add Tickets L& button and choose [Add new ticket to the selected order].
The Order window for the selected ticket opens.

| Grder #64 foq 5 Bayle Hunter @ Police Service (Patron #76)

il

6.

Y | ﬂ i /- ‘ 4 v
O 89 _ = e B
Help: Wi Transter FAdd Play y Sales Motes SeatSeleo_ | Releass H_  Mew Per
" = =
T':kr’ts  Performance Selection Seat Selecgon [Ticket Review
e e ] .
]
Donation | Performance »| From :
Membership ' <
Season 5 [Friday
Payment e ToEtorday— 38 e E B R paind
Lett {08-PO  |2-FRI Friday Jan 8 2010 |7:30 pm |[Phanto
e |08-PO |2-SAT \Saturday |Jan 9 2010 |7:30 pm [Phant
Transactions {09-C01 |SPRING Friday Apr 2 2010 [8:00 am |CLASS{
{09-D2 |1-FR1 |Friday Apr 2 2010 [(7:30pm [YOU S
bt e, i, A0 A SAT . ISatyrda. ~f0E22010  8:00 pm--YQU S

Seat Selection

Select the event to add tickets to and click the Seat Selection | tab. The Seat Selection

window opens. The seats already a part of the order appear in red.
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Order #86 for Ms. Gayle Hunter @ Police Service (Patron #76)

. — £ ‘ (ae? .
@ @ | F b N
Help Tranafe Best Geat Sales Mot | Guick Cazh Hide Seat ..

Tickets "
F Performance Selection| Seat Selection |
ce — 1%
Danation || Play lD:—rfnrrnance Iplay Title .Da
= = H T
Membership ||o9-D2 E1 FRI E'fc.'nl_l SAY TOM.., |

Season

Letters | i i
Transactions ||| L]
Saq = Promotion Disc %
11{Comp-Other { 100.00%]
12{Comp-Staff i
10{Comp-Volunteer
20{Corporate Discou..
16iEntertainment Co..
3{Group 20+
14{Group 60+
Ticket Price  $140.00 ISEGWUD 20+
Discounts =  §14.00| ig:GrOUP Qo+
_lct.etFEel o £0.00| 4§F'.:-gula;
Tickst Faa 2 + £0.00 1 . - "
TicketFre3+  s0.00] §{Sanior Special i Mew seats added
Tickst Total  $126.00| 13;Subscription { 10 loexisting order
OrearFess = 20000 ¢ | ) - 3 Hald 7 Releas= &l
Dienation = £0.00| ==
Meambarship = 50.00|| Code | Description Price rformance Oty F‘c ectlon Row =|Seat = T4
ERCIREE R ) A {Regular {s35.00{  s$31.50 -|(03-D2 (1-FRI i 1Al 1 2 |
Sesee/PST +  £0.00 ! | i i
Federal/GET+  50.00 30,00} $27.00 09-D2 i1-FRI 1..& .1 i1 i3 :
Total ; 26.00 C i {$20.00] 518,00 7 T i1 i ] ¥
R i J—M___wwuﬂ gl | s i paatin i, gattrn et

7. Choose additional seats as needed.

8. Click the Payment Eayment button.
e For more information on Payments, see Step 4—Making Payments, page 39.

9. Click the Accept Payment = Accept Payment|or pring Tickets = PIMETIKEES | tton. The tickets
and any other items have been purchased. The screen returns to the Patron window.

Process the payment and complete the transaction. The new tickets are purchased and added to the existing
order.
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Step 3—Refund Tickets
Overview
Theatre Manager calculates the refund amount:
e Using the ticket price(s) the tickets were sold for,

e Calculates a portion of the exchange fee (The portion of the exchange fee is only calculated if the tickets
selected for refund were part of an exchange). If they were not on the payment window the exchange fee
is not refunded.

e Adds in the order fee and
e Presents the user with the final cost of the ticket refund.

NOTE:

The only condition when refunding tickets is
The tickets selected must exist within the same order number.

Refunds can be defined for individual employees or as an organization default. Some of the available refund
controls are:

e Allowing refunds for performances of past performances.

e Allowing refunds for printed tickets.

e Refund ticket when higher performance security and refund tickets when lower performance security.
e Allowing order, exchange, and ticket fees to be refunded.

e More information on setting up the access to the controls, is found online at Employee Setup - Function
Access
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Basics
1. Open the patron window for the patron requiring a refund on their tickets.

2. In the Patron window, Ticket | “Ticket| tap highlight the ticket you want to refund.
3. Click the Refund | = Esfund | pytton.

4. The Order Number window for the selected tickets opens to the Tickets H JickE Ticket

Review Ticket Review tab.

5. The tickets you want to refund are marked with o

6. Click the Order Number window Payments Eeyment button.
Payment Information
7. From the Refund Method Refund Method | ¥ drop down list, choose the

appropriate method.

8. The fields for the method selected are displayed for your entry of the amount. Enter the required
information.

9. Click the Accept = AcceptPavment| p tton. Theatre Manager returns the ticket for resale and return the
user to the Patron Household Window.
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Refund Process
To refund tickets, you perform the following steps.
Find the Patron:

|

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

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

Mame/Company __'l like |Hu ﬂ
The Contact List window displays the patrons matching your entry. Highlight the one you want. Double-
click to open the Patron window.

For more information, see the online help section - Finding a Patron Using the Contact List Window.
In the Patron Window=>Tickets tab:
10. Highlight the tickets to be refunded.

'Tirkﬂ:Donanon *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 Promobion
! 84/08-PO  {2-FRI iPhantom of th... :Orch Ctr Lft/S/FF/15 ¢ 1: $37.50iG Adult
84{08-PO  |2-FRI iPhantom of th... iOrch Ctr Lft/5/HH/13 | 1 £37.50:G [Adult
86{09-D2 |1-FRI {YOU SAY TOM... 1/1/2 i 1 £31.50:4 (Subscription
| 86/09-D2 {1-FRI {YOU SAY TOM... i1/1/3 S 1 $31.50:A (Subscnption
! BGUF-UZ TI-FRI WOU SAY TUW... LS B | SIS0 [ SUDSCTIGLON
1 YOU SAY TOM... 1 Subscription
¥Uiu9 UL H Fhliva :LI_IAD 4 :FEHLEWH :II'_'HL.;IIH B3 = T TTETTOS . = 0..
90{09-C02 {SPRING CLASS 2 {Festival Seating 1 $37.50°Y Entertainment Co..
89/09-D1 [1-SAT iFIDDLER ON T... i1/6/2 i} $35.00iA Regular
<
$ = part of season pkg. BLUE = you owe patron RED = patron owes you MAGENTA = reservation only = contain:
[ — e e
[EEE_Tickets|( 5 Detal |5 Refund ][ S» Pont |
16f9 1 ticket)s) selected. Value: $31.50 'S

11. Click the Refund [ = Befund | putton. The Ticket Review window opens displaying the ticket marked with

@ .

NOTE:
The Donation Button can be used to quickly turn the amount of the
refunded tickets into a donation.
e For the steps on doing this, see Additional Information—
Converting Refunded Tickets into a Donation, page 62.
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M Order #86 for Ms. Gayle Hunter @ Police Service (Patron #76)

@ ¢ P @ - + Qe .-;"..r-r;

Helgp Trarfer Detail Chear Exchange .. Ecchangs..  Fefund Fiirt Prifits

- Performance Selection Seat Selection Ticket Review

Donaten Play Performance  Qty Pc Section Row # Seat # Total Cost Promotion Date Pnnted
{09-D2 {1-FRI | 1jaj1 i1 2 {  $31.50{Subscription i

{09-D2  (1-FRI 1A | il i3 $31.50{Subscription |

Season i09-D2  {1-FRI 11 4 | $31.50{Subscription

Payment [|&) j09-D2  {1-SAT i5 |2 $31.50{Subscription

Membership

Letters
Transactions

Tickst Brice  5140.00
Discounts = §14.00
Tickst Fas 1 * 50.00
Ticket Fee 2 + s0.00
Ticksat Fee 3 + £0.00
Ticket Total  5126.00
Ordar Fass * £0.00
Dionation = 50.00
Mambarship + £0.00
City Tax + 50.00
Stata/PET + £0.00
Feceral/G5T + 50.00
Orcer Total 5126.00

Currency + s0.00
Prier - 51236.00
Future = s0.00 = = = s
Ealance Dus = 50,00
= new sala J = refund == = axchange from <= = axchange to

Commigsion 50,00
UK Entersd: DEC 17 2009 2:32:26 PM  Last Upcatec: JANT 2010 9:16:13 AM

>

e

2. Click the Confirm cswm button.

3. Click the Payment Eoyiment button.

Payment Information

Refund Method | -
American Express
Cash
Cheque
Coupaon
Diners Club
Gift In Kind
MasterCard
On Account
Other
Pass
Visa

4. Choose the Refund Method from the drop down list and enter any other information.
Order comments should be entered when refunds are issued indicating the reason for the refund and the

supervisor who authorized the refund. This information assists in reviewing the daily activity and insures
the refund was processed correctly and was authorized.

NOTE:

To NOT refund the Order or Exchange fee, remove them in the Fees
window.

5. Click the Accept =+ AcceptPavment! b tton, Theatre Manager returns the ticket for resale and return the
user to the Patron Household Window.
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Step 3—Purchase a Ticket

Selling a ticket consists of four parts. Each ticket sales is associated to a patron record. Once the Patron is located
the event or events the patron wants to purchase for can be selected. Tickets are added to the order and finally a

payment is made.
e See Step 2—Add New Ticket, page 13 for the steps on Purchasing a ticket.
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Step 3—Book Season

Within the Order window, you can subscribe a patron to a season package and book their seats on the same
order with other purchases.

e See page 17 for the steps to Book a Season for a Patron.
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Step 4—Patron Makes a Payment For The Order

Patron makes a Payment for the Order

Step 4

Step 4—Patron Makes a Payment For The Order -
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Step 4—Paying for Tickets
The Basics
You have completed the previous 3 steps:
e Step 1--Find the patron.
e Step 1--Select the event.
e Step 1--Add tickets to the order.

To create the payment:

Payment

1. Click the Payments button in the Order window.

Details |Create Post Dated Contractual Notes Prior Pavments

Order Information Ticket Handling

PO Reference = [Jsend Invoics @ Hold for Pickup,/Taken

z e B ) Mail to Patron
Sold By (12 & UserMaster * @ h{::' Hold for Wil
Why did Patron buy? |Regular Ticket Buyer w ) Hold @ Door for Coupon
Ticket Printing
e [ Mark Ticket as F‘ﬁﬂt@d
o [ pnnt Address Ticket

) Cut each ticket
) Cut after last ticket printad for
) Do not cut tickats

Pastal Cade |T3)

Paymnjent Information |
Payment Method

b Payment Infornsation
e Paymert Methad [Cash w
- W —— paymant amoure [ 165,90 @
S Cash Tandared [ $185.00
,‘!l.:cept Foreign Ifn'.iere-'l! §0.0K
Changs [$0.00

Order Comments
Tickat Comment L - e T f:ﬁl
2 dcfepd B aymant ¥ P L] L.

Order Motes

2. Enter the appropriate information in the Details Order Information, Ticket Handling, Ticket Printing and

Order Comments sections.
3. Choose the Payment Method from the drop down list.
4. Once you have selected the payment method, verify the price and enter the payment details.

Click the Accept Payment = AtceptFPavment ytton  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 = Print Tickets

example, birthday wishes, complimentary tickets from, etc.

Step 4—Paying for Tickets -The Basics

button to print special information on the ticket For
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Step 4—Making Payments
Using the Payment Window
You use the payment window to:
e Record the payment method.
e Enter a reason why the patron purchased the tickets.
e Initiate invoicing.
e  Print tickets.
e Record detailed order notes.

A unique Order Number is generated every time tickets are sold, a donation is made or a membership purchased.
This number is displayed on the title bar of the Payment Window.

e For a full description of the Payment window and the Tabs, see Order Window—Payment Button on page
53.

The following expands on the 5 steps in the payment process as described in Payment Basics.

Tickets g
F Details Create Post Dated Contractual Notes Prior Paymenis
ce - . : —
Donati Order Information Ticket Handling @
anation PO Reference = | Elsend Invaice ¥ O Hold for Pickup/Taken
Membership O Mail to Patron

| Y 4| User Mastar 3
Season o ] b ;o © Hold for WillCall

P ent Why did Patron buy? |'-Je1~.-ssaper-Herald b ® Hold @ Daor for Coupon

Letters Postal Code |T3) Ticket Printing
Transactions lFa\rment Information @ @
",

Payment Method |

Payment Mathod |C.nn w
Favment amount 4743 +

Cash Tendersd 20 Payment Source

Foregn Tendered | 50,001
= O Telephone Order @
O Mail Order
( Accept Payment @ & Patron Present |
Order Comments

Tickst Prica 50.00 3 e — - —

Discounts * 000 ®Tlcket Comment [
Tickst Fea L * 50.00
Ticket Fee 2 + £0.00 . Order Notes
Tickst Fas 3 - £0.00
Tickst Tetsl £0.00

Ordar Fegs ™ £0.00

Dangtign=, iC.CIJ i a.ﬂ"“nl.-.-ﬂ-m.“-lm e rq‘_ o o v N o

1. Payments can be created for new orders or added to existing orders. There are several ways to access the
payment window in Theatre Manager.

1. Getting to the Payment Window

u Payment i For a new ticket order, click the Payment button in the Order
window.
$ In a Membership or Donation window, you can click the Payment
. button in the ribbon bar. This opens the Order window to the
el Payment view.
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i When a payment needs to be added to an existing order, from the
[ail List Membership |Relatiog *Order Pi i .
Patron Window, you can select the:
Order P.... Tix ... Tix Amad Tonatiof
¥ . | 1 | | |
. ssﬂ'gg§ } °'[icketJ!Dunariun PPlay | *Mail Lisq| Membership |[Relation L-Drl]er
50.00] . = 3
4 i e Donation tab
3;3;3 e Membership tab and
e Order tab
= patropggwes you MAGENTA = reserva i
(3_Payment] [ g invoice | [ Transier) Click the Payment button to opens the Payment for Order number
j ey e e . s il - i e A s B WlndOW.

2. Enter the appropriate information in the Details tab. The fields and entry descriptions are as follows:

2. Details Tab

a. Order Reference

PO Reference #

Enter a purchase order reference number.

W Send Invoice

If the order is paid in full, enable to have an invoice sent to the Patron’s entered
address.

Sold By

The ID number of the user responsible for initiating the sale of the tickets For
example, a telemarketer. You can change this number by entering a number or

click the User ' icon to select a specific employee code.

Why did Patron

Buy?

Select the Reason the Patron bought the tickets from the Drop Down list.

You use this field to analyze customer purchase behavior by recording how the
patron heard about the performances and why they are purchasing tickets.

Type the letter N. The value in the field changes to "Newspapers". Entering a
letter will make a matching value from the list appear. If more than one value
matches your entry, type enough letters to find the required value.

e Refer to the online help Mandatory Data to determine if this field is
optional or required.

b. Ticket Handling—These are radio buttons and you can make only one selection.

Hold for Pickup

The patron will visit the Box Office prior to the performance to pickup their tickets.

Mail to Patron

The patron request the tickets be mail.

Hold for Will Call

The patron will pickup there tickets at the door.

Hold @ Door for Coupon

A Promotion, requiring coupons to be valid.

c. Ticket Printing

Mark Ticket as Printed

M - To display a printed date for the ticket even though the ticket has not been
printed.

Print Address Ticket

M - To print an additional ticket with the patrons address. The default address
ticket can be selected under the Ticket Face tab in Company Preferences.

e For details on setting Company Preferences, see the online help, Company
Preferences-Ticket Faces.
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Cut Tickets Radio buttons to define if the tickets are to be cut. Choices are:
e Cut each ticket

e Cut after the last ticket printed

e Do not cut tickets

d. Payment Source—These are radio buttons and you can make only one selection.

Internet/Web Sales The transaction is processed over the internet. A default Fee amount can be added

to this payment source.

e For details on setting this and the following options, see the online help
Fee Tables - Edits Tab

Telephone Order The transaction is processed over the telephone. A default Fee amount can be
added to this payment source.

Mail Order The patron mails in the transaction request. A default Fee amount can be added
to this payment source.

Patron Present The patron is in person to make the transaction. A default Fee amount can be
added to this payment source.

e. Order Comments

Ticket Comment Enter any specific notes about the order.

Order Notes This field can be used for a number of different purposes. For example, the details
about a refund.

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

3. Payment Information

Payment Method Select a Method of payment for the order from the Drop down list. Your choice
displays the payment entry fields for the option selected.

Payment Method | Cash w
Amarican Exprass
Cash

Cash Tendered |Cheque

Coupon

Foreign Tenderad |Diners Club

Gift In Kind
Change (MasterCard

On Account
Other

Pass

Visa
e The values of the list are setup in the Payments Tab of Code Tables. See
the online help Code Tables — Introduction

Payment Amount

4. Enter the details for the method you have selected for payment. A description of the different field for the
options are:

Cash, described on page 42
Cheque/Check, described on page 43
Credit Card, described on page 43
Other, described on page 44

Step 4—Making Payments - Using the Payment Window 41



e On Account, described on page 44
Verify the ticket price. To make changes:

H Fee | Click the Fee button to add Fees to the Order.
e For more information, see Order Window—Fee , page 49.

H Donation Click the Donation button to add a Donation to the Order.
e For more information, see Order Window--Donations , page 50.

ﬂ Membership | Click the Membership button to add a Membership to the Order.
e For more information, see Order Window—Membership , page 51

5. When you have completed entering the information your organization wants to record you can do either
of the following to complete your payment.

+ AcceptPayment|  Accepts the entered payments. If the order is paid in full the tickets are printed
and the order window closes.

23 Print Tickets Can be used to print special information on the ticket. For example: birthday
wishes, complimentary tickets from.

The Common Payment Method Options and Entering the Payments

Payment Method | Cash w Theatre Manager allows you to define a number of
Payment Amount é;ﬂ:}:ican Express different payment types in the Payment Tabs Code Table.

Cash Tendered |Cheaue Following are examples of how the most common work.
‘ ; Coupon

Foraign Tenderaed |Diners Club
Gift In Kind
Change (MasterCard
On Account

Other
Pass
7 Visa
Cash
The patron wishes to pay for their tickets with cash.
Payment Information When the Payment window opens, and you choose Cash,
Payment Method [Cash ¥ the Cash Tendered field is automatically populated with the
Payment Amount | s58.40  total payment amount.
Cash Tendered | 58. 40 Verify the Payment Amount.
Foreign Tendered | £0.00
Change |£E|.CID R}
Partial Payment If this is a partial payment, change the payment amount.
Payment Method |Cash " Click the tab key on the keyboard.
Payment Amount | 3.1_2::]]
Cash Tendered | £68.40
Foreign Tendered | £0.00
Change |$0.00
pa:nmnt Amount | £34.20 The Payment Amount now displays the new amount due.
Cash Tenderad | " $34.20
Foreign Tendered |_ £0.00

Change |$0.00
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Payment Method |Cash

Payment Amount |

$34.20

Cash Tendered |

$50.00

Foreign Tendered |

50.00

Change [$15.80

Payment Method |Ca5h

=)

Payment Amount §23.40

Cash Tendered £0.00| CAD
USD Tendered £25.00 USD @ 1.060000

Change |$3.10 CAD

Cheque/Check

Enter the cash tendered from the patron and click the
tab key.

The amount of change due to the patron is calculated
and displayed.

If foreign currency is tendered from the patron, enter
this amount in the second Cash Tendered line.

The amount of change due to the patron is calculated
and displayed. This amount will be in the local currenc

(is this correct?)

The patron wants to make their payment with a cheque.

Payment Information

Payment Method | Cheque v

Paymant Amount |

£68.40

Cheque # |147

Approval [BK

Credit Card

When the Payment window opens, and you choose
Cheque, the Payment Amount field is automatically
populated with the total payment amount.

Verify the Payment Amount.

Enter the Cheque number.

This can be made a mandatory field by a master user in
the Payment Methods section of the Code Tables.

Enter the employee’s name or initials who approved the
cheque for accuracy.

The patron wants to make their payment with a Credit Card.

Payment Information

Payment Method |Visa

W

Payment Amount |

£68.40

Credit Card = |

Authorization = |

Expiry | 24

[JForce buplicate Transactions

CID = |

When the Payment window opens, and you choose Credit
Card, the Payment Amount field is automatically populated
with the total payment amount.

If the patron has made a previous credit card payment, the
previous credit card type, number, and expire date displays
as the default.

e For more information see the online help for Code
Table Payment Types.

Verify the Payment Amount. If this is a partial payment,
change the payment amount.

The Payment Amount displays the new amount due.
Enter the Credit Card number.
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Theatre Manager checks the credit card number entered to
ensure it is a valid sequence of numbers. This helps prevents
card numbers from being typed in wrong.

Note:

If your Workstation is equipped with a credit card swipe device, swipe the card
and Theatre Manager inserts the number, card type and expiry date
automatically. In addition, if the card swipe is setup to read "track 2" of the
card, the name of the card owner is placed in the order notes section of the
Payment Window.

Enter the credit card expire date in the mm/yy format.
Enter the credit charge authorization number.
If your venue has online credit card authorization software
you do not need to enter an authorization number.
Click the Accept Payment = ACC#PtPaVYMent p,tton and
the card will be authorized.
If the Patron wishes to use an alternative credit card, the
card number can be entered at this time.
Default settings determine if credit card number, expire date, and authorization number are optional or required.
If a credit card number is recorded in the patron record, it is automatically transferred to the payment window.
Other

Poymant Informeafion _____________________ When the Payment window opens, and you choose
Payment Method [ENEINNNNNNNNNNEN ©  Other, the Payment Amount field is automatically
Payment Amount 568.40  populated with the total payment amount.

Other| Verify the Payment Amount. If this is a partial payment,
approvall[ change the payment amount.

The Payment Amount now reflects the new amount due.
Enter a description for the other form of payment.

Enter the employee’s name or initials who approved the
payment.

On Account
Payment Information Select On Account from the Payment Method drop down.
Payment Method [On Account " lw . . —
No payment will be received at this time, so the amount
due on the order will be placed as an outstanding balance
due on the patron’s account.

Accept Payment y Print Tickets
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Other Payment Information in Online Help

Function Description Link to Online Help page
Accepting Multiple Allows multiple payments to be made by the Multiple Payments
Payments same patron
Adding Later Later Payments are used to perform a Later Payments
Payments number of important functions such as:

e Enter payments after the initial sales
has been completed

e Enter additional payments for an order
e Enter reversing payments
e Enter post-dated payments
e Add/Edit order and exchange fees
Partial Payments Partial Payments are directly related to Later Partial Payments
Payments. For example, the patron does not

pay the full amount for the tickets. You use
Later Payments to add future payments to the

order
Contractual You use Contractual Payments to maintain Contractual Payments
Payments the order date, deposit date & amount, final

payment date & amount, co-payer payment
date & amount.

For most sales, contractual payments are
NOT applicable, however they may be useful
for educational or group sales where there is
an initial deposit and a final payment due date.

You can also use Contractual Payments if a
second patron is paying a portion of the ticket
order you can track who is to be co-invoiced.
(for example - a granting agency for
educational tickets)

Gift In Kind Gift in Kind is a donation of gift or services Gift In Kind Payments
Payments rather than money. For example, the donation
of a computer or other office equipment,
building materials and paint supplies for props,
clothing for wardrobe or the donation of one's
time. There is a perceived value for these
goods and services which can be considered a
donation and are subject to a receipt for tax

purposes.
Post Dated
Payments
Transferring Payments - Transferring
Payments Payments

e Purchasing - Printing a Payment Receipt

e Payments - Deleting Post Dated Payments
e Payments - Deleting a Payment

e Payments - Reversing Payments
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Additional Information

Order Window

The Order window displays all information about an Order. The buttons on the left of the window change the
view. When a button is clicked the view changes but the order stays the same. This allows for the purchase of

tickets, donations and memberships in one order. Once an order is complete it can be opened to view, edit or
add payments, purchases, taxes and more.

Patron Order Mumber (Patron #64)
ﬂ Q ; " Ribbon Bar

Tranzher AddPlay  Semoos B Hemoue A1 Sabes Notes S Fa..
Tickets ' e e e————
Fee
Donation Py [s] From |

Membership “|Play Perform... «|Day Date Time Play Title
Season {08-5M |2-THU iThursday MNov 26 20092:00 pm |Seussical! the
Payment i08-5M [2-kS i (Mowv 27 2009 {2:00 pm |Seussical! the
Letters ;DE-TDC o 27 2009;

i09-002 ov 27 2009

fhov 28 20091

iSaturday :Nov 28 2009

isaturday Nov 28 2009!

iSaturday :MNov 28 2009

iSunday  {Nov 29 2009}

iSunday  Nov 29 2009

{Friday iDec 4 2009 |

IFriday iDec 4 2009 |

iFriday iDec 4 2009 |

iSaturday :Dec 5 2009 |
iSaturday iDec 5 2009 |
iSaturday Dec 5 2009 ;

iSaturday iDec 5 2009 !
P mAone [ Ta T e Ta O

Performance Selection Seat Selection | Ticket Review

:30 pm |The Drowsy Ch
100 pm {MAKED ON THE.
:00 pm  {Seussical! the
:30 pm  {The Drowsy C|
130 pm  iSeussicall the
:00 pm {NAKED ON THE
100 pm {Seussical! the

i

8
Trapsactions 2
s
7
8
2
7:30 pm [NAKED OM THE
2
i
8
2
7
i
8
- |

Function

Selection

:00 pm  {High Schoaol M.
:30 pm {The Drowsy Ch.
:00 pm (ROLLING STON.
100 pm  iHigh School M.
:30 pm  {High School M.
:30 pm {The Drowsy CHZ
:00 pm  (ROLLING STOM

O T WY Uink Sebnnl ki

Tickae Price
Discounts ~
Ticket Fes 1 =
Tickst Fas 2 =
Ticket Fee 3 <

Tichkat Total
Order Feas = 2 !

Denatien =

Membership = ; Order Total E——
Ciby Tax =
State/PST =
Fedaral/GET -

Ordar Toral

Play B, = Day Date Time Play Title

Priar -
Future =

|
|
i
Currency = 1 i |
|
|
|
i

Balance Dus = i !
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Order Window Buttons (Function Selection)

Tickets
Fee
Donation
Membership
Season
Payment

Letters

Transactions

|| Tickets Adds Tickets to the current order.
e For more information on the window, see Order Window—Tickets, page 48.
|| Fee Applies Fees to the current order.
Fees are extra costs that can be added to an order at various stages throughout its
lifecycle. There can be order, exchange, mailing, subscription fees, etc.
e For a description of the fees window, see Order Window—Fee Screen, page
49.
|| Donation Adds a Donation to the current order.
A Donation would be any item given to an organization without intention of receiving
a benefit. Most donors receive a tax receipt for their donation. Donations can be
Inserted, Edited, or Deleted depending on the need.
For a description of the fee donation window, see Order Window--Donations Screen,
page 50
e For more information on Donations see the online help Donations Guide.
" Membership Adds a Membership to the current order.
e For more information on Memberships see the online help Membership Guide.
|| Ceason Adds a subscription to a Season package to the current order. When working in the
Order window, it is possible to subscribe a patron to a Season Package, and book
the seats for the patron on the same order along with other purchases.
e For more information on Season Subscriptions, see Step 2—Book Season
Tickets, page 17.
|| Payment Adds a Payment to the current order.
e For more information on Payments, see Error! Not a valid result for
table., page 38.
|| Transactions Reviews the Transaction details of the order.
For a description on the Transactions screen, see Order Window—Transaction
Button, page 59.
e For more information on Transactions
http://www.theatremanagerhelp.com/theatre-manager-
help/Transactions.html
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Order Window—Tickets Screen

Performance Selection Tab

Ticket Tabs Performance Search Barj

E‘Iperfﬂmlﬂfé Selection Seat Selection Ticket Review |-

Play | From [ ! To dl
| 3y Perform... =~ Day Date "ﬁ me Flay Title Remain = Avail = Sold = Held [Bo T = Held{Int) Sales Met... The. ’Hil
I ios-co1 iserinG Friday  |Apr2 2010 |8: ICLASS 1 15 | 15 Festival 5...[The|a
| i09-D2  [1-FRI Friday {Apr 2 2010 {YOU SAY TOM. .. :150 | 1680} -] 4 {Reserved  iDinr

09-D2 {1-5AT Saturday [Apr 3 2010 {YOU SAY TOM... 1160 - : ‘Reserved  Dinr

{09-D2 [1-SUN Sunday {Apr 4 2010 {YOU SAY TOM... {160 Performance Display i iReserved  {Dinr

i09-H1 [H FLAMES |Thursday {Apr 8 2010 {CALGARY FLAM...| H ‘Reserved  (Cha

109-C02 [SPRING Friday {Apr 9 2010 | ! 15" ] q ‘Festival §....The
| BUERCEH 2-FRI Friday  |Apr 9 2010 | 160 | Reserved  [Dinr

Saturday [Apr 10 2010 160: g fP.eser\.-ed EDinr

{Friday {Apr 16 2010 | :Festwai S

{Friday  |apr 16 2010 |7: Esmm.sn ONT.. 152 | 160 . 2l naieol g Min
|Saturday (Apr 17 2010 i8: |FIDDLER ON T... {156 | 160} 4 iReserved  Dinr
Sunday  [Apr 18 2010 i6: |FIDDLER ON T... {158 | 160 2i iReserved  Dinr
Friday {apr 23 2010 i8: |FIDDLER ON T... {154 | 160} 4i 2: iReserved  Dinr
Saturday {Apr 24 2010 § : {FIDDLER ON T... {147 [ 180 5 B! {Reserved  Dinr
o G 1Anr 28 2010 IFTAN FR il T 1R | 1AM Al 4 ‘Receruad :ﬁir;rv
_Play Parform... = Day Date Time Play Title Sales Met... Theatre Name (Inte... Perf = Flag
|[o9-pz  [2-sUN {sunday  [Apr 11 2010 {6:00 pm [YOU SAY iResepuad—Iiod - —=a
i | | | Performance Selection Basket '
! 1
i !
| 1
Parts of the window:
Performance Search Bar With the Performance Search bar you can refine the list of displayed
performances.
Performance Display A list of currently offered for sale.
Performance Selection When you choose a performance for a patron, it is displayed in the in the
Basket lower portion of the screen and is selected for purchasing.

Seat Selection Tab
Performances are displayed in the Performance Selection tab of the Order window. Once a patron is selected and

the Buy Tickets BuiTisketshytton clicked, the performances to be purchased can be selected.
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Order Window—Fee Screen

Adds a fee to the current order. Fees are an extra charge that can be added to each Order at various stages
through the Order lifecycle.

P

L]
(a1 v
- -
Help Transher MNew
Ticket = = =
ate B 7 = IEa-F
[ - 1!; ' Fee Detail - Mailing {Company 1} (inserting) M=
Donation \ \
¢ T @ Y
MBI’I‘II]BFBMP Help Mo Save Caresl Spell
Season Fess are extra costs that cam be acded to sach Order at various stages in its lifecyela, Thers can be ‘oroer’,
Faymcnl ‘axchange’, ‘'mailing’, 'subscription’ fees, atc, I 3 window, you decide how they are calculabec or applied.
Letters
- Fee Type [Mailing | |
Transactions i -
Calculation
Actual Fee Charged Default Fee Amounts
Fee Amount $5.00 Default amount [$5.00
Tickst Pri 0,00 =
:n-.::a._.'..c:: 5 :D,Dc City 50.00 fé\)per Traknsactlon
Tickst Fas 1 * 50,00 J per Ticket
Ticket Fas 2 + 0,00 State/PST 50.00
Tickst Fes 3 + Q.00 p ta Maximum |$0.00
Tickes Toral £0.00 Federal/GST $0.00
et R Net Price $5.00 Tax Rate |none
Conation = 50,00 4
Mambsrship = $0.00 ’]]ld‘
s T [ Calculate Excluding Tax |
Stata/BET + $0.00
‘c:trll.‘GFr_ > __E_D.DFI
Order Total s0.00 L |
Curréncy + $0.00
Prior - 50,00
Future - 50,00
Balsnes Due = £0.00
Commission 50,00 % I

Once in the Order window, to add fees to a order you would perform the following steps:

button. The Fee display opens.

button. The Fee Detail window opens.

1. Click the Fee e
o
2. Click the New  Hev
Fee Type |10 Off [

—— |10 Off

calculation LEXPhaﬂge
Mailing

ictual Fee C|Order BoxOffice
Order Subscription

Fee JReprint
Letters

Transactions

Tickst Price =

Discounts ~ 5
Ticket Fee £ + £
TicketFee 2+ <

Order Fees ™ 5=

Membsrship + 5

City Tax+ &
Stat=/PST + H

ntered

2009 2:57 PM
0.0012009 2:58 PM
0.00
0.00
0.00

MR e ) /

5.00
0.00
0.00
0.00

Federzl/GST + £0.00
“OrderTotal  $-5.00
Currency +  $0.00
Prior - 50,00

Future - 50.00
Balance Due=  £-5.00

Fee
Mailing

V

as; ity Ti
$5.00 s0.0
AW - B 30.(

Additional Information - Order Window—Fee Screen

6. Make the Fee Type selection from the Drop
Down list.

e This list can be customized to meet your
organization’s needs. For information on how to
edit the drop down fields, click:

e http://www.theatremanagerhelp.com/system-
preferences-mandatory-data-tab >System
Preferences>Mandatory Data.

7. Click the Calculate Excluding Tax
[ . Calculate Excluding Tax ] button

8. The fees appear in the Order Total portion of the
display.
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Order Window--Donations Screen
The following describes how to add a Donation.

1. Click the Donation I Dandtion || button. The List of the Patron’s donations opens.
2. Click the New ™  putton. The Donation Detail for the Patron selected opens.

r
O] Order #73 for Smithbuilt Hats (Patron #69)

M=%

O | S|P » B » €
Hrk Toansfer hew Open N Print Esport
Tickets = Orded = Prog...|Use Campaign Ma... < Fiscal ¥r Donation Date Pledge Amount| Actual Amount Giving Level
Fee I i 1 I 1 I ] 1 I
Donation |
Membership | |
e 1 |@ B & c 9w
Payment Hep ™ Baw  Difowe  Fewt  Casosl Frint Spal Fagment Orignai
Letters R | :
Details |‘_\:o|‘gs Pledge Schedule/Contacis | Recelpts | Solt Credits | Matching Gift | Transactions
Transactions ! ’
Campaign [4nnual Dinner | Non-Receipt Benefit ! $0.00
Date Donated |DEC 1 2009 @ Mext Contact [NOV 1 2010 @
| Salicitor |12 o | User Master Program Year | 2009
Tickst Fri p.o0| | - 1 P : [2010
E}Ii:cwnz 2 :D.ﬂﬂ | Iﬁlﬁ' With Ticke... |» | £0.00 <Mg giving level svailablex Fiscal Year |2010
TicketFee 1= 50,00 | [ sooo
_r::m el :D.W | Total Payments %0.00 Enterec as part of ticket sale
TicketFeed =  50.00( | i
L soion| | WiiteOff Amaount £0.00
OrdecFamsr 2-500] | OMatching Gt [] Commission Paid?
Diznation = so.06)| |
Membership = 50.00| | Tax Receipt Name |[Smithbuilt Hats
Ciey Tax+  $0.00| |
samser-  so00| | Program Name |Smithbuilt Hats
FadaraliGST + $0.00| | . . |
Oréer Tetal $-500| | Sort Name | SMITHBUILTHATS Receipt Options |One per payment |
S A | One per payment, when fully paid
Future = 50.00] | One per donation when fully paid i &
Eal Dus = -5.00| £ Do manually (on typewriter) i
i special handling (TM will not print)
Commisgian
Total tickats reserved sa far: D

e For more information on Donations see the online help Donations Guide.
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Order Window—Membership Screen

Theatre Manager is a powerful tool for Membership Management. With it, you can:

e Track renewals and expirations

e Create Target marketing.

e View current and potential member listings and
e simplify communications with members.

In the Order screen, you can use the Membership button to add Memberships. Memberships can be used to
purchase passes, memberships, vouchers, coupons or other non ticket/donation related items.

For online help sections on the following:
e Member Types click here.
e To learn more about the Membership tab click here.
e For information on accessing a membership click here.

Purchase a Membership

O
1 rf el @ -:c e -
@ ¢ | TinY g 2 -
Help Tranzfer Mew pen Dielete Frint Expart
Tickets Order = Year-Fiscal Description Redem..,Control = Purchase $ Issued Pass ... Issued... Remain % Ren
Fee : : : : : : : :
: Membership Detail for (Patron #69) {Company 1} (inserting) E]@
Donation ("4
Membership | e @
\‘(_’j s B Spell|
Season Help Mew Save Cancel | Spell
Payment j e i
Membership Details Notes I
Letters L : I
Transactions Type | |[".5 Fiscal Year |2009
Purchase Amount $0.00 ® Individual O Corporate
Issue Date |DEC 1 2009 %) Source |
Expiry Date Member Since
Tickst Brice 0. ; i
Discounts - 0. Control = | Print Date I
Ticket Fee 1 * =0, .
T:Ekit F:z Al ;U. Pass Use Method Fres z¢missien Printed By |
Ticket Fee 3 + 0.
Ticket Total £0. Play Pass Information Hints
Order Fees * i Specify the = of passes issued to the patron if the pass is 1 Renew a pass ir‘,-cu WanL to
Dionation + 0. used te decrease the quantity remaining or dollar value of extend the expiry date
Membership + 0. ; 4
Full Issued Amount i 2 Paszses may be upgradad or
City Tax + =0, $0.00 e HIG :c.‘:n;ra:e:’ by ch:n;in; the type.
State/PST + 50, Renewing the pass and then
Federal/GST + =0, Issued Passes g S 80 chan;in;sthe typs maans the
el e Used Passes : i _ patran has that new typs for the
resr et 0 fors0.00 E e g remainder of the time their old
2 e - was valid,
e Zo.dl Remaining Passes 0 worth £0.00 Total TR Sl e
Future - 50,
Balzance Dus = o5
Commissicn 0.
Total ticksts ressre

The following describes the Purchase Membership process.

1. In the order window click the Membership H Membership
opens.
a5
Mew.

2. Click the New

button. The Membership List window

button. The Membership Detail window for the current patron opens.

9. Select the type of membership to be purchased from the drop down list. The details of the member type

are displayed in the window.

=1
Save |

10. Edit the data, as required and click Save
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11. Close the Membership Detail window. The Membership has now been added to the order and appears in
the Membership section of the Order Detail window.

| Order #74 for Mr. & Mrs. Smith @ erprise Center (Patron #64 -1 k‘....;
- = -
v | @ | >3
Help Tramster e ; ? ehets Biint
Tickets Order = Year-Fiscal Description Redem..,Contral = Purchase § Issuad Pass ... Issued... Remain £ R
Fee 74/2008-2009 |5 Play Restr...|Dollar... |2 $170.15 $170.15 $170.1. ]
Donation 1 i L) i
Membership " Membership #4 Detail for Jim Smith (Patron #64) [Company 1} (=)
SEASOD fﬁ
) , )
Payment M T L .j !P"' 2
EETE - Help: How Dugloate o0 Dokzo Spol g Pa Cards
Transactions Membe: Ahtes Eedemption: Bepewal Hictory |Letters | Transactions
Type |5 Play Restricted Pass [ | Fiscal Year |2009
Purchasg Amount 170.15 @ Individual O Corporate

Issue Dfte |DEC 2 2009 @ saurce |
Ticket Price 50,00
Discounts * £0.00 Expiry Date Member Since E
Ticket Fee 1 ~ 50,00 *
TickstFee 2+ $0,00 ntrol & |2 Print Date E

Tickst Fes 3 - 50.00
Tickst Total 50,00 Pass Jse Maethod apply 2ellar ameunt to overall purchase price Printed By l
Orcer Fess = £0.00

Sttt — Pjay Pass Information Hinks:
—|MIMbN’hip A L J 1 Renaw 3 pask If you want e
City Tax = £0.00 wctend the axpiry date.

pecify the ® of passes issued to the patron if the pass is
uied ta decreass the quantity ramaining or dellar valug of

State/PET + 50.00
; - 7 2 Passas mey be upgraded ar
F:.:“I:GFT ; n::,.:: ‘ Full Issued Amount | $170.15 Clt'rl 0.00 Fpraml o e e
= ' Issued Passes I 0 State."PST| 0.00 Fenewing the pass and then
Currancy = £0.00 4 :h:nglv;‘; rhtih \:;wa m:\‘ani f'oh‘th
ior = Used Passes I . patron has that new type forthe
Prior 1 50,00 I 0 for $0.00 FQdera“GSTm remainder of the time their old
Batrcatusc ricas] | || Remaining Passes | 0 werth £170.15 Total[Si17n015 | pass wasvalic
Commission S0.00 e

Qof1 Entersd: DEC 2 2009

_I UM Changes successiully saved on December 2nd. 2009 at 10:14:37 AM

12. Click the Payment Eayment button.
e For more information on Payments, see Step 4—Making Payments, page 39.

e Click the Accept Payment = AcceptPaymentio, pring Tickets = PIMETIREES | tton. The tickets
and any other items have been purchased. The screen returns to the Patron window.
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Order Window—Payment Button
The Payments window is made up of four tabs:

a. Detail Displays all information for the current purchase and is the main window used to
accept simple payments.
b. Create Post Allows for several future payments to be added to the order
Dated
c. Contractual Lets a patron make a deposit on the order and pay the rest at a later time or to have
Notes more then one party make payments on the order

d. Prior Payment. | Displays any payments that have previously been made to the transaction.

Following is a details description of each tab.

a. Details Tab

__| Order #86 for Ms. Gayle Hunter @ Police Service (Patron #76) E]@
L -
Tickets - - .
F Details |Create Post Dated | Contractual Notes | Prior Payments
23 : :
= 7 | Order Information Ticket Handling
onation [ PO Reference £ | [Isend Invoice @ Hold for Pickup/Taken
Membership O Mail to Patron
| Sold By |12 V| UserMasts !

Season e - ainbucsind O Hold for WillCall

Payment Why did Patron buy? |Regu\ar Ticket Buyer e O Hold @ Door for Coupaon

Letters . Postal Code |T33 Ticket Printing
Transactions Payment Information O P-1§rk Ticket as Printed

Payment Method |Cash [v] O print Address Ticket

® Cut each ticket

Payment Amount | $31.50

O Cut after last ticket printed for patron
Cash Tendered | 31.50 C Do not cut tickets
Foreign Tendered | 30.00 Payment Source
Tickst Price  £35.00 Change |$0.00 O Telephone Order
.Discounts = £3.50 OMEI” Order
Ticket Fee 1 + £0.00| % s
Ticket Fee 2 + £0.00| & Accept Payment oy Print Tickets @ Patron Present
Ticket Fee 3 + £0.00
TicketTorsl 31,50 Order Comments
Order Fees + £0.00| Ticket Comment
Denation + £0.00|
Membership +  $0.00 Order Notes
City Tax + £0.00|
State/PST + £0.00|
Federal/GST + £0.00|
Order Total £31.50|
Currency + £0.00|
Prior - £0.00|
Future - £0.00
Balance Due = £31.50|
Commissien £0.00|
um Changes successfully saved en
Accepts the entered payment. If the order is paid in full the order window closes
without printing tickets in the order.
oy Accepts the entered payments. If the order is paid in full the tickets prints and the
order window closes.
PO Reference # Purchase order reference number.
[]send Invoice If the order is paid in full an invoice will be sent.
Sold By The user who was responsible for initiating the sale of the tickets, for example,. a
telemarketer.
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The Patron ' icon can be used to select an employee code.

Why did Patron Buy?

Select the most appropriate reason from the drop down list. These values are setup in
the Reasons to Buy Tab of Code Tables.

Payment Information

Payment Method

Method of payment for the order. The values of the list are setup
in the Payments Tab of Code Tables.

Payment Amount

Choose the most method of payment from the Drop Down list.
The total the patron is currently paying. Partial Payments can be
made as needed.

Cash Tendered

Enter the amount of Cash paid for the Order.

Foreign Tendered

Enter the amount of the Foreign Currency entered.

Change

The Amount of cash to be given back for the Cash payment

Ticket Handling
Radio Buttons

Hold for Pickup

The patron will visit the Box Office prior to the performance to
pickup their tickets.

Mail to Patron

The patron request the tickets be mail.

Hold for Will Call

The patron will pickup there tickets at the door.

"Hold @ Door for
Coupon

Promotions that require coupons in order to be valid

Ticket Printing

Mark Ticket as
Printed
Check Box

Displays a printed date for the ticket all though the ticket is never
printed.

Print Address

Print Address Ticket prints an additional ticket with the patrons

Default fees can
be added to these
selections

Ticket address. The default address ticket can be selected under the
Check Box Ticket Face tab in Company Preferences.
Print Summary Ticket prints an additional ticket highlighting a
summary of the purchase. The default summary ticket can be
selected under the Ticket Face tab in Company Preferences
Payment Source Internet/Web When the transaction is processed over the internet.
Radio Buttons sales

Telephone Order

when the transaction is taken over the telephone.

Mail Order

The patron mails in the transaction request.

Patron Present

The patron is in person to make the transaction.

Accepts the entered payment. If the order is paid in full the order
window closes without printing tickets in the order.
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Accept Payment Accepts the entered payments. If the order is paid in full the tickets print and the
order window closes.

3 Print Tickets Can be used to print special information on the ticket ie. birthday wishes,
complimentary tickets from.

Ticket Comment Any specific notes about the order.
Order Notes Accepts the post dated payment. The order window closes without printing tickets in
the order.

b. Create Post Dated Tab

8em6e Order #267 for Blaine Abel @ Port Sign Systems
s_'/- 4 =
Help : Transfer Create Post Dated
Tickets ( Details ]’ Create Post Dated l Contractual Notes r Prior Payments ]
Fees
Donations o Post Dated Payment Amount Date Amount _; Cheques
Memberships Total Payment Amount |26.75 APR 17 2007 [26.75
Payments
Ti' Post Dated Payment Frequency
ransactions
— Number of Payments |1
Overview
First Payment Date [APR 17 2007
Ticket Price  §25.00 ) $
Rt s e n Payment Freguency O \i\f’eekly O Qualjerlv
Ticket Fee 1 + $0.00 () Bi-Weekly () Semi-Annual
Ticket Fee 2 + 50.00 @ Monthly C Annual

JicketFee 3+ 50.00
Ticket Total $25.00 9 Payment Information
Order Fees+  50.00 Payment Method [']
Donation + $0.00
Membership + 50.00
City Tax + 50.00
State /PST + 50.00
Federal /GST + 5175
Order Total 5$26.75

Currency + 50.00
Prior - 50.00

—Future - 50.00 @ Click to Create | - Create Post Dated

Balance Due = $26.75

Commission 50.00
UM  Entered: APR 16 2007 3:21:54 PM  Last Updated: APR 17 2007 10:14:24 AM ]
» Transfers an order from one patron to another.
o
Transfer

Accepts the post dated payment. The order window closes without printing tickets

in the order.
Create Post Dated

Total Payment The total which the patron wishes to make post dated payments for.
Amount

Number of Payments Total number of payments to be made.

First Payment Date The Date the first payment will be made.

Payment Frequency Periodic times payments will be made.

Payment Method Method that the payments are to be made. Only credit cards and cheques are
accepted.
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» Create Post Dated Accepts the post dated payment. The order window closes without printing tickets
in the order.
Date Date each payment will be received.
Amount Value of the payment amount to be received on the given date.
Cheque# The corresponding cheque number for the payment as reference.

c. Contractual Payments Tab

2¥a¥a)

Order #267 for Blaine Abel @ Port Sign Systems

@

Transfer

)

Help
Tickets

.

Accept laayment Print Tickets

I Details I Create Post Dated ' Contractual Notes‘ Prior Payments |

Fees
Donations
Memberships
Payments

Transactions

Overview
Ticket Price $25.00
Discounts -~ 30.00
Ticket Fee 1 + $0.00
Ticket Fee 2 + 50.00
Ticket Fee 3 + $0.00
Ticket Total $25.00
Order Fees t $0.00
Donation + £0.00
Membership + 30.00
City Tax + 50.00
State /PST + £0.00
Federal /GST + $1.75
Order Total 326.75
Currency + 30.00
Prior - 50.00
Future — 50.00
Balance Due=  $26.75
Commission 30.00

Payment Due Information

Order Date |APR 16 2007
Deposit Payment Date |APR 16 2007 lz‘ Final Payment Due |APR 16 2007
Deposit Payment |$0.00 Final Payment |$26.75

Co-Paying Patron Information
If the order is going to be partially paid for by another patron, enter in the patron
and the amount they will be contributing towards the order.

Co-Paying Patron |0
Co-Paying Due Date [APR 16 2007
Co-Paying Amount |$0.00

umMm

Entered: APR 16 2007 3:21:54 PM

Last Updated: APR 17 2007 10:14:24 AM

Order Date

Date the order was placed.

Date

Deposit Payment

Date the deposit is due.

Deposit Payment

Amount of the deposit.

Final Payment Due

Date the final payment is due.

Final Payment

Amount of the final payment. This is directly based on the total, Deposit Payment
and co-paying amount.

Co-Paying Patron

The Patron who is sharing the cost of the order. Click the Patron Ii!icon to open
the contact list and select a patron.

Co-Paying Due Date

The date which the co-payment amount is due.

Co-Paying Amount

The amount which the co-payer is paying.

Additional Information -
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d. Prior Payments Tab

e06 Order #267 for Blaine Abel @ Port Sign Systems
: - - —_
9 @ (o =z P =
Help i Transfer Edit Copy Void Delete | Authorize Receipt { Print Export
Tickets ( Details r Create Post Dated r Contractual Notes ’ Prior Pay'rnents{
Fees
= Order Date Received |[Recd By & IOrigj_n Payment Method Total Paid Auth No Deposit Outlet-Owner
Donations 267 Apr 17 2007 UM ‘Patron Present Cash €150 Arts Mgt Sys
Memberships 267 Apr 17 2007 UM atron Present Cash §$1.50 Arts Mgt Sys
Payments 267 Apr 17 2007 UM iTelephone Order Visa Card £1.50 Arts Mgt Sys
—_— 267 Apr 17 2007 UM iTelephone Order Visa Card £2.50 Arts Mgt Sys
Transactions
Overview s b
Payment #: 210 Paid for->Tickets: $1.50
Entered Date: APR 17 2007 4:36:44 PM Donations: $£0.00
Received Date: APR 17 2007 Memberships: £0.00 0Qty Redeemed
Ticket Price 3$25.00 i . g
R o Shift #: 0 Fees: £0.00
Ticket Fee 1 + $0.00 Order #: 267 Amount: £1.50
Ticket Fee 2 + 30.00 .
il S0 Ordgr Date: APR 16 2007
Ticket Total $25.00 Received By: UM Payment Method: Cash
Order Fees + $0.00 Payment Origin: Patron Present Cash Tendered: £1.50Canada
- D‘;“‘“‘:_": :g-gg Payment Source: Order Modify Foreign Tendered: $0.00 Canada
emc_ers_l_ e = SOIOO G/L Reference: Exchange Rate:  1.000000
sapert  s0.00  G/L Account #: 0-0000-000
Federal/GST+  $1.75 C/L Account: <Assigned when Deposited>
SiE e Ratal s Deposit #: <Ready to Deposit>
Currency +  50.00  pgst Dated A/R: <Not Applicable>
Prior - 57.00 . :
Future -  $0.00 Receipt Printed:
Balance Due=  £19.75
Commission £0.00

UM  Entered: APR 17 2007 4:36:44 PM

Last Updated: APR 17 2007 4:42:52 PM

Order

Order number associated with the payment.

Date Received

Date the payment was made.

Recd By

Employee initials who took the payment.

Origin

The payment source.

Payment Method

Method used to make the payment.

Total Paid Total amount of the payment.
Auth No Credit card authorization number for credit card payments.
Deposit Deposit number for the payment.

Outlet-Owner

Outlet the payment was made at.

Additional Information - Order Window—Letters Button
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Order Window—Letters Button
Adds a letter to the current order record.

Letters

1. Click the Letters
order opens.

button. The list of a patron’s letters associated with the selected

B Order #84 for Ms. Gayle Hunter @ Police Service (Patron #76)

v | @

Help Transfer

Tickets
Fee l- 2P 48/Not Done [Letter-Ad... | [User Ma... [First Time Ticket Purc
Donation ' 1 ' ' '

Membership { { ' | '
Season

Pa

... |Order# B4  |JAN 15 2010 2:45 f1

ent

ransactions
Tiekst Price $£75.00
Discoumts * £0.00
Tickat Faa 1 * 50.00
Tickst Fea 2 + s0.60
Tickst Faa 3 + £0.00
Ticket Total £75.00
OrderFaes =  §9.00
Donstisn -  $0.00
Mambarship + £0.00
City Tax+  $0.00
Srate/PET+  S0.00
Feceral/GET « s0.00
Crrdar Total $84.00 i i i
Currency « 50,00 i | i | i |
Prior = $84.00 ! i ! ! ! i i [%
Futurs - §0.00| %
Falunen s i RELO0E Sy = ek =email (3 = note/task yy = web notification
Commissisn s2.00 &) = due now @ = due later (J = done = will merge most racant version of form letter when printed
of 1 Enmtarad: DEC 17 2009 10:13:43 &AM  Last Updated: JAN 15 2010 2:43:57 PM
% e e et ¥ 4 s .
o — - - - — -

- Letter

|
il

i
13. Click the New " button. The New Letter —_ =™ drop down list opens.
2. Make the appropriate selection. The Form Letter Selection Dialog opens.

M Form Letter Selection - Send as Mailed Letter (lookup)

= - <
N4 Y » 9 2 =
Help MNew Cpen Chuplicate Delete Frint Eupeon
Letter Mame v/ like | t 2
= Email Subiert
3iMain FolderiFirst Time Ticket P... |ticket data per Performance [First Time Ticket Pi I
6iEmail Bla... {Ticket Detal {ticket data per Performance [Ticket Detall
19Develop... iLast Visited {Patron data iLast Visited
< : : : ; | 3
Send As (& Letter () E-mail [ Cancel J[ (J Select |
1of3

3. Highlight the Letter you wish to send, and click the Select button.

4. You are returned to the Letters window and the letter's details are displayed in the Letter window
columns.

e For more information on Letters, please see the online help for Form Letters.
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Order Window—Transaction Button

The Transaction window displays details of the transaction. These include the date the transaction was create or
updated, journal numbers, transaction descriptions and a Theatre Manager code representing the type of
transaction.

Use the search drop down to specify the type of transactions to display. Uncheck the include boxes to limit the
view of the transaction.

W Order #84 for Ms. Gayle Hunter @ Police Service {Patron #76)

| ~ - & - -
9 @ P » =« | g9
Halg Transter () Open Frint Espont Patran
Tickets
= Order= 8| From [ To 83
ee
SR Indude:[¥] Sales [FlExchanges [¥IRefunds [¥] Donations [¥lMemberships [#]Fees [“lPayments [¥] Non-Financial
Saq 2 Trans Data - Journal Mo  Code Transaction Desc | Order = Play Performance Type Description OF Entry Dehit
Membership 652{2009/12/17 10:17:42 | IPT  [Payment 54 | icash iMat Deposited $60.00}
Season 653;2009/12/17 10:17:45 | 05 [Order Fea Sale B4 | i~Fees gOrder BoxOffice £5.00 |
Payment 655:2009/12/17 10:17:49 Z5 :Ouﬂel-TiCke{ B83... B84/08-PO | EOL.I'JE[ =3 ETICkéLS gold for Comp...
657;2009/12/17 10:36:56 ZEF [Dutlet-Ticket ex... 84/08-PO  1- ioutlet =2 Tickets sold for Comp... | 575.00}
Letters 659:2009/12/17 10:36:58 {ZET [Outiet-Ticket ex... 84{08-PO ioutlet #2  {Tickets sold for Comp... | i
Transactions 661:2009/12/17 10:37:00 ZET Outlet-Ticket ex... 84{08-PO ioutlet =2 Tickets sold for Comp... | i
e 662:2009/12/17 14:21:34 PT  iPayment 84 icash {Not Deposited i $4.00]
Sesdiiniag el 663i2009/12/17 14:21:37 05 |Order Fea Sals 84 i~Faes {Exchange $4.00 i |
TickstFae1* 50,00 i* Total £159.00
Ticketrea3s 3000 . | : « Net Change to A/R |
Tickst Toral  §75.00 i * Net Changa to A/R o...] $75.00
ordar Fass * #9.00
Diznatien + £0,00
sembarship + £0.00
Ciey Tax+ 50,00
Sua/PST+  $0.00
Fadaral/GET + #0.00
Order Toral 584,00
Currsncy = $0.00
Priar - §84.00
Futura - $0.00
Ealancs Dus = $0,00
Commission $2.00[ ¢ = : : 3 »
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Additional Information--Parts of the Patron Window'’s Ticket Tab

|*Ticket Donation | *Play Mail List | *Membership Relation -Drder'-Pa}'mentf-é
|status @Drder = Play Performance |Play Title Section/Row/Seat i |Date Printed |Date
63 08-B1 B 88'S \CALGARY 88'S  M/F/S ‘Nov 9
<| _ ' >
= part of season Dkq.@_.lE = you owe patron RED = patron owes you MAI "

> Print All Tick... |s| JAll Years |w|

1of 1 Fatren has notes 37

a. Ticket Display

This is the portion of the patron window that lets the user examine all of a patron’s ticket purchases. The
columns display the following information about a patron’s tickets:

Order # Reference number for the patron’s order.

Play Code Defines and identifies the event.

Performance Code | Describes which day the event took place on.

Section/Row/Seat | Location of the patron's seat.

Qty The number of admissions the ticket allows.
Theatre Manager allows "Group Tickets" for festival seating events.

Total Cost The total amount the patron paid for the ticket. The price includes markups, discounts,
and taxes.

Pc Price Code selected when the ticket was purchased.

Promotion Sales Promotion used when the ticket was purchased.

Date Printed The Date the ticket was printed.

Performance Date | The date the performance takes place.

Performance Time | Time the performance takes place.

Play Title The name of the Event
Used? The status of the ticket can be marked as used if attendance is tracked within Theatre
Manager.

A list of items in a particular column can be sorted by clicking on the column heading. The current sort column is
highlighted, and a sort icon appears as a small arrow to the right of the column title. The direction of the arrow
shows the current sort direction. This changes the order in the other columns.
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By double clicking on a particular ticket the user can retrieve more information about that ticket. Double clicking
on a ticket opens the ticket detail window.

b. The Ticket Buttons
The Ticket Buttons perform the following tasks on the Highlighted tickets:

Adds tickets to an existing order.

=l Detail

Opens the ticket transaction.

=~ Refund

Returns tickets back to a sales state and allows a refund or transfer of patrons
funds to another form

w2 Print

Prints unprinted tickets.

« Un-Print

Unprints tickets that already have a printed date.

iy

= Map

Displays a map of the selected Order’s seat location.

c. List Restriction Criteria

Over the years, patrons can accumulate numerous ticket transactions. Sifting through them all, even using the
Ticket Display Columns can be difficult. These two drop down list boxes allow you to select a different condition
criteria for the tickets displayed in the ticket information portion of the patron window.

The choices are:

Al Tick... 3 |

All Tickets

Printed
Unprinted

This drop down list lets you choose lm This drop down lets you specify a
to view: 2009-2010 specific date range.

All of the patron’s tickets 2008-z009

Only the patron’s Printed ggg;ggg?

tickets Future

Only the patron’s Unprinted  [All Years
tickets
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Additional Information—Converting Refunded Tickets into a Donation

A patron may come to you and tell you that they cannot attend an upcoming event and therefore they would like
you to refund their tickets, but they also tell you that they would like the company to keep the money as a
donation. The following instructions provide an efficient way to perform this task.

1. Open the Patron Record.

5. Select the ticket(s) to be refunded.
Only tickets within the same order can be refunded at the same time.

'TiCkE|lDunatiun +Play | *Mail List °Z\Iembership“Relaliun *Order | +*Payment |*Letter | *Season |*Tran °Stat”*
Status Order = Play Performance Play Title Section/Row/Seat Qty Total Cost Pc Promot
84i08-P0O  {2-FRI Phantom of th... iOrch Ctr Lft/5/FF/15 1 $37.50iG {Adult
84i08-PO  i2-FRI Phantom of th... (Orch Ctr LTt/5/HH/13 1 $37.50iG iAdult
92 09-H2 H S5TARS DALLAS STARS 23/B/8 1 S Subsci.
DALLAS STARS 1 S Subscr

£ |
= = part of season pkg. BLUE = you owe patron RED = patron owes you MAGENTA = reservation only

Tickets|[ ] Detail |[ = Refund || &2 Print | Un-Print

M Order #92 for Ms, Gayle Hunter @ Palice Service (Patron #76)

| 2 P @ - + Q » @

Help Transher Datall Clear Exchangs .. Exchangs . Fedund Frirk Finits.
Tickets i ;
= Performance Selection Seat Selection | Ticket Review
ee .
Donation Play  Performance Qty Pc Section Row # Seat # Total Cost Promotion
Ji0o-H2 [HSTARS | 1| B g i $34.20{Subscription
bbbl W) {09-H2 |H STARS i iB i9 $34.20{Subscription
Season i i i i |
Payment
Letters
Transactions
===== = ke b o -"""“"‘"“4"‘ ; ,_‘-Jmima-...,q.p-:-ﬁ...*.a-u__.'

4
-

7. Click the Confirm cssm button.
8. The seats refunded are returned to the Box Office and the order now has an outstanding CREDIT balance.

9. Click the Donations Donation button. The Donation window opens.

B Order #92 for Ms. Gayle Hunter @ Police Service (Patron #76)

@ | @ |7
Help Transhed L
Tickets "~ Order = Prog... Usa Campaign Na... = Fiscal ¥r Donatio
Fee ; i |
Donation : Y - . e
Membership M Donation Default Settings r?rx|
Season i ; Is thiz conation a razult of raturming tickets and would you liks ena
£ S WY erested for £68.20 to balance the arder te 2ers
Payment i / \
Letters 4 C sar
AT arhinie ix thiz just 2 nermal donation

[ &) Nomal | [ TixRefund |
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10. Click the New ™ putton in the ribbon bar. The Donation Default Settings dialog opens and asks
Is this donation a result of returning tickets and would you like one created for $##.## to balance the
order to zero
or
/s this just a normal donation?

You have 2 choices:

J Normal Is a NO response to the message
Is a YES response to the message

11. Click the Tic Refund button. A new Donation Detail window opens.

B Donation Detail for Gayle Hunter (Patron #76) [Company 1] (inserting)

9 |7

Felp New
Details Notes |Pledge Scheduls

Campaign | Ticket Returns w

Man-Receipt Benefit £0.00

Date Donated [DEC 15 2010 (51 Next Contact [NOV 152011 (3 |

Solicitar ﬁ ] Pragram Yeafw I

[Ticket Refund [ £75.00 Novas Fiscal Year [2011 ;
Total Payments [—SGGO Craated during tickst ratum

WriteOff Amount 50.00

[Omatching Gt  [] Commission Paid?

Tax Recsipt Name |Ba~,-|e Hunter

Program Name |Gayle Hunter

Sart Name |HUNTERIGAYLE!N! Receipt Options [One per payment

A it At e ok bt A s s M s S el o

12. Enter the Donation information. Certain detail information is automatically be inserted by default, for
example: Donation Amount and Date Donated.

13. Click the Save s« button. Close the Donation window.

e T s em e The Order window returns. The balance in the lower
[[= nce £0. i i i .
Discounts = $0.00| | left corner is zero.

Ticket Fee 1 + s0.00
Tickst Faa 2+ £0.00| |
Tickat Faa 2 + s0.00) | 1 . i

Tickat Total s0.00| | Close the Order window to complete the transaction.

Order Fees + 55.00
Donatien+~  £75.00

= ongrn Theatre Manager has now refunded the tickets from
séil:-as‘L s0.00| | the patrons account and converted the value of those
FedamosT> $0001 | tickets into a donation. The tickets have been returned

and they can be sold to other patrons.
Currancy + $0.00
Prior = £84.00

Futurs - £0.00]
Balamce Dus = g0.00[ €
Commission ¢n.00 RED = patron has not applied full pay

Dofi Entered: DEC 17 2009 10:13:43 AM  Last Updated: DEC 15 201

2 tickat{s) selecrad. Value: 573,00
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Addltlonal Informatlon—vlewmg Current Exchange Settings

fters | Setup  Window  Help

i e

& B Theatre Maps Cirl+alt+T
2 &5, Plays Ctrl+Alt4D
Fep 5 _

Fares bl L A1t 4 F

& Mail Lists Cirl-+Alt+M

System Tables

|Jsers and Access

"‘\ Svstem F'references

r Batch Functions
&) Data Utiities
55 SYSIEMm AT ettt b et

1. Click Setup > Outlet Preferences.

2. Select the Box Office  Dox Office | tab
U TreTorres (oo 1)
. - .
@ ¢ U 2 Y

Web Listener | Donation Name | Donation Receipts | Appearance | Alandatory nm| Reports | Miscellaneous

Company I Accounting ] End Of Day - Ticket Faces l Holds | Web Options

Managing the Sale Orders and Payments
Tix Salas Warni 20 varm If quantity is graacer Salact tha praferred machod of handling tha tickets an anch erder. This is
o gafaalend on tha payment windave
Warn if parformance |10  minutes age (G=ia Waming)
Remove performance |30  minates sfter starting () Hold for Pickup Taken
Display past play [0 numbaer of 2avs aftar () Mail ko Patron

: ) Held for Will Call
Flay Selection [l Display Sold Out Performances
Before Event Sales [Z] New order for each transaction ﬂih'mhr:k'“ s | . ,
= I Exchanging higher prices tickacs for mare lovear prices tickets cun sichar
Recaivables [7] Warn if over is':"-ﬂ"]' sprand total coat ovar the new tickats for o ‘hidden’ discount or kaap the
ariginal quantity of tickets % tha criginal prica.
Mext Season Starts [JUN 1

i 2 . .
MR RN Ward of Mouth ¥ [ Collect $ for Higher Price
System Plug Ins [“1Refund 5 for Lower Price
Checkout Plug-In [0 + oo FlugeIa> [JExchanged tickets retain original price
Paxment P[!i;p-]:n t[..- ...#--é;mm‘hf.pimwﬂ::u ot e S it et L & o ARt G A e g Sl S

Deselect (remove the v') Collect $ for Higher Price and Refund $ for Lower Price to automatically waive
the price difference in the exchange. You change this setting to allow the employee to choose to waive, collect,
or refund the price difference in the exchange.
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