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information storage and retrieval methods) for any reason without the prior written permission of
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Overview

This document provides instructions for searching for, reviewing, and modifying orders through Ticket
Services.

Most Ticket Services tasks require the same basic steps outlined below:

e Search for the order
¢ Navigate to the appropriate detail level
e Select the action
e Select the items
e Apply the action
An order...

e is acollection of line items, service charges elements, payment elements, and open item
elements (receivables and liabilities) created by transactions.

e is a container for ticketing details with a common origin or transactional history (a reservation
created for a particular patron and later claimed, printed, and delivered by mail, for example).

e includes at least one transaction (sale or reservation): payment collected/expected, service
charge, and related information.

e includes at least one line item (seat level information).

e (non-reservations) includes ticket delivery information: delivery method; print status; and related
information.

Prerequisites

To access Patron orders within ProVenue®, a user must have one of the following Portal Roles assigned
within User Management:

o BOAsstMgr — Box Office Assistant Manager/Customer Service; or
e BOMgmt — Box Office Management.

Either of these roles allows a user access to Ticket Services.

To access the “Orders” tab from the ACCOUNT screen, a user must have the following Portal Role
assigned within User Management:

e PatronOrders — Access to Patron Orders

If this role is not added, the user can still access patron orders with access to Ticket Services.

©2015 Tickets.com. All rights reserved. Tickets.com, ProVenue and ProVenueOnline are registered
trademarks of Tickets.com, Inc. All other trademarks used herein are the property of their respective Page 1 of 101
owners.
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Search for an Order

¢ From the Home screen, navigate to Ticketing > Ticket Services

) PrOVENLE

E‘l Ticketing | Ticketing Setup
Batch Printing

Hold Code Management

Patron Management

Ticket Sales

Ticket Services
Ticket Window Returns ’re
Will Call Service

The Ticket Services screen displays the “Order Search” tab by default in Simple Search mode. The

Simple Search function allows you to search by a variety of attributes.

e Click the ‘Search Using’ dropdown to select the attribute by which you want to search.

& Ticket Services

‘ Order Search ‘l Seat History Search H Market Offer Search ‘

ORDER/TRANSACTION SEARCH

Select One
Order ID
Transaction D

Search Using

CLEAR

Search Value Options

Simple Search| Advanced Search|Hide

Transac tion Delivery

| FnD |

Delivery ID
Extemal Transaction 1D
Credit Card
Ticket Barcode
Agency

Patron

Delivery Info
Driver License
Loyalty Card
Account Barcode

Note: When “Patron” is selected as the ‘Search Using’ criteria, you can search by any of the following

values:

Order ID

Transaction ID

Delivery ID

External Transaction ID

Patron Info
o Account Name

Contact Name

Account Number

Telephone Number (must add — qualifier)

Alternate Account Identifier (must add # qualifier)
o E-mail address

Credit Card Number

Agency

Delivery Info

Driver License

Loyalty Card

Account Barcode

e o o o o
o O O O

©2015 Tickets.com. All rights reserved. Tickets.com, ProVenue and ProVenueOnline are registered
trademarks of Tickets.com, Inc. All other trademarks used herein are the property of their respective
owners.
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9, PROVENUE

When searching by account name or contact name, entered name will search based on last name. Enter
as much of the last name as desired, then a comma, space, and as much of the first name as desired to
find the account.

When searching by telephone number, include dashes to separate the values, e.g., 714-555-1212.

o Enter the value for the search attribute chosen. For example, if you select “Order ID,” then enter the
order number in the ‘Search Value’ box.

& Ticket Services

Order Search | Seat History Search | Market Offer Search

ORDER/TRANSACTION SEARCH Simple Search| Advanced Search|Hide

Search Using Order ID v Search Value [180sa1 | options ® order () Transaction () Delivery
CLEAR FIND

e Select “Order,” “Transaction,’ or “Delivery” to define the search result.

& Ticket Services

Order Search | Seat History Search | Market Offer Search

ORDER/TRANSACTION SEARCH Simple Search] Advanced Search|Hide

Search Using Order ID v Search Value 180581 Options | ® Order @ Transaction @ Dalivery

CLEAR FIND

e Once you have entered the desired search criteria, click FIND.

& Ticket Services

Order Search | Seat History Search | Market Offer Search

ORDER/TRANSACTION SEARCH simple Search| Advanced Search|Hide

Search Using Order ID 4 Search Value 180581] Options ® Order () Transacton () Delivery

cuens

If there was only one match for your search, e.g., you searched by “Order ID” and you selected to go to
the “Order” search result, then you will be advanced to the ORDER screen.

& Ticket Services

ORDER: 185081 acvons ]| IR Transaction  Notes  Service Charges  Delivenes  Fayments  Receivables  Statements
—
Financial Patron 1d 282 Balanca s0.00
A Credits
Contact Name Nor-Available Credits
Contact Phone
Contact Email

TICKETS - PRIMARY

Select Action: | Select Action v select all |clear all Selected Ticket Count:

4 S 15WKO917R - Wicked - September 17 Wicked Theatre v Thu, Sep 17, 2015 8:00 PM EDT #Tixa Tix Value: $440.00 Printed: 0 Scanned: 0

APPLY ACTION

SEARCH RESULTS | NEW SEARCH

©2015 Tickets.com. All rights reserved. Tickets.com, ProVenue and ProVenueOnline are registered
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If you selected “Transaction” search result...

& Ticket Services

Order Search | Seat History Search

Market Offer Search

ORDER/TRANSACTION SEARCH
Search Using Order ID

CLEAR

search value

185081

...the TRANSACTION tab for the order will be displayed.

& Ticket Services

TRANSACTION: 257351 %

Date 3/9/2015 11:04 AM PDT
Total Amount $452.00

Resarvation Amount 50.00

Sales Amount $452.00

Amount Paid $452.00

Sales Balance $0.00

TICKETS

ORDER: 185081 - Primary

) S SA Offer# 11958014 15WKO0917R - Wicked...

simple Search| Advanced Search| Hide

FIND
actions || MM Service Charges  Deliveries  Payments  Receivables  Receivable Activities
g | | rransaction patron 14 2860 i so.00
Account Name Smith, Tom Credits
Contact Name Tom Smith

Contact Phone

Contact Email

Theatre v

If you selected “Delivery” search result...

& Ticket Services

Order Search | Seat History Search

Market Offer Search

Non-Available Credits

(714) 327-5400

tsmith@tickets.com

Thu, Sep 17, 2015 8:00 PM EDT

SEARCH RESULTS || NEW SEARCH

#Tix: 4

Tix Value: $440.00 Printed: 0 Scanned: 0

PRINT RECEIPT

ORDER/TRANSACTION SEARCH
Search Using Order ID v

CLEAR

Search Value

185081 Options.

..the DELIVERY tab for the order will be displayed.

& Ticket Services

DELIVERY: 247702
Mathod NOPRNT - No Print
Delivery Cost $0.00

Delivery Status To be Initiated

Refund Status Refundable
Transaction 257351
TICKETS

Select Action: | Select Action v

Select All | Clear All

Simple Search| Advanced Search|Hide

FIND

® Active Tickets Only

Inactive Tickets Only

No Additional Delivery Datails Availsbla

Account Name
Contact Name

Contact Phone

Selected Ticket Count:

Attanding Patron Id

Semith, Tom
Tom Smith

(714) 327-5800

Edit

ORDER: 185081 - Primary

3 S 15WK0917R - Wicked - September 17 Wicked

Theatre v Thu, Sep 17, 2015 8:00 PM EDT

SEARCH RESULTS || NEW SEARCH

#Tica

Printed: 0 Scanned: 0

APPLY ACTION

©2015 Tickets.com. All rights reserved. Tickets.com, ProVenue and ProVenueOnline are registered
trademarks of Tickets.com, Inc. All other trademarks used herein are the property of their respective
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If there was more than one match for your search, e.g., if you searched by patron for an account with
multiple orders, then a list will be displayed.

If you selected “Order,” then order information will be displayed with a hyperlink to the ORDER screen.

ORDER/TRANSACTION SEARCH Simple Search| Advanced Search|Hide
Search Using Search Value miller, denise Options @ Transaction @ Deivery

CLEAR

RESULTS: 2 FOUND

195083 0 2603 Miller, Denise 267345 Box Office Manager John Smith 3/10/2015 6:45 AM PDT $195.00 $0.00
S 15LKOB21F - Lion King - August 21 The Lion King presented by Kia Theatre V Fri, Aug 21, 2015 7:30 PM EDT Active Tickets: 2 WAl Ticket Value: $190.00

195082 0 2603 Miller, Denise 267344 Box Office Manager John Smith 3/10/2015 6:44 AM PDT $186.00 $0.00
S 15BML111W - Blue Man Group - November 11 Theatre V Wed, Nov 11, 2015 7:30 PM EST Active Tickets: 0 Ticket Value: $0.00
S 1SBML112R - Blue Man Group - November 12 Theatre v Thu, Nov 12, 2015 7:30 PM EST Active Tickets: 2 A Ticket Value: $180.00

If you selected “Transaction,” then transaction detail will be displayed with a hyperlink to the TRANSACTION
screen.

ORDER/TRANSACTION SEARCH Simple Search| Advanced Search|Hide
Sesrch Using . miller, denise options © Order © belvery

ciomn

RESULTS: 3 FOUND

267345 Q 2683 2683 iller, Denise Box Office Manager John Smith 3/10/2015 6:45 AM PDT $195.00 $155.00
SA S 15LKDS21F - Lion King - August 21 The Lion King presented by Kia Theatre v Fri, Aug 21, 2015 7:30 PM EDT Tickets: 2 Ticket Value: $190.00

267382 Q 2683 2 2683 Miller, Denise Box Office Manager John Smith 3/10/2015 6:44 AM PDT $0.00 $0.00
ER S 15BM1111W - Blue Man Group - November 11 Theatre v Wed, Nov 11, 2015 7:30 PM EST Tickets: 2 Ticket Value: $180.00
ES S 15BML112R - Blue Man Group - November 12 Theatre v Thu, Nov 12, 2015 7:30 PM EST Tickets: 2 Ticket Value: $150.00

267343 B 2683 B 2683 Miller, Denise Box Office Manager John Smith 3/10/2015 6:42 AM PDT $186.00 $186.00
SA S 15BM1111W - Blue Man Group - November 11 Theatre V ‘Wed, Nov 11, 2015 7:30 PM EST Tickets: 2 Ticket Value: $180.00

If you selected “Delivery,” then delivery detail will be displayed with a hyperlink to the DELIVERY screen.

ORDER/TRANSACTION SEARCH Simple Search]| Advanced Search|Hide
Search Using Search Value miller, denise Options @ Order @ Transaction

CLEAR

RESULTS: 3 FOUND

257705 2683 Miller, Denise us mail 123 Main St., Costa Mesa, CA 92626 USA $3.00 To be Initiated Refundable
Orders: 195083 Patron Id: 2683 Account Name: Miller, Denise Transaction Id: 267345 Agency: Box Office Manager  User: John Smith Date: 3/10/2015 6:45 AM PDT #Total Tix: 2 #Printed Tix: 0
257704 2683 Miller, Denise will call Miller, Denise $0.00 To be Initiated Refundable
Order#: 195082 Patron 1d: 2653 Account Name: Miller, Denise Transaction Id: 267344 Agency: Box Office Manager  User: John Smith Date: 3/10/2015 6:44 AM PDT #Total Tix: 2 #Printed Tix: 0
257703 2683 miller, Denise will call Miller, Denise 50.00 Canceled Refundable
Orders: 195082 Patron 1d: 2683 Account Name: Miller, Denise Transaction Id: 267344 Agency: Box Office Manager  User: John Smith Date: 3/10/2015 6:44 AM PDT #Total Tix: 0 #Printed Tix: 0

©2015 Tickets.com. All rights reserved. Tickets.com, ProVenue and ProVenueOnline are registered
trademarks of Tickets.com, Inc. All other trademarks used herein are the property of their respective Page 5 of 101
owners.
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Seat History Search
Seat history provides a chronological history of seat status changes, including reservations, sales,
returns, releases, the assignment of hold codes, printing, etc.

e To search seat history from Ticket Services, click on the “Seat History Search” tab. You can search by
event or ticket barcode.

& Ticket Services
Order Search I Seat History Search I Market Offer Search

SEAT HISTORY SEARCH

Search Using Select One v Event Row
Ticket Barcode Section Seat Number
CLEAR FIND

e To search seat history by ticket barcode, select “Ticket Barcode” from the ‘Search Using’ dropdown
menu. Enter the barcode by manually typing it in or by scanning the ticket, if available, and then click
FIND.

& Ticket Services

Order Search Seat History Search Market Offer Search

SEAT HISTORY SEARCH

Search Using Ticket Barcode ¥ Event Row
Ticket Barcode NJM7-FXKXEAFR Section Seat Number

CLEAR

e The SeAT HISTORY screen will be displayed. To access the individual transaction level details, click on
the appropriate hyperlink in the Trxn ID column. To access the order level details, click on the
appropriate hyperlink in the Order ID column. To go to the Seat Map in Ticket Sales, click on the
Section hyperlink.

& Ticket Services

Search Results | DR140RT1 - DRORT Test Event 1 / BFRNT /3 /5

SEAT HISTORY

Section B FRNT Event DR ORT Test Event 1

Row 3 Venue Standard Theatre

Seat Number 5 Event Date Fri, Oct 10, 2014 6:00 PM CDT

View Activity All v

ALL ACTIVITY

Date Agency User Sale Type Trxn Type Resv Code Account 2  Acct Name Buyer Type  Pkg/Sea/Ser  Price Trxn ID Order 1D
10/24/2014 1:45 PM CDT  DRYAN Dennis Ryan (& Type: Reprint Result: Success Station: DRyan Workstati Printer: Local Printer Job Type: Ticket Services Reason: REPREI Barcode: NJM7-FXK
10/24/2014 1:45 PM CDT ~ DRYAN Dennis Ryan (= Type: Reprint Result: Success Station: DRyan Workstati Printer: Local Printer Job Type: Ticket Services Reason: REPREI Barcode: NIM7-EGLD.
10/24/2014 1:43 PM CDT  DRYAN Dennis Ryan (& Type: Print Result: Success Station: DRyan Workstati Printer: Local Printer Job Type: Live Transaction Reason: - Barcode: NIM7-87Q6359]
10/24/2014 1:43 PM CDT  DRYAN Dennis Ryan  Single Sale 6359 Ryan, Jack ADULT $10.00 2877942 2792902
10/17/2013 9:13 AM CDT  DRYAN Dennis Ryan  From Hold Code: To Hold Code: OPEN Inventory Creation

BACK

©2015 Tickets.com. All rights reserved. Tickets.com, ProVenue and ProVenueOnline are registered
trademarks of Tickets.com, Inc. All other trademarks used herein are the property of their respective Page 6 of 101
owners.
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You can limit the grid to a subset of activity records using the ‘View Activity’ filter.

& Ticket Services

Search Results I DR140RT1 - DR ORT Test Event 1 /BFRNT /3 /5

SEAT HISTORY

Section B FRNT Ewent DR ORT Test Event 1
Row 3 Venue Standard Theatre
Seat Number 5 Event Date Fri, Oct 10, 2014 6:00 PM CDT

| View Activity

Transaction Activity
UG AL AR, Hold Code Activity
Ticket Printing Activity

g Ticket Scanning Activity

10/24/2014 1:46 PM CDT DRYAN Market Offer Activity

Type: Reprint Result: Success Station: DRyan Workstati Printer: Local Printer Job Type: Ticket Services Reason: REPREI Barcode: NJM7-FXK..

10/24/2014 1:45 PM CDT  DRYAN Dennis Ryan < Type: Reprint Result: Success Station: DRyan Workstati Printer: Local Printer Job Type: Ticket Services Reason: REPREI Barcode: NIM7-EGLD. .
10/24/2014 1:43 PM CDT  DRYAN Dennis Ryan 4 Type: Print Result: Success Station: DRyan Workstati Printer: Local Printer Job Type: Live Transaction Reason: - Barcode: NIM7-87Q5359]
10/24/2014 1:43 PM COT  DRYAN Dennis Ryan  Single Sale 6359 Ryan,Jack  ADULT $10.00 2877942 2792902
10/17/2013 9:13 AMCDT  DRYAN Dennis Ryan  From Held Code: To Hold Code: OPEN Inventory Creation

® To limit the grid to a subset of activity records, e.g., Ticket Print Activity, select the filter from the View

Activity dropdown.

‘ View Activity Ticket Printing Activity ¥

TICKET PRINT ACTIVITY

10/24/2014 1:46:1... DRYAN Dennis Ryan Reprint Ticket Services Success DRyan Workstation  Local Printer REPREI NIM7-FXKXEAFR J
10/24/2014 1:45:2.. DRYAN Dennis Ryan Reprint Ticket Services Success DRyan Workstation  Local Printer REPREL NIM7-EGLDFGES
10/24/2014 1:43:3.. DRYAN Dennis Ryan Print Live Transaction Success DRyan Workstation  Local Printer NIM7-87Q6359]

©2015 Tickets.com. All rights reserved. Tickets.com, ProVenue and ProVenueOnline are registered
trademarks of Tickets.com, Inc. All other trademarks used herein are the property of their respective
owners.
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e To search by Event, select Event in the Search Using dropdown. Enter the Event, Section, Row, and
Seat Number that you want to search. The Event field supports the normal event search criteria.

& Ticket Services

| Order Search H Seat History Search H Market Offer Search |

SEAT HISTORY SEARCH

Search Using Event [16MM0B12

‘ Row ‘B

Ticket Barcode I Section [orRCHCTR

‘ Seat Number ‘117

CLEAR

I FIND I

o |If your search returns seat records for multiple events, results display as individual rows in a grid. Use
the ‘Filter By’ field, if necessary, to find the event-seat combination that you want to access, and then

click the corresponding hyperlink in the Code column.

& Ticket Services

| Order Search || Seat History Search H Market Offer Search ‘

SEAT HISTORY SEARCH

P — [Ewa

| Row |E!

Ticket Barcode I Section [orcHCTR

CLEAR

| Seat Number [117

FIND

MORE THAN ONE EVENT FOUND MATCHING "16MM" - PLEASE SELECT ONE

| Fiter By | | [ ctear Fitter |
16MM0O810M Mamma Mia - Aug 10 Theatre V 8/10/2016 1:00 PM EDT Wed On Sale
16MM0OB10 Mamma Mia - Aug 10 Theatre v '8/10/2016 8:00 PM EDT Wed On Sale
16MMO811 Mamma Mia - Aug 11 Theatre V 8/11/2016 8:00 PM EDT Thu On Sale
I]EMMUS]Z I Mamma Mia - Aug 12 Theatre v 8/12/2016 8:00 PM EDT Fri On Sale
16MM0O813M Mamma Mia - Aug 13 Theatre V 8/13/2016 1:00 PM EDT Sat On Sale
16MMOB13 Mamma Mia - Aug 13 Theatre v 8/13/2016 8:00 PM EDT Sat On Sale
16MMO814M Mamma Mia - Aug 14 Theatre V 8/14/2016 1:00 PM EDT Sun On Sale
16MMOB814 Mamma Mia - Aug 14 Theatre v 8/14/2016 8:00 PM EDT Sun On Sale
e The SEAT HISTORY screen will be displayed.
& Ticket Services
Search Results | 16MM0812 - Mamma Mia - Aug 12 / ORCHCTR / B / 117
SEAT HISTORY
Section ORCHCTR Event Mamma Mia - Aug 12
Row B Venue Theatre V
TN 117 Event Date Fri, Aug 12, 2016 8:00 PM PDT
| View Activity All v
ALL ACTIVITY
3/13/2015 8:49 AM PDT BOMANAGER  John Smith Package Sale 2684 Johnson, Mic.. SUBREN 16BDWYFRI2... $100.00 287347 205088

3/13/2015 7:40 AM PDT BOMANAGER  Susan Leslie From Hold Code:

To Hold Code: OPEN

Inventory Creation

Note: You can also access the seat history from the seat map in Ticket Sales by right-clicking on the seat

or by using the “Seat History” tab.

©2015 Tickets.com. All rights reserved. Tickets.com, ProVenue and ProVenueOnline are registered
trademarks of Tickets.com, Inc. All other trademarks used herein are the property of their respective

owners.
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Review an Order

The ORDER screen provides a view of the current status of the order.

& Ticket Services

ORDER: 195081 actions ~|| EESd Transaction  Notes Service Chaiges Deliveries  Payments  Receivables Statements
Total Amount 503.00 2662 Balance s0.00
Sales Amount 503.00 Account Name Smith, Tom Cradits
Reservation Amount 0.00 Contact N Tom Smith Non-Available Credits
Salez Balance 0.00 Contact Ph (714) 327-5400
Sales Rep Contact Email tsmith@tickets.com
Sarvice Rep B
Marketing Source B
TICKETS - PRIMARY
Select Action: | Select Action v Select All | Clear All Selected Ticket Count:

| S 15EV0330 - American Idol American Idol

Arena

Mon, Mar 30, 2015 7:00 PM MST

#Tic: 5 Tix Value: $500.00

Printed: 0 Scanned: 0

APPLY ACTION

Patron (except for anonymous sales), Transaction, and Delivery detail can be accessed from the Order
by selecting the corresponding tab at the top of the screen.

Throughout Ticket Services, order, transaction, delivery, seat, and patron account identifiers display as
hyperlinks, allowing easy navigation between the various levels of order detail.

e To view seat level detail for an order, click the */ icon to expand the event information line.

TICKETS - PRIMARY

Select Action: | Select Action v| select All |Clear All

=) S 15EV0330 - American Idol American Idol

Buyer Sac Row Seat Seale Trans 1d
ApuLT B 1
apuLT 23 un
apuLT 28 2
apuLT 24 2
ApuLT B =

k]
L]
i)
i
"

Selected Ticket Count: 0

Arena

Price

$100.00
$100.00
$100.00
$100.00
$100.00

Mon, Mar 30, 2015 7:00 PM MST

Delivery

e To view seat history, click the hyperlink in the Seat column.

Search Results | 15EV0330 - American Idol / F1 / A/ 11

SEAT HISTORY

Section

2

Row

Seat Number

View Activity Al v

ALL ACTIVITY

Date Agency User
BOMANAGER

BOMANAGER

Sale Type
3/10/2015 5:46 AM PDT
3/10/2015 5:39 AM PDT

Sarah Jones Single

John Smith

From Hold Code:

Trxn Type

Sale

Event
Venue

Event Date

Resv Code Account #  Acct Name

2662 Smith, Tom

#Tix: 5

Offer Type

American Idol
Arena

Mon, Mar 30, 2015 7:00 PM PDT

Price

$100.00

Buyer Type
ADULT

Pkg/Sea/Ser

To Hold Code: OPEN

Tix Value: $500.00

Printed: 0 Scanned: 0
Seat Info
Nor
n
n
N
Nor
Trxn ID Order ID
267341 195081

Inventory Creation

©2015 Tickets.com. All rights reserved. Tickets.com, ProVenue and ProVenueOnline are registered
trademarks of Tickets.com, Inc. All other trademarks used herein are the property of their respective

owners.
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e To view transaction information, you can click the hyperlink in the Trans ID column.

& Ticket Services

TRANSACTION: 267341 %5 [actions +]| IEEEEMN service Charges Deliveries  Payments _ Receivables _Receivable Actiities

Date 3/10/2015 5:46 AM PDT & | | Transaction Patron1d 2662 Balance $0.00
Total Amount $505.00 Account Name Smith, Tom Credts

Reservation Amount s0.00 Contact Name Tom Smith Non-Available Credits

Sales Amount s305.00 Contact Phone (r19327-3900

Amount Paid +s505.00 Contact Email temith Gtickste.com

Sales Balance $0.00
TICKETS

'ORDER: 195081 - Primary

=) S SA Offerr 11968002 1SEV0330 - America... Arena Mon, Mar 30, 2015 7:00 PM MST #Toe s Tix Value: $500.00

Printed: 0 Scanned: 0
Buyer Sec Row Seat Scale Price Status Delivery =} Q Offer Type Seat Info
ADULT 138 A 1 4 s100.00
souL A 1 45 s10000
ApuLt A 1 g sw0000
souL A 1 1 s10000
souLr A : w0000 1

PRINT RECEIPT
SEARCH RESULTS NEW SEARCH

e To view delivery information, you can click the hyperlink in the Delivery column.
& Ticket Services

DELIVERY: 257702

Delivery Status To be Initiated Card Name Contact Name

TICKETS

Select Action: | Select Action v select All | Clear All ® Active Tickets Only () Inactive Tickets Only Selected Ticket Count: O

ORDER: 195081 - Primary

=) S 15EV0330 - American Idol American Idol

Arena Mon, Mar 30, 2015 7:00 PM MST #Tx: 5 Printed: 0 Scanned: 0
Buyer Sac Row seat Seale  Trans1d price status Delivary = g Offer Type Seat Info
£ A 1 5 s10000
A L | s10000
A 1 5 s10000
A 1 5 s10000
B A i L | s10000 1

PRINT DELIVERY APPLY ACTION

SEARCH RESULTS | NEW SEARCH
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9, PROVENUE

=

column.

PRINT HISTORY [®] 14SABNOV2 - vs. Detroit Red Wings | 11/2/2014 5:00 PM EST | 207/6/15

Type Result Agency User Job Type/Batch  Date Station Printer Reason Barcode -
Print  Success Box Office Ma... John Sinclair Live Transaction 11/2/2014 5:15 PM EST  Box Office Desk 2 BOXDESK2 - Box .. - 4AM7-DAET4TXT of

e To view print history, if available, click the hyperlink in the

+f Active Barcode

e To view scan history, if available, click the hyperlink in the N column.

SCAN HISTORY valid Entry : 1 | Valid Exit : 0 | Invalid : 0 | Reset: 0 14SABNOV2 - vs. Detroit Red Wings | 11/2/2014 5:00 PM EST | 207/6/15
Scan ID Type Result/Reason User Date Facility Scan Area Device Scan Media Type Barcode -
115249... Valid Entry Good Ticket 11/2/2014 5:20:55 PM EST HSBC Arena Pavilion Pav 18 Unspecified 4AM7-D4ET4THT

©2015 Tickets.com. All rights reserved. Tickets.com, ProVenue and ProVenueOnline are registered
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9, PROVENUE

Return a Ticket

To return a ticket, a user must have the appropriate access for Return in Package Access (Full and
Partial Package) or Event Access (Single Tickets and Group Tickets).

e Toreturn a ticket, navigate to the ORDER screen.

& Ticket Services

ORDER: 275082

Total Amount £513.50
Sales Amount $513.50
Reservation Amount $0.00
Sales Balance £0.00
Sales Rep _g
Service Rep _g
Marketing Source Ie]

Actions ﬂ Transaction Notes Service Charges Deliveries

Financial Patron Id

Account Name

Contact Name

Contact Phone

Contact Email

2662
Smith, Tom
Tom Smith
(714) 327-5400

tsmith@tickets.com

Balance $720.00
Credits

Non-Available Credits

TICKETS - PRIMARY

Select Action: | Select Action

Select All | Clear All

4 |5l 16BB0603 - Beauty and the Beast - June 3 Theatre V

Selected Ticket Count:

Fri, Jun 3, 2016 8:00 PM EDT

Tix Value: $500.00 Printed: 0

Scanned: 0

APPLY ACTION

o Select “Return” from the ‘Select Action’ dropdown menu.

Select Action:

1 |= 1eBBI

TICKETS - PRIMARY

Select Action v

Select Action

Exchange

Reoffer

Seat Upgrade
Reprint Tickets
Reissue Tickets
Reset Print Headers

Select All | Clear All

t-June 3 Theatre V

©2015 Tickets.com. All rights reserved. Tickets.com, ProVenue and ProVenueOnline are registered
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9, PROVENUE

e Toreturn all seats, select the checkbox to the right of the *l'icon. To return individual seats in the

order, click the * icon to expand the event information line to display the seat level details. Select
the seats to be returned by checking the box corresponding to the seats. Click APPLY ACTION to

advance to the Patron Cart.

TICKETS - PRIMARY

Select Action: |Retumn v Select All | Clear All Selected Ticket Count: 2
= ﬂ 16BB0603 - Beauty and the Beast - June 3 Theatre V Fri, Jun 3, 2016 8:00 PM EDT #Tix: 5 Tix Value: $500.00 Printed: 0 Scanned: 0
Buyer Sec Row Seat Scale TransId Price Status Delivery = m] Offer Type Seat Info
) faouLr 101 PRICE 5 $100.00 i1} n/a Nene defined
# faouLr 102 5 $100.00 n/a None defined
ADULT 103 2 $100.00 na lone defined
ADULT 104 2 $100.00 na Nene defined
ADULT 105 45 $100.00 1) n/a None definad

APPLY ACTION

o If the service charges were set to ‘Refund Type’ of “Auto,” then they will be automatically refunded. If

the service charges were set to ‘Refund Type’ of “Manual” and they should be refunded, click the <l
icon to the right of ‘Service Charge Subtotal’ to bring up the Service Charge box. In order to manually
refund service charges the user must have permission via System Setup > Application Feature
Permissions > Sales Permissions > ‘Manually Refund.’

Q Ticket Sales
Patron Cart | Coupons | NOTES DELIVERY RECEIVABLES PAYMENT Y- conrmm
L

Order# 275082 - Offer# 12288004 Return Method @ Cash v s 200,00
& Holdcode 16BB0603 - Beauty and the Beast - June 3
Fri, Jun 3, 2016 8:00 PM EDT Cash Tendered
2 seats at Theatre v Totals
Section: QRCHCTR; Row: C; Seats: 101-102 2 ADULT @ $100.00  ($200.00)
Create Credit Accept Payment
e | =}
—
Payment Req. Amt. Card Bal. Auth. Amt. Remove
TOTAL DUE Add Offer
5 =
Ticket Total: ($200.00)
Per Ticket Fee: — $0.00
Service Charge Subtuta\I 4 I $0.00
Grand Total: ($200.00) CART BALANCE: ($200.00) | credit Totals: $0.00 Payment Totals: $0.00
CANCEL CHECKOUT
] e ]

©2015 Tickets.com. All rights reserved. Tickets.com, ProVenue and ProVenueOnline are registered
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9, PROVENUE

e Click the ! icon to expand the service charge detail. Click on the ¥ icon to return the service
charge. After the adjustment, the selected icon will display as green and the amount due will be
updated. Once all adjustments are complete, click Close.

SERVICE CHARGES

Service Charge Group Amount Reserved Amount Due
=IPer Ticket Fee N/A ($4.00)
Charge Type Orig Due Curr Due Orig Resv Curr Resv AdjustmentReason

Per Ticket Fee Ticket [R] ($4.00) ($4.00) Manually ...

o If anote is desired/required, click on the “NOTES” tab. Select a ‘Note Type,” enter text in the ‘Note’ box
as needed, and then click Apply.

| I NOTES E DELIVERY RECEIVABLES PAYMENT CONFIRM ‘

Note Type | RETREL - Return Release Reason v| New ‘
Offer 12288004 v
Note Patron is unable to attend the show.

| Apply l

Edit Type Reference Follow-Up MNote Remove

©2015 Tickets.com. All rights reserved. Tickets.com, ProVenue and ProVenueOnline are registered
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o Click on the “PAYMENT” tab. Select the payment method, enter or confirm the dollar amount, and then
click Accept Payment.

| NOTES DELIVERY RECEIVABLES I PAYMENT E CONFIRM ‘

\ Method & Amount [ 20200 \

Cash Tendered

Create Credit I Accept Payment I
[ Paments [N

Payment

Req. Amt. Card Bal. Auth. Amt. Remove =

-

Payment Totals: $0.00

Credit Totals: $0.00

©2015 Tickets.com. All rights reserved. Tickets.com, ProVenue and ProVenueOnline are registered
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9, PROVENUE

Click CHECKOUT.

Q Ticket Sales
Patron Cart  Coupons ‘ NOTES DELIVERY RECEIVABLES PAYMENT (1) [ CONFIRM ‘
Orders# 275082 - Offer# 12288004 Return Method @ Cash v J e 0.00 |
& Holdcode 16BB0603 - Beauty and the Beast - June 3
Fri, Jun 3, 2016 8:00 PM EDT Cash Tendered
2 seats at Theatre V Totals
Section: ORCHCTR; Row: C; Seats: 101-102 2 ADULT @ $100.00  ($200.00)
\ Create Credit | Accept Payment
—
Payment Req. Amt. Card Bal.  Auth. Amt. Remove
Cash ($204.00) ($204.00) %
TOTAL DUE Add Offer
Ticket Total: ($200.00) | pdd ofer |
Fer Ticket Fee: ($4.00)
Service Charge Subtotal: |/ ($4.00)
Grand Total: ($204.00) CART BALANCE: $0.00 Credit Totals: $0.00 Payment Totals: ($204.00)
e Once the return is confirmed, click DONE to return to Ticket Sales. To go to the ORDER, TRANSACTION,

Q Ticket Sales

Patron Cart  Coupons ‘ NOTES (1) DELIVERY RECEIVABLES PAYMENT (1)
Order# 275082 - Offer# 12288004 Return ITRANSACTION #: 407343 | ORDER(S): 275082
@ roldcode  16BBOGO3 - Beauty and the Beast - June 3 ‘ Your transaction has completed successfully.
Fri, Jun 3, 2016 8:00 PM EDT
2 seats at Theatre V Totals PATRON
Section: ORCHCTR; Row: C; Seats: 101-102 2 ADULT @ $100.00  ($200.00)
Account # 2662
Account Name Smith, Tom
New Statement
TOTAL DUE Add Offer
Ticket Total: ($200.00)
Per Ticket Fee: ($4.00)
Service Charge Subtotal: (54.00)
($204.00) CART BALANCE: $0.00

or ACCOUNT screen in Ticket Services, click on the corresponding hyperlink.

CONFIRM k |

Grand Total:

CANCEL

Note: If the System Setup > Application Feature Permission > Sales Permissions > ‘Change
Transaction Checkout Behavior’ is enabled for a user, the user will be returned ticket sales upon

checkout: the user is not required to click DONE.

©2015 Tickets.com. All rights reserved. Tickets.com, ProVenue and ProVenueOnline are registered
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The ORDER screen will now only display the active tickets.

& Ticket Services

ORDER: 275082 2B Tronsaction  Notes  Service Charges  Deliveries  Payments  Receivables  Statements
2
Total Amount $309.50 Financial Patron Id Balance $720.00
Sales Amount £309.50 Account Name Smith, Tom Credits
Reservation Amount  50.00 Contact Name Tom Smith Non-Available Credits
Sales Balance $0.00 Contact Phone (714) 327-5400
Sales Rep i<} Contact Email tsmith@ticksts.com
Service Rep i<
Marketing Source i<
TICKETS - PRIMARY
Select Action: | Select Action A Select All | Clear All Selected Ticket Count: 0
= Kl 16BB0603 - Beauty and the Beast - June 3 Theatre V Fri, Jun 3, 2016 8:00 PM EDT # Tix: 3 Tix Value: $300.00 Printed: 0 Scanned: 0
Buyer Sec Row  Seat Scale TransId Price Status Delivery = fu] Offer Type Seat Info
ADULT c 5 $100.00 w Nene defined
ADULT c 4 swo000 w Nene defined
ADULT c 105 5 sw00.00 w WA None defined

APPLY ACTION

The “Transaction” tab will display the sale and return transactions associated with the order.

Patron Notes Service Charges Deliveries Payments Receivables Statements
Trans Id Trans Patron Info Channel Agency User Date
407343 QI 2662 : Smith, Tom Box Office Box Office Manager John Smith 4/8/2015 7:08 AM PDT
407342 QI 2662 : Smith, Tom Box Office Box Office Manager John Smith 4/8/2015 6:56 AM PDT

The Sale transaction will display the status for the sold and returned tickets.

TICKETS

ORDER: 275082 - Primary

=) S SA oOffer# 12288003 16BB0603 - Beauty ... Theatre V Fri, Jun 3, 2016 8:00 PM EDT #Tix: 5 Tix Value: $500.00
Buyer Sec Row  Seat  Scale Price Status. Delivery = d Offer Type
ADULT 2 101 45 $100.00 Return
ADULT 102 5 $100.00
ADULT 102 45 $100.00
ADULT i0e 5 s100.00 m
ADULT 105 45 $100.00 ) /A

The Return transaction will display details on the returned tickets.

TICKETS

Printed: 0 Scanned: 0
Seat Info

None defined

None defined

None defined

ORDER: 275082 - Primary

=l S RT oOffer# 12288004 16BB0603 - Beauty ... Theatre v Fri, Jun 3, 2016 8:00 PM EDT # Tix: 2 Tix Value: $200.00
Buyer Sec Row  Seat  Scale Price Status Delivery = ] Offer Type
ADULT 101 45 $100.00 A
ADULT 102 45 $100.00 A

Printed: 0 Scanned: 0

Seat Info

©2015 Tickets.com. All rights reserved. Tickets.com, ProVenue and ProVenueOnline are registered
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Exchange a Ticket
An exchange represents the return of seats and the sale of replacement seats in the same transaction.
To process an exchange, a user must have the appropriate access for Exchange Return/Release and

Exchange Sale in Package Access (Full and Partial Package Exchange) and Event Access (Single
Tickets and Group Tickets). In the example below, we will exchange Single Tickets.

e From the ORDER screen, select “Exchange” from the ‘Select Action’ dropdown menu.

TICKETS - PRIMARY

Select Action: | Select Action v Select All | Clear All
Select Action

ERRNS| 15WKII%JL_H1her 17 Wicked T
—

Reoffer

Seat Upgrade
Reprint Tickets
Reissue Tickets
Reset Print Headers

e Click the 2 icon to expand the event information line to display the seat level details if necessary.
Select the seats to be exchanged by checking the box corresponding to the seats. Click APPLY
ACTION.

TICKETS - PRIMARY

Select Action: Select All | Clear All Selected Ticket Count: 4

=l |S 15WKk0917R - Wicked - September 17 Wicked Theatre v Thu, Sep 17, 2015 8:00 PM EDT #Tix: 4 Tix Value: $440.00 Printed: 0 Scanned: 0

Buyer Row  Sest  Scale  Transid price status Dalivery = d Offer Type Seat Info

ADULT pRICEA 237350 11000 Active 247701 NOPRNT

287

ADULT NOPRNT

ADULT

pRICEA 237350
PRICEA 257350
20 PRICEA 257350

$110.00
$110.00
$110.00 Active 247701 NOPRNT

EEE

NOPRNT

“H
Y
EEEE
B

E

ApuLt oRCHCTR

APPLY ACTION

©2015 Tickets.com. All rights reserved. Tickets.com, ProVenue and ProVenueOnline are registered
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o Enter search criteria for the new event into which the tickets are being exchanged. Click FIND.

P

SINGLE EVENT EXCHANGE SEARCH

Hide

Code ] Venue ) [g3] THEATREV - Theatre V'
Description [ ] Region [ =]
Secondary Title [ ] Season (D] [ 15BDWY - 2015 Broadway Season
Keywerds [ ] = 5] @] 15WK - 2015 Wicked
Date [ Jme = Event Group I
Day of Week A0 o o m @ w5 o T O T

0 0|00 |@ oo

Promotion Description [ ]

CLEAR

Note: The eligibility of Events for which you can exchange into may be restricted by Package Event List
Equivalences (for Partial Package Exchanges), Exchange Groups, and/or Exchange Context Settings in
Package or Event Administration.

e Select the event by clicking on the L icon.

é Exchange Sales

SINGLE EVENT EXCHANGE SEARCH

Code ] venue (01 (@l THEATREV - Theatre V/

Hide

e I T I

Secondary Title [ ] Season (5] [E3] 15BDWY - 2015 Broadway Season
Keywords [ | Event Run (D] 3] 15WK - 2015 Wicked

oate L Ime[  |m Event Group B

Day of Week Al Su M Tu W Th F Sa Primary Org Affiliate [TKTPRM - Ticketing Company Primary ¥ |

O o|o|jo|@|o|o|o

Promation Description \ ]

CLEAR

RESULTS: 2 FOUND

[Filter By | | [ crear Fitter

@ Ha 15wkosiew Wicked - September 16 Wicked Theatre v 9/16/2015 8:00 PM EDT wed on Sale L122
ﬂ A 15WK0923W Wicked - September 23 Wicked Theatre V 9/23/2015 8:00 PM EDT Wed ©n Sale 1,164

e Select seats using Best Available or Map method.

EVENT EXCHANGE FINANCIAL PATRON
From: Bl 15WK0917R - Wicked - September 17 Wicked on Thu, Sep 17, 2015 8:00 PM EDT Smith, Tom |
7o: Bl 15WK0923W - Wicked - September 23 Wicked on Wed, Sep 23, 2015 8:00 PM EDT Primary Contact Tom Smith

Returning 4 seat(s).
oot | e | e et ]| vew con || conee | [ oo [ ven || revmncca somer |

4 Exchange Sales

15WK0923W - WICKED - SEPTEMBER 23 WICKED - WED, SEP 23, 2015 8:00 PM EDT

FRIRDD =

Sale Type Single — Options
_ % Seats () Skip Alternate Offers
Selection Guide. — Avail
T— Hold Code | OPEN - OPEN v Promotion
Seat Request E a

— Extended Seat Definitions

(] |PRICEA PRICE A $110.00 160 20
(| PRICEB PRICEB $90.00 444 30
() |PRICEC PRICEC $70.00 440 20
[/ PRICED PRICED $60.00 120 30

CLEAR LOCK SEATS

©2015 Tickets.com. All rights reserved. Tickets.com, ProVenue and ProVenueOnline are registered
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e From the “DELIVERY” tab, select the delivery method for the new tickets and click Apply.

NOTES

IDEL'[\'ERY E RECEIVABLES

PAYMENT CONFIRM ‘

Method

Will Call -§0.00 v

Contact
ID Type

Card Name

Deliveries

Tom Smith

v

First Name
Last Name

Ticket Text

|T0m |
[smith |

Offer

Select All | Clear All

|#| Offerz 11968009 - 1SWK0923W

Date/ Time
9/23/2015 8:00 PM EDT

# Seats #wW/0  split -

-

I Apply I

¢ If a note is desired/required, click on the “NOTES” tab. Select the ‘Note Type,” enter text in the ‘Note’

box as needed, and then click Apply.

‘ I NOTES E DELIVERY (1) RECEIVABLES

PAYMENT CONFIRM ‘

Note Type RETREL - Return Release Reason v ‘
Offer (11968008 v |
Note Exchanged for Wednesday performance
P
I Apply I
Edit Type Reference Follow-Up Note Remove =

©2015 Tickets.com. All rights reserved. Tickets.com, ProVenue and ProVenueOnline are registered
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e Enter payment if required. When the Cart Balance is $0.00, click CHECKOUT.

Ticket Sales
Patron Cart | Coupons ‘ NOTES (1) DELIVERY (1) RECEIVABLES PAYMENT ¥ conemm ‘
Order# 185080 - Offer# 11968009 single Exchange Sale | | | method & Cash v J— 000 ‘
& veaity 15WK0923W - Wicked - September 23 Wicked
B roiécod Wed, Sep 23, 2015 8:00 PM EDT Gash Tendered
4 seats at Theatre v Totals
Section: ORCHCTR; Row: A; Seats: 101-104 4 ADULT @ $110.00 $440.00

Exchange From: 1SWK0917R ($440.00) &

Accept Payment

| Create Credit |
| Payments [T
—
Payment Req. Amt. Card Bal. Auth. Amt. Remove -
TOTAL DUE —
Ticket Total: $0.00
Per Ticket Fee $0.00
Service Charge Subtotal: 5 $0.00 B
crand Totat $0-00 CART BALANCE: $0.00 | Creqit Totals: $0.00 Payment Totals: $0.00

CANCEL CHECKOUT

e Once the exchange is confirmed, click DONE to return to Ticket Sales. To go to the ORDER,
TRANSACTION, Oor ACCOUNT screen in Ticket Services, click on the corresponding hyperlink.

| NOTES (1) | DELIVERY (1) RECEIVABLES PAYMENT IOCINFIRH E ‘

TRANSACTION #: 457346 | ORDER(S): 185080

| Your transaction has completed successfully. ‘

PATRON
Account # 2662
Account Name Smith, Tom

New Statement

CANCEL

In the ORDER screen, both the exchanged from and exchanged into events will be displayed.

TICKETS - PRIMARY

Select Action: | Select Action v |  Select All | Clear All Selected Ticket Count: 0
S 15WK0917R - Wicked - September 17 Wicked Theatre V Thu, Sep 17, 2015 8:00 PM EDT # Tix: 0 Tix Value: $0.00 Printed: 0 Scanned: 0
Theatre V Wed, Sep 23, 2015 8:00 PM EDT #Tixz 4 Tix Value: $440.00 Printed: 0 Scanned: 0

=) S 15WK0923W - Wicked - September 23 Wicked

©2015 Tickets.com. All rights reserved. Tickets.com, ProVenue and ProVenueOnline are registered
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Reoffer

Reoffering tickets is the sale and return of the same seats. This process allows the user to change the
Buyer Type, or edit the price of the existing Buyer Type, if so configured. The process also allows the
user to retain the barcodes when reoffering tickets.

To reoffer tickets, the user must have the appropriate Sale/Reservation and Return/Release access in
Package Access and Event Access.

e From the ORDER screen, select “Reoffer” from the ‘Select Action’ dropdown menu.

TICKETS - PRIMARY

Select Action: | Select Action v Select All | Clear All
Select Action

= || 15BM1 Retum ) - November 15 ]
Exchange
Reoffer

Seat Upgrade
Reprint Tickets
Reissue Tickets
| Reset Print Headers

e Click the ! icon to expand the event information line to display the seat level details if necessary.
Select the seats to be reoffered by checking the box corresponding to the seats. Click APPLY
ACTION.

TICKETS - PRIMARY

Select Action: Select All | Clear All Selected Ticket Count: 2
=l 7/ [&] 15BM1115U - Blue Man Group - November 15 Theatre V Sun, Nov 15, 2015 7:30 PM EST # Tix: 4 Tix Value: $360.00 Printed: 0 Scanned: 0
Buyer Sec Row Seat Scale  TransId Price Status Delivery = ] Offer Type Seat Info

ADULT 267355 45 $90.00

ADULT

@ [souLT
¥ [souLT

267355 45 $90.00

267355 45 se0.00

267353 45 s90.00

APPLY ACTION

©2015 Tickets.com. All rights reserved. Tickets.com, ProVenue and ProVenueOnline are registered
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This will advance you to the Patron Cart.

Q Ticket Sales

Patron Cart | Coupons

‘ NOTES DELIVERY (1) RECEIVABLES PAYMENT E CONFIRM

Order# 195085 - Offer# 12288005 Single Reoffer Method @ Cash v AT 750 |
1A vodisy 15BM1115U - Blue Man Group - November 15
sun, Nov 15, 2015 7:30 PM EST Cash Tendered
2 seats at Theatre V' Totals
Section: DRCHCTR; Row: A; Seats: 103-104 2 ADULT @ $90.00 $180.00
Original Value ($180.00) [
\ Create Credit | | Accept Payment
—
Payment Req. Amt. Card Bal.  Auth. Amt. Remove
TOTAL DUE Add Offer
Ticket Total: $0.00
Per Order Charge: $3.50
Per Ticket Fee: $4.00
i =Y 7.50
Service Charge f’umﬂtﬂ"il $ Credit Totals: $0.00 Payment Totals: $0.00
Grand Total: $7.50 CART BALANCE: $7.50
CANCEL CHECKOUT

Note: If Service Charges need to be edited (removed or reduced), and the user has access to edit service

charges via the Application Feature Permission, and are configured to be editable, then click on the =
icon to the right of the Service Charge Subtotal to bring up the Service Charge box.

To reoffer the tickets, click the & M°dif¢ icon in the Order — Offer summary frame.

Q Ticket Sales

Patron Cart | Coupons

‘ NOTES DELIVERY (1) RECEIVABLES PAYMENT ¥ conrirm

Method Cash v Amount 0.00] ‘

Order# 195085 - Offer# 12288005 Single Reoffer
15BM1115U - Blue Man Group - November 15
Sun, Nov 15, 2015 7:30 PM EST Cash Tendered
2 seats at Theatre V Totals
Section: ORCHCTR; Row: A; Seats: 103-104 2 ADULT @ $90.00 $180.00
Original Value ($180.00) (2
| Create Credit | | Accept Payment
—
Payment Req. Amt. Card Bal.  Auth. Amt. Remove
TOTAL DUE Add Offer
Ticket Total: $0.00
Per Order Charge: $0.00
Per Ticket Fee: $0.00
i ;I 0.00
Service Charge Subtotal: (4 i Credit Totals: $0.00 Payment Totals: $0.00
Grand Total: $0.00 CART BALANCE: $0.00

CANCEL CHECKOUT

Note: The reprice of seats may take place automatically if the access to the Buyer Type of the tickets to
be repriced has changed.
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The “moDIFY” tab displays, and the right side of the screen displays the transaction's current Buyer Type
and seat quantity information.

e To reprice a seat or seats, use the dropdown to set the new Buyer Type, enter the seat quantity in the
Tickets column, and then click Reprice

| MODIFY | | NOTES DELIVERY (1) RECEIVABLES PAYMENT CONFIRM |
MODIFY: 15BM1115U View Seats &%
CHILD - Child v
Price Scale Buyer Type Qty Tickets
PRICEA - PRICE A ADULT - Adult 2

I Reprice ||
Note: You can also reprice seats individually by clicking ¥iew Seats
MODIFY ‘ | NOTES (2) DELIVERY (1) RECEIVABLES PAYMENT CONFIRM

MODIFY: 15BM1115U | Seats f’

CHILD - Child v

Select | Price Scale Section Row Seat Buyer Type Price
PRICEA ORCHCTR A 103 ADULT £90.00
PRICEA ORCHCTR A 104 ADULT $90.00

©2015 Tickets.com. All rights reserved. Tickets.com, ProVenue and ProVenueOnline are registered
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o If authorized, and a Buyer Type is set to be editable, you can edit the price of the tickets without

changing the Buyer Type by clicking on the & icon.

‘ MODIFY ‘ ‘ NOTES DELIVERY (1) RECEIVABLES PAYMENT CONFIRM |
MODIFY: 15BM1115U View Seatd ¥
— Select to Reprice - v
Price Scale Buyer Type Qty Tickets
PRICEA - PRICE A ADULT - Adult 2

| Reprice |

o Select the seats for which you want to edit the price. Enter the updated price in the ‘New Amount’ box,
select a ‘Reason Code’, and type text in the ‘Reason Text’ box as needed.. Once complete, click OK.
To close the pop-up, click Cancel or ‘Esc.’

TICKET PRICE

15BM1115U - BLUE MAN GROUP - NOVEMBER 15
Section Row Seat Buyer Type Original Current Reason
¥ ORCHCTR A 101 ADULT $90.00 $90.00
#| ORCHCTR A 102 ADULT $90.00 $90.00
New Amount 50.00
Reason Code PER - Price Edited Reason v
Reason Text Obstructed view
4
oK Cancel

o If the tickets that are being reoffered have a valid barcode, then you will have the option to retain the
barcode during the reoffer process. To retain the barcodes, select ‘Keep Barcodes.’

I +| Keep Ban:mles|| Reprice ||
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e From the “DELIVERY” tab, select the delivery method, and then click Apply.

‘ NOTES IDELI\.'ERY E RECEIVABLES PAYMENT CONFIRM |
‘ Method [ Will Call - $0.00 v ‘

Contact Denise Miller

First Name Denise

ID Type .
Last Name Miller

Card Name v
Ticket Text

D #

Deliveries

|
Offer Date/Time # Seats #W/0 sSplit -

|# Offerz 12288006 - 15SBM1115U 11/15/2015 7:30 PM EST 2 2 I:H

-

Select All | Clear All Apply

Seats W/ O Delivery: 2 Delivery Totals: $0.00 ‘

Note: You will not need to select a delivery method if you chose to retain the barcodes since the original
tickets can be used.

o Ifthere is a balance owed or due, select the payment method and click Accept Payment.

‘ NOTES DELIVERY (1) RECEIVABLES IPAYHENT E CONFIRM ‘

‘ Method Cash v Amount -20.00 ‘

Cash Tendered

Create Credit Accept Payment
roments T

—
Payment Req. Amt. Card Bal. Auth. Amt. Remove =
-

Credit Totals: $0.00 Payment Totals: $0.00
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o If a note is desired/required, click on the “NOTES” tab. Select the ‘Note Type,’ enter text in the ‘Note’

box as needed, and then click Apply.

“NCITES L- DELIVERY (1) RECEIVABLES PAYMENT (1) CONFIRM ‘
‘ Note Type RETREL - Return Release Reason v ‘
Offer 12288006 v
Note Re-offering tickets|
4
Apply
Edit Type Reference Follow-Up Note Remove -~
e To complete the reoffer, click CHECKOUT.
Q Ticket Sales
Patron Cart NOTES (1) DELIVERY (1) RECEIVABLES PAYMENT (1) CONFIRM y.: ‘

CONFIRM CHECKOUT

Order# 195085 - Offer# 12288006 single Reoffer

B vodiry

15BM1115U - Blue Man Group - November 15
Sun, Nov 15, 2015 7:30 PM EST

2 seats at Theatre V
Section: ORCHCTR; Row: A; Seats: 103-104

VALIDATIONS

Totals The cart is ready for checkout.

$160.00

2 CHILD @ $80.00

Original Value ($180.00) 1)

TOTAL DUE
Ticket Total: ($20.00)
Per Order Charge: $0.00
Per Ticket Fee: $0.00
Service Charge Subtotal: 4/ $0.00
Grand Total: ($20.00) CART BALANCE: $0.00

CANCEL

CHECKOUT
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e Once the reoffer is confirmed, click DONE to return to Ticket Sales. To go to the ORDER, TRANSACTION,
or ACCOUNT screen in Ticket Services, click on the corresponding hyperlink.

‘ NOTES (1) DELIVERY (1) RECEIVABLES PAYMENT (1) ICCINFIRM I ‘

ITRANSACTION #: 407345 | ORDER(S): 195085

Your transaction has completed successfully.

PATRON
Account # 2683
Account Name Miller, Denise

New Statement

CANCEL DONE
F——

In the ORDER screen, the tickets will display with the new Buyer Type.

TICKETS - PRIMARY

Select Action: | Select Action v Select All | Clear All Selected Ticket Count: 0
=) |z 15BM1115U - Blue Man Group - November 15  Theatre V. Sun, Nov 15, 2015 7:30 PM EST # Tix: 4 Tix Value: $340.00 Printed: 0 Scanned: 0
Buyer Sec Row  Seat Scale TransId Price Status Delivery = u} Offer Type Seat Info
ADULT 101 267353 5 $00.00 Active 257712 NOPRNT m N2 None defined
ADULT 102 267353 5 $00.00 257 PRNT m None
CHILD 103 45 $80.00 367 m None
CHILD 104 $80.00 7 m NA None

In the TRANSACTION screen, you will see a return transaction of the old Buyer Type and a sale transaction
with the new Buyer Type.

TICKETS

ORDER: 195085 - Primary

=l § RT oOffer# 12288006 15BM1115U - Blue M... Theatre V Sun, Nov 15, 2015 7:30 PM EST # Tixz 2 Tix Value: $180.00 Printed: 0 Scanned: 0
Buyer Sec Row  Seat  Scale Price Status Delivery = [u] Offer Type Seat Info
ADULT 03 PRICEA 55 $90.00 ) A Nane defined
ADULT 04 PRICEA 55 $90.00 Inzctive ) A Nane defined

= § SA offer# 12288006 15BM1115U - Blue M... Theatre V Sun, Nov 15, 2015 7:30 PM EST #Toc2 Tix Value: $160.00 Printed: 0 Scanned: 0
Buyer Sec Row  Seat  Scale Price Status Delivery = [u] Offer Type Seat Info
CHILD 103 PRICEA %5 $80.00 Current 3677 (1) na None defined
CHILD 104 PRICEA %5 $80.00 Current 3677 (1) na None defined
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Seat Upgrade

A "seat upgrade" is a form of an exchange in which the system ensures that the targeted (exchanged
into) event is the same as the original (exchanged from) event, eliminating the need to search for and
select a target event in the exchange flow. The new seats do not need to be priced higher than the

original seats for an upgrade.

A seat upgrade can be used in place of single, group, or partial package exchanges. Seat upgrade is also
available for certain bundles. Bundle secondary tickets are only eligible for Seat Upgrade activity if there
is a 1:1 relationship between the primary and non-primary events. All seats related to the purchase of
bundle value tickets must be selected for the upgrade process.

To process a seat upgrade, a user must have the appropriate access for Seat Upgrade in Package
Access (Partial Package) and Event Access (Single Tickets and Group Tickets).

e From the ORDER screen, select “Seat Upgrade” from the ‘Select Action’ dropdown menu.

TICKETS - PRIMARY

Select Action:

3]

|5 16BBO Return

Select Action v Select All | Clear All
[Select Action |

east - June 3 Theatre V
Exchange

Reoffer

pgrade
Reprint Tickets
Reissue Tickets
| Reset Print Headers

e Click the #l icon to expand the event information line to display the seat level details if necessary.
Select the seats to be upgraded by checking the box corresponding to the seats. Click APPLY

ACTION.

TICKETS - PRIMARY

Select Action: | Seat Upgrade Ad

= v |5 16BB0603 - Beauty and the Beast - June 3

Buyer

ADULT
ADULT
ADULT
ADULT

SINL YR VLYY

ADULT

Select All |Clear All

Seat

Scale

Theatre V

Trans Id

207341

Selected Ticket Count: 5

Fri, Jun 3, 2016 8:00 PM EDT #Tix: 5 Tix Value: $500.00 Printed: 0 Scanned: 0

Price

$100.00
$100.00
$100.00
$100.00

#5 $100.00

Status Delivery [ u Offer Type Seat Info

367702 WC

ds
ds
e d.
ds
ds

APPLY ACTION
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e Select seats using Best Available or the Seat Map.

SEAT UPGRADE

FINANCIAL PATRON
El s- 16BB0603 - Beauty and the Beast - June 3 5 Seats @ Theatre V 5 ADULT @ $100.00| [Jones, Michelle
on Fri, Jun 3, 2016 8:00 PM EDT PRICE A| |Primary Contact Michelle Jones
Order 275081 %
Best Map | Cancel | Clear New | Advanced Search i ‘Search |
Q Seat Upgrade

16BB0603 - BEAUTY AND THE BEAST - JUNE 3 - FRI, JUN 3, 2016 8:00 PM EDT

sale Type Single

Options
& Seate skip Alternate Offers
Selection Guide Availability
P
Hold Code OPEN - OPEN hd Promotion None v
Extended Seat Definitions —
Select Code  Description Price Available  Contiguous Offer Min Offer Max
PRICEA  PRICE A $100.00 135 20
PRICEB  PRICE B $90.00 424 30
PRICEC  PRICE C $75.00 421 20
PRICED  PRICE D $50.00 116 30
CLEAR

LOCK SEATS VIEW MAP

Note: Event navigation in Best Available and map sales is disabled for seat upgrades.

e Once you have selected seats, advance to the Patron Cart. If required, enter a Note, select Delivery,

and select and accept Payment for any balance due or owed. To complete the upgrade, click
CHECKOUT.

Q Ticket Sales

Patron Cart | Coupons

NOTES (1) DELIVERY (1) RECEIVABLES PAYMENT CONFIRM [ |

Order# 275081 - Offer# 12298003 Single Seat Upgrade Sale CONFIRM CHECKOUT
& voar, 16BB0603 - Beauty and the Beast - June 3 VALIDATIONS
A voldcode  FTi; Jun 3, 2016 8:00 PM EDT

5 seats at Theatre V Totals The cart is ready for checkout.
Section: DRCHCTR; Row: A; Seats: 113-117 5 ADULT @ $100.00 $500.00
Original Value: 16BB0603

($500.00) [z

TOTAL DUE

Add Offer
Ticket Total: $0.00
Service Charge Subtotal: $0.00
Grand Total: $0.00 CART BALANCE: $0.00

CANCEL CHECKOUT

Note: During a seat upgrade, the existing delivery is retained if the delivery is available for new tickets.
Otherwise, a new delivery will need to be selected.
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Reprint a Ticket

Reprinting a ticket will generate a new barcode and invalidate the previous barcode.

To reprint a ticket, the user must have permission via System Setup > Application Feature Permissions >
Ticket Permissions > ‘Reprint Tickets From History.’

o A ticket may be reprinted from the ORDER screen or from the DELIVERY screen. In either case, the

steps are the same. From the ORDER screen, select “Reprint Tickets” from the ‘Select Action’
dropdown menu.

TICKETS - PRIMARY

select Action: |Reprint Tickets v Select All | Clear All s
Select Action
= (| |5 15nKg Retum slock
= Exchange
Reoffer

Seat Upgrade

Reissue Tickets
| Reset Print Headers

e Click the ! icon to expand the event information line to display the seat level details if necessary.
Select the seats to be reprinted by checking the box corresponding to the seats. Click APPLY
ACTION.

TICKETS - PRIMARY

Select Action: |Reprint Tickets hd Select All | Clear All Selected Ticket Count: 3

=) v EJ 1SNKOTB - New Kids On The Block Concert Venue Thu, Jul 2, 2015 7:00 PM EDT # Tix: 3 Tix Value: $148.50 Printed: 3 Scanned: 0
Buyer Sec Row Seat Scale TransId Price Status Delivery = u} Offer Type Seat Info
) Jvenue 208 1 5] 6482318 45 $40.50 Active 8787450 LIVE e nA CLUBS RAISLE
) Jvenue 208 2 5] 6482318 45 $40.50 8787450 LIVE e nA cLues
) Jvenue 208 3 ] 6462316 % $49.50 Active 9787490 LIVE e A cLuBs

APPLY ACTION

Note: If you are unable to select seats, and you have permission to reprint tickets, then the tickets may
not yet be printed.
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e Confirm the print settings, if required, and click Print.

PRINT TICKETS

Primary TIXX - Craig Thurmer Secondary

Stock TDC Brand / Watermark Standard

Primary TIXX - Craig Thurmer Secondary

stock TDC Brand / Watermark Standard

| cnange prnters |

PRINT OPTIONS

Payment taus -

Receipt Options /| Print Credit Card Receipt Address Cards

| Print Other Receipt
Print Cards To () Ticket Printer

Print Receipts (@ after Tickets (O Receipt Printer

() Before Tickets
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Reissue a Ticket

Re-issuing a ticket generates a new ticket with the same barcode as the original ticket.

To reissue a ticket, the user must have permission via System Setup > Application Feature Permissions >
Ticket Permissions > ‘Reissue Tickets From History.’

o A ticket may be reissued from the ORDER screen or from the DELIVERY screen. In either case, the steps
are the same. From the ORDER screen, select “Reissue Tickets” from the ‘Select Action’ dropdown

menu.

TICKETS - PRIMARY

Select Action:

Buyer

VENUE

VENUE

VENUE

Select Action

[ Select Action
-l o 15Nk Retumn
= Exchange
Reoffer
Seat Upgrade

Reprint Tickets i
Reissue Tickets

| Reset Print Headers
208 h !

v

dlock

Seat

o

Scale

Select All | Clear All

Concert Venu

Trans Id
6462316
5462316

5462316

e Click the ! icon to expand the event information line to display the seat level details if necessary.
Select the seats to be reprinted by checking the box corresponding to the seats. Click APPLY

ACTION.

TICKETS - PRIMARY

Select Action: | Reissue Tickets v

= & 15nkoTs -

Buyer

W) [vENUE
W) [vENUE
W) [vENUE

New Kids On The Block

Sec

I

I

I

Row

Seat

Select All | Clear All

Selected Ticket Count:

Concert Venue

Trans Id
6462316
6462316
6462316

3

Thu, Jul 2, 2015 7:00 PM EDT

Price

45 $49.50

$49.50

45 $49.50

=
]
=

Status

Delivery

5787430 LIVE

5787430 LIVE

# Tix: 3

=]

Tix Value: $148.50

=)

Offer Type

Printed: 3

Seat Info

CLUBS RAISLE

CLUBS
CLUBS

Scanned: 0

APPLY ACTION

Note: If you are unable to select seats, and you have permission to reprint tickets, then the tickets may

not yet be printed.
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e Confirm the print settings, if required, and click Print.

PRINT TICKETS

Primary TIXX - Craig Thurmer Secondary

Stock TDC Brand / Watermark Standard

Primary TIXX - Craig Thurmer Secondary

stock TDC Brand / Watermark Standard

| cnange prnters |

PRINT OPTIONS

Payment taus -

Receipt Options /| Print Credit Card Receipt Address Cards

| Print Other Receipt
Print Cards To () Ticket Printer

Print Receipts (@ after Tickets (O Receipt Printer

() Before Tickets
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Reset a Print Header

Resetting a Print Header will change the print status of a ticket with a non-digital delivery to unprinted and
invalidate the previous barcode. This is not available for tickets with a digital delivery.

To reset a print header, the user must have permission via System Setup > Application Feature
Permissions > Ticket Permissions > ‘Reset Tickets From History.’

e The print headers may be reset for a ticket from the ORDER screen or from the DELIVERY screen. In
either case, the steps are the same. From the ORDER screen, select “Reset Print Headers” from the
‘Select Action’ dropdown menu.

TICKETS - PRIMARY

Select Action: | Select Action A Select All | Clear All
Select Action

4 & 1snkg Retumn slock
Exchange
Reoffer

Seat Upgrade
Reprint Tickets
Reissue Tickets

Reset Pnnt Headers

e Click the ' icon to expand the event information line to display the seat level details if necessary.
Select the seats to be reset by checking the box corresponding to the seats. Click APPLY ACTION.

TICKETS - PRIMARY

Select Action: |Reset Print Headers v|  Select All | Clear All Selected Ticket Count: 3

2|4 |EJl 15NKOTB - New Kids On The Block Concert Venue Thu, Jul 2, 2015 7:00 PM EDT #Te 3 Tix Value: $148.50 Printed: 3 Scanned: 0

Buyer Row  seat  Scale  Transid price status Delivery - d Offer Type Seat Info

Bow

@ |venue

5e52315 #3450 9767450 LIvE CLues Rassie

@ |venue
@ |venue

" 5e52315 #3450 9767450 LIvE

e’ 5262315 4 34950 Active 5767450 LIVE

s
s cLuss
A cLues

APPLY ACTION

The number of times printed will now display as zero.

3

by
EHENE
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Reprint/Resend a Tickets@Home® Ticket

If a patron has been emailed Tickets@Home® tickets and the email was not received, the email was
deleted, or the tickets otherwise need to be reprinted, then the following options may be available.

Print/Reprint the ticket on ticket stock

Tickets that have the Tickets@Home® delivery can be printed or reprinted on ticket stock from
ProVenue®.

If the tickets show as not printed in ProVenue® (no barcode issued), then from the DELIVERY screen, select

“Print Selected Tickets” from the ‘Select Action’ dropdown menu, select the tickets to be printed, and then
click APPLY ACTION.

If the tickets show as printed in ProVenue (barcode issued), then from the ORDER screen, select “Reprint
Tickets” from the ‘Select Action’ dropdown menu, select the tickets to be reprinted, and then click APPLY
ACTION.

Reoffer the Ticket with BO Tickets@Home® delivery method

To send the patron new Tickets@Home® tickets (a new email with new barcodes), the tickets can be
reoffered if BO Tickets@Home® is an available delivery method.

From the ORDER screen, select “Reoffer” from the ‘Select Action’ dropdown menu, select the tickets to be
reoffered, and then click APPLY ACTION.

In the Patron Cart, go to the “DELIVERY” tab, remove the delivery, select BO Tickets@Home®, and click
Apply. Once complete, click CHECKOUT.

Resend the original email

Outside of ProVenue®, you may also search for the original confirmation email and send to the patron.

For users with access to ProvVenueOnline® maintenance, the confirmation email can be resent from
ProVenueOnline®.
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Refund a Service Charge without Refunding Tickets

To refund a service charge, the user must have permission via System Setup > Application Feature

Permissions > Sales Permissions > ‘Edit Service Charge.” The service charge must also be configured as
editable.

o To refund a service charge after a transaction is complete, click the “Service Charges” tab in the
ORDER screen.

& Ticket Services

ORDER: 195086 Actions v |

s Payments Receivables  Statements

Financial Patron Id Balance 50,00

Account Name Credits

Contact Name Non-Available Credits

Contact Phone (710) 555
Contact Email amilerggmail.com
TICKETS - PRIMARY
Select Action: | Select Action v Select All | Clear All Selected Ticket Count:
] S$ 15BM1115U - Blue Man Group - November 15 Theatre V Sun, Nov 15, 2015 7:30 PM EST # Tix: 4 Tix Value: $360.00 Printed: 0 Scanned: 0
e Click Details.
& Ticket Services
ORDER: 195086 T Ts]| e Tramacion Woies Deiveries e ——
= Description “Amount Due Rescrvations  Market Type
Per Ticket Fee Primary
TICKETS - PRIMARY
Select Action: | Select Action v|  Select All | Clear Al Selected Ticket Count:
] S 15BM1115U - Blue Man Group - November 15 Theatre V. Sun, Nov 15, 2015 7:30 PM EST #Tix: 4 Tix Value: $360.00 Printed: 0 Scanned: 0

e Click the ' icon to expand the Service Charge Group to display the individual service charges.

SERVICE CHARGES

Service Charge Group Amount Reserved Amount Due
[ElPer Ticket Fee N/A $8.00
Edit Close
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¢ Select the service charges to be refunded by checking the box corresponding to the service charge,

and then click Edit.

SERVICE CHARGES

Service Charge Group
[=IPer Ticket Fee
Charge

Per Ticket Fee

Amount Reserved

N/A

Type
Ticket

Orig Due

$8.00 £8.00

Curr Due Orig Resv Curr Resv Reason

Amount Due
$8.00

L]

Close

e Click the #l icon to expand the Service Charge Group to display the individual service charges.

Patron Account: Miller, Denise

ADJUST SERVICE CHARGES

Service Charge Group
Per Ticket Fee

Amount Reserved
N/A

e Click the a icon to edit the service charge.

Patron Account: Miller, Denise

Amount Due
$0.00

ADJUST SERVICE CHARGES
Service Charge Group
|z Per Ticket Fee
Charge
Per Ticket Fee
Per Tickst Fae

Amount Reserved

N/A

Curr Due Orig Resv
($8.00)

$8.00

Orig Due
($8.00)
58.00

Type
Ticket [R]
Ticksat

Curr Resv Adj.

Amount Due
$0.00

Reason

Selected Charge to Edit:
New Amount

Reason Text

I — Select Reason Code — v

4

Update

CART BALANCE: $0.00
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Enter the updated amount of the service charge, e.g., $0.00, in the ‘New Amount’ field. Select a
‘Reason Code,’ enter text as needed in the ‘Reason Text’ box, and then click Update.

[ ]
ADJUST SERVICE CHARGES
Service Charge Group Amount Reserved Amount Due
[=|Per Ticket Fee N/A $0.00
Charge Type Orig Due Curr Due Orig Resv Curr Resv Adj. Reason
Ticket [R] ($4.00) ($4.00)
$4.00 $4.00

Per Ticket Fee
|} PerTicket Fee

Ticket

Per Ticket Fee

Selected Charge to Edit:
0.00}fSCE - Service Charge Edited v |

New Amount
Refunding customer

Reason Text

I Update ||

Select the payment method and enter or confirm the dollar amount to be refunded. Click Accept

[ ]
Patron Account: Miller, Denise ores Recervasies PaveNT i |
ADIUST SERVICE CHARGES wathed @ p— 09
Amount Reserved Amount Due
NiA ($8.00) Cash Tendered

Service Charge Group
ZIPer Ticket Fee

Creste Credit
Card Bal. Auth. Amt. Remove

[l creaits
Req. Amt.

== v
Payment

[ [ Select Remaon o

Selected Charge to Edit

New Amount
Payment Totals: $0.00

Reason Text
upaate
Credit Totals: $0.00
‘CART BALANCE: ($8.00)
CANCEL CHECKOUT

Click CHECKOUT and then click DONE.
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Change Delivery

To change the delivery, the user must have permission via System Setup > Application Feature
Permissions > Ticket Permissions > ‘Change Delivery.’

To change a delivery method after a transaction is complete, and before tickets are printed, go to the

DELIVERY screen. From the ORDER screen, you can access the DELIVERY screen by clicking on the
delivery hyperlink in the TiIckeTs grid or by clicking the hyperlink in the “Deliveries” tab.

ORDER: 175082

Actions

Paon Transacton Notes SemiesCharges PomentsRecenables_Satements

Total Amount
Sales Amount
Reservation Amount
Sales Balance

Sales Rep

Servics Rep

Marketing Source

TICKETS - PRIMARY

Select Action: | Select Action v| Select Al |Clearall

= S 15BM1113F - Blue Man Group - November 13
Buyer Sec Row Seat Scale  TransHd
ApuLT 106 PRicEC 47,
apuLT 107 PRICEC
ApuLT 108 PRicEC
apuLT 109 FRicec
apuLT 1m0 PucEC  pa7as3

Delivery Id
237703

Selected Ticket Count:

a8 A A

Att Patron Info Delivery Info Tickets Printed Cost Order Amt Card Type
2662  Smith, Tom will Call 5 Smith, Tom 5 o $0.00 $0.00
o
Theatre v Fri, Nov 13, 2015 7:30 PM EST #Tix: 5 Tix Value: $250.00 Printed: 0 Scanned: 0
Price Stat Delivery = =] Offer Type Seat Info
$50.00 A 237703 we mo- A
$50.00 m
$50.00 m
$50.00 m
$50.00 m na

Note: When looking up an order using the Order Search feature, you can go directly to the DELIVERY
screen by choosing the “Delivery” radio button.

]
TICKETS
Select Action:
k)
L]

S 15BM11Reprint Tickets

Select “Change Delivery” from the ‘Select Action’ dropdown menu.

Select All | Clear All

Movember 13

| Select Action
Select Action

v

Print Selec—ted—Tickets

Reissue Tickets
| Reset Print Headers

Click the = icon to expand the event information line to display the seat level details if necessary.

Select the seats to for which you want to change the delivery by checking the box corresponding to the

seats. Click APPLY ACTION.

TICKETS

Select Action: Select All | Clear All

Change Delivery v

® Active Tickets Only

Inactive Tickets Only Selected Ticket Count: 5

'ORDER: 175082 - Primary

ZI}¢/|S 15BM1113F - Blue Man Group - November 13 Theatre v Fri, Nov 13, 2015 7:30 PM EST #Tix: 5 Printed: 0 Scanned: 0
Buyer Seat Scale  Transtd Prica status. Delivery = =] Offer Type Seat Info
@| sour [P i s a e .
@ | sour rE—— 5 s w e s
@| our E— o o w e .y
@ | rour rE— 5 s o s s
@| our T — o o w e e deined
PRINT DELIVERY
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o Select the delivery method for and click Apply.

| NOTES DELIVERY ¥ Recewvasies PAYMENT CONFIRM ‘
Method US Mail-$300 v New ‘

Contact Tom Smith
On Fila HOME: 555 Anton Blvd. v
First Name Tom
ity Costa Mesa
Last Name Smith
Country United States v
Address 555 Anton Blvd.
State/Province California v
Postal Code 92626
Instructions
Instr. Cont.
Ticket Text
[ oren [T
—
Offer Date/Time # Seats #W/0  Split
¥ Offer# 11968010 - 15BM1113F 11/13/2015 7:30 PM EST 5 5 5|
Select All | Clear All | Apply |

o |f payment is required, select a payment method, enter or confirm the dollar amount of the payment,
and then click Accept Payment. If no payment is required, click CHECKOUT.

Patron Cart | Coupons

‘ noTES DELIVERY (1) RECEIVABLES PAYMENT ¥ conemn
Order# 175002 - Offer# 11968010 Change Delivery Hethod = 300

15BM1113F - Blue Man Group - November 13
Fri, Nov 13, 2015 7:30 PM EST Cash Tandarad

S seats at Theatre v Totals
Section: MEZZCTR

! ; Raw: A; Seats: 106110 5 ADULT @ $50.00 $250.00
o
paymens  [TEnell
Edit Source Type Exp. Date Dist. Date Amount  Remove
TOTAL DUE Add Offer
Tieket Total: s0.00
Mai: $3.00
Service Charge Subtotal: & $3.00
R e CARTBALANCE: $3.00 | Credit Totals: $0.00 Payment Totals: $0.00

CANCEL CHECKOUT

e Once the delivery change is confirmed, click DONE to return to Ticket Sales. To go to the ORDER,
TRANSACTION, Or ACCOUNT screen in Ticket Services, click on the corresponding hyperlink.

| NOTES DELIVERY (1) RECEIVABLES PAYMENT CONFIRM [ ‘

TRANSACTION #: 267351 | ORDER(S): 175082

Your transaction has completed successfully. ‘

PATRON
Account # 2662
Account Name Smith, Tom

New Statement

CANCEL DONE
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Edit a Delivery

Editing a delivery allows you to change the fulfillment details of a delivery, e.g., address or will call name,
without changing the delivery method or creating a new delivery record.

To edit a delivery, the user must have permission via System Setup > Application Feature Permissions >
Ticket Permissions > ‘Edit Ticket Fulfillment Details.’

e To edit a delivery after a transaction is complete, and before tickets are printed, go to the DELIVERY
screen. From the ORDER screen, you can access the DELIVERY screen by clicking on the delivery
hyperlink in the TICKETS grid or by clicking on the hyperlink in the “Deliveries” tab.

& Ticket Services

e From the DELIVERY screen, click Edit.

& Ticket Services

DELIVERY: 407710
Method MAIL - US Mail
Delivery Cost $3.00
Delivery Status To be Initiated
Refund Status Refundable

Transaction 447374

Delivery Name

Address

city

State/Province & Postal

Country

ORDER: 315093 Actions |v|| _Patron  Transaction  Notes _Service Charges EREUZZRll Payments  Receivables Statements
S P Delivery Id Att Patron Info Delivery Info Tickets  Printed Cost  Order Amt Card Type
407710 2702 : Jones, Michelle US Mail : 555 Anton Blvd. 5 0 $3.00 $3.00
Sales Amount £503.00
Reservation Amount £0.00
Sales Balance 20.00
Sales Rep el
Service Rep Fe]
Marketing Source g
TICKETS - PRIMARY
Select Action: | Select Action M Select All | Clear All Selected Ticket Count: 0
=l |=J 16SE1105 - Starlight Express - Nov. 5 Theatre v Sat, Nov 5, 2016 8:00 PM EDT # T 5 Tix Value: $500.00 Printed: 0 Scanned: 0
Buyer Sec Row Seat Scale TransId Price Status Delivery = ﬂ Offer Type Seat Info
ADULT 101 45 $100.00 Active [iv} NA None defined
ADULT 102 45 $100.00 Active m NiA None defined
ADULT 103 %5 $100.00 Active w N/A None defined
ADULT 104 2 $100.00 Active m N/A None defined
ADULT 105 15 410000 Active ) NIA None defined

Jones, Michelle.

555 Anton Blvd.

Costa Mesa

Unitad States

California, 52626

Attending Patron Id

Account Name

Contact Name

Contact Phone

Instructions

2702
Jones, Michelle

Michelle Jones

o Edit the fulfillment details as needed, and click Apply.

EDIT DELIVERY DESTINATION

Contact

First Name

Last Name

Address

Instructions

Ticket Text

Michelle Jones

Michelle

Jones

On File

City

|123 Main St

| Country

State/Province
Postal Code

Instr. Cont.

Costa Mesa
United States
California

92626
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The updated details now appear on the DELIVERY screen.
& Ticket Services

DELIVERY: 407710

Method MAIL - US Mail Delivery Name Jones, Michelle Attending Patron Id 2702

Delivery Cost $3.00 Address 123 Main St. Account Name Jones, Michelle
Delivery Status To be Initiated City Costa Mesa Contact Name Michelle Jones
Refund Status Refundable State/Province & Postal California, 52626 Contact Phone

Transaction 447374 Country United States Instructions

Edit
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Forward a Ticket

Ticket Forwarding provides the ability to send tickets purchased by a patron (the "Financial Patron™) to
another patron (the "Attending Patron™).

Recipients of forwarded tickets can forward one or more of the tickets to another patron in turn, if desired.
The new recipient then becomes the Attending Patron associated with the delivery.

The Ticket Forward action...

e is a primary market transaction, resulting in the tickets being placed on a new delivery.

o immediately executes and completes a redelivery of tickets, resulting in a ProVenue®
transaction. In other words, the tickets are auto-accepted by the recipient with no need to
take action, unless the recipient does not want the tickets.

To forward a ticket from Ticket Services, the user must have the appropriate access via the Ticket
Permissions and Market Permissions Application Feature Permissions. The user must also have the
appropriate permissions in Event Access.

e To forward a ticket, go to the DELIVERY screen. From the ORDER screen, you can access the DELIVERY
screen by clicking on the delivery hyperlink in the ticket detall list or by clicking the hyperlink in the
“Deliveries” tab.

& Ticket Services

ORDER: 315090 Actions | w Patron  Transaction  Notes  Service Charges Payments  Receivables  Statements

Total Amount £700.00 Delivery Id Att Patron Info Delivery Info Tickets  Printed Cost Order Amt Card Type
407706 2702 : Jones, Michelle Will Call : Jones, Michelle 7 o $0.00 $0.00

Sales Amount 700.00

Reservation Amount $0.00

Sales Balance $0.00

Sales Rep Is]

Sarvice Rep H

Marketing Source ]

TICKETS - PRIMARY

Select Action: | Select Action M Select All | Clear All Selected Ticket Count: 0

=] J 16MM0814 - Mamma Mia - Aug 14 Theatre V Sun, Aug 14, 2016 8:00 PM EDT # Tin: 7 Tix Value: $700.00 Printed: 0 Scanned: 0

Buyer Sec Row  Seat  Scale TransTd Price Status Delivery = ] Offer Type Seat Info

ADULT 45 $100.00

ADULT 5 $100.00
ADULT 45 $100.00
ADULT 45 $100.00
ADULT 5 $100.00

ADULT 5 $100.00

B omowowmowow

ADULT 45 $100.00

o Select “Ticket Forward” from the ‘Select Action’ dropdown menu.

TICKETS

Select Action: | Select Action v Select All | Clear All
Select Action

Ticket Forward

4] S 16MMO| Print Selected Tickets 14
Reprint Tickets
Reissue Tickets
| Reset Print Headers
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e Click the ! icon to expand the event information line to display the seat level details if necessary.
Select the seats to be forwarded by checking the box corresponding to the seats. Click APPLY
ACTION.

TICKETS

Select Action: |Ticket Forward v Select All | Clear All ® Active Tickets Only Inactive Tickets Only Selected Ticket Count: 2

ORDE 090 - Primary

e 16MMO814 - Mamma Mia - Aug 14 Theatre V Sun, Aug 14, 2016 8:00 PM EDT # Tix: 7 Printed: 0 Scanned: 0
Buyer Sec Row Seat Scale TransId Price Status Delivery = [} Offer Type Seat Info
ADULT B fﬁ $100.00 m
ADULT B "‘5 $100.00 a}
ADULT B "‘5 $100.00 a}
aDuLT B 45 $100.00 None defined
aDuLT B 45 $100.00 None defined
aDuLT B 5 $100.00 None defined
aDuLT B 5 $100.00 w None defined

PRINT DELIVERY

This will advance you to the Patron Cart.

Q Ticket Sales
Patron Cart | Coupons NOTES DELIVERY ¥ recervasies PAYMENT CONFIRM
| oTRenE |

Order# 315090 - Offer# 12348029 Ticket Forward Method — SelectOne — v New
L=

16MM0814 - Mamma Mia - Aug 14
Sun, Aug 14, 2016 8:00 PM EDT

2 seats at Theatre V Totals
Section: ORCHCTR; Row: B; Seats: 114-115 2 ADULT @ $100.00 $200.00
[ orens NS
—
Offer Date/Time # Seats #W/0 Split
¥ Offer# 12348029 - 16MM0B14  8/14/2016 8:00 PM EDT 2 :
TOTAL DUE
Ticket Total: $0.00
Service Charge Subtotal: $0.00
Grand Total: $0.00 CART BALANCE: $0.00
Select All | Clear All Apply
Loeey |
Seats W/O Delivery: 2 Delivery Totals: $0.00
CANCEL CHECKOUT
Wbt Wb
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o Select the delivery method for the forwarded tickets. To change the Attending Contact, click the =Y
icon.

‘ NOTES

I DELIVERY E RECEIVABLES

PAYMENT CONFIRM ‘
Method | will Call - 50.00 | New ‘
Attending Contact Michelle Jone@ Account ID 2oz
1D Type A First Name Michelle
Card Name v Last Name Jones
ID # Ticket Text
Deliveries
Offer Date/Time # Seats #W/0 sSplit -
#| Offer# 12348029 - 16MM0O814 /14/2016 8:00 PM EDT 2 2 [ﬂ
-
Select All | Clear All | Apply |

Seats W/ 0 Delivery: 2 Delivery Totals: $0.00 ‘

e Enter Attending Patron search criteria and click FIND. If the only patron found matches the criteria,
and it is the correct patron, then click Apply Changes or the ‘Enter’ key.

PATRON

PATRON ACCOUNT PATRON PROFILE
Contact
Prefix v Contact Type Contact v
First Name
Middle Name
Last Name Smith
suffix v
Account
Address Account ID 2662
Address 1 555 Anton Blvd. Address Type Home v
Account Type ~ Individual
Address 2
City Costa Mesa Account Name  Smith, Tem
State Califomia v Access Code ALLACCESS - ALL access
Postal Cod, .
ostal tode 92626 Data Protection WA
Country United States v
Balance $1,720.00
Email/Phone
$450.00
Email tsmith@tickets.com Email Type Business Credit
Primary Phone (714) 327-5400 Phone Type Business Primary Contact
secondary Phone (714) 555-1212 Phone Type Personal Name T Sl
Email tsmith@tickets.com
Phone (714) 327-5400
AT 555 Anton Blvd., Costa Mesa, CA,
92626, USA
Reset Values Apply Changes || Cancel

©2015 Tickets.com. All rights reserved. Tickets.com, ProVenue and ProVenueOnline are registered
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¢ If more than one patron matches the criteria, select the patron by clicking the or icon.

ATTENDING PATRON SEARCH

[smith, 1 /| Fno | |
| Filter By | | clearFitter |
% 2682 GB Smith, Thomas Smith, Thomas 111 Anton Blvd. Costa Mesa CA 92626 (714) 555-1212 tsmith@gmail.com
2662 & Smith, Tom Smith, Tom 555 Anton Blvd. Costa Mesa cA 92626 (714) 327-5400 tsmith@tickets.com

e To create a new account, click New.

ATTENDING PATRON SEARCH

[i | o |
|F\Iter By v || | | Clear Filter ‘

o Enter the details for the Attending Contact, and then click Apply Changes.

PATRON ACCOUNT
— Account
Account Type Individual * Account Name I
— Contact
Contact Type prefix B
First Name Tom Middle Name |
Last Name Smith Suffix v
— Address
Address Type
Address 1 123 Calle St Address 2 | |
City Costa Mesa State California v
Postal Code 92626 Country | United States v |
— Email/Phone
Email tsmith@domain.net Email Type
Primary Phone |714-555-1212 Phone Type
Secondary Phone Type - Select One—- v
Phone
— Other
Access Code
I Apply Changes I| Cancel ‘
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¢ Once the Attending Contact has been selected, update other fulfillment details as needed, and then
click Apply.

‘ NOTES IDELI\JERY E RECEIVABLES PAYMENT CONFIRM ‘
‘ Method Will Call - 50.00 v ‘

Attending Contact Tom Smith ] Account ID 2662 8
ID Type v First Name Tom
Card Name v Last Name Smith
D # Ticket Text

Deliveries

[ —
Offer Date/Time # Seats #WwW/0 split -
|# Offerz 12348029 - 16MM0O814 /14/2016 8:00 PM EOT 2 2 [H

-

Select All | Clear All I Apply I

Seats W/ 0 Delivery: 2

Delivery Totals: $0.00 ‘
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e To complete the ticket forwarding, click CHECKOUT.

NOTES DELIVERY (1) RECEIVABLES PAYMENT IGONFIRH E ‘

CONFIRM CHECKOUT

VALIDATIONS

The cart is ready for checkout.

CANCEL CHECKOUT

¢ Once the ticket forward is confirmed, click DONE to go to Ticket Sales. To go to the ORDER,
TRANSACTION, Or ACCOUNT in Ticket Services, click on the corresponding hyperlink.

‘ NOTES DELIVERY (1) RECEIVABLES PAYMENT IOONFIRM L-‘
TRANSACTION #: 447363 ||0RDER(S): 315090 I

‘ Your transaction has completed successfully. ‘

PATRON
Account # 702
Account Name Jones, Michelle

CANCEL DONE
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The TICKETS grid in the ORDER screen displays a * icon in the Delivery column indicating that a ticket's
Financial Patron is different than the Attending Patron. Mouse-over text for the icon displays the Attending
Patron ID and account name.

TICKETS - PRIMARY

Select Action: | Select Action T Select All | Clear All Selected Ticket Count: 0
=l | 16MMO814 - Mamma Mia - Aug 14 Theatre v Sun, Aug 14, 2016 8:00 PM EDT #Tix: 7 Tix Value: $700.00 Printed: 0 Scanned: 0
Buyer Sec Row Seat Scale  Trans Id Price Status Delivery = ] Offer Type Seat Info
ADULT B 114 tg $10000 & 2 N/A MNone defined
ADULT B 115 '@ $100.00 m 2) L0y
ADULT B 116 #5 $100.00 w NA
ADULT ] uz 5 $100.00 m A
ADULT ] 118 5 $100.00 mw WA
ADULT ] us 5 $100.00 mw WA
ADULT ] 120 5 $100.00 mw WA

The Attending Patron information for each delivery is located on the "Deliveries" tab of the ORDER screen.

An * icon also displays if the Financial Patron account is different than the Attending Patron account.
Mouse-over text for the icon displays the Financial Patron ID and account name.

& Ticket Services

ORDER: 315090 ctions = || Paton Transaction Notes Service Charges Payments  Receivables Statements
_
B e Delivery Id Att Patron Info Delivery Info Tickets  Printed Cost  Order Amt Card Type
207708 & 2662 : Smith, Tom Wil Call : Smith, Tom 2 0 $0.00 $0.00
Sales Amount $700.00
407707 & 2662 : Smith, Tom | Will Call : Smith, Tom 2 0 $0.00 $0.00
GEmEIoLTTE SR 407706 2702 : Jones, Michelle  Will Call : Jones, Michelle 3 a £0.00 £0.00
Sales Balance $0.00
Sales Rep g
Service Rep [Fe]
Marketing Source Is]
TICKETS - PRIMARY
Select Action: | Select Action v Select All | Clear All Selected Ticket Count:
5 k& 16MM0814 - Mamma Mia - Aug 14 Theatre v Sun, Aug 14, 2016 8:00 PM EDT # Tix: 7 Tix Value: $700.00 Printed: 0 Scanned: 0

Patron information (including Attending Patron Account ID and Account Name) is located on the
"Destination & Patron" tab.

& Ticket Services

DELIVERY: 407707
wi will Call I Name Smith, Tom Attending Patron Id 2e82 I

Method

Delivery Cost $0.00 ID Type Account Name Smith, Tom
Delivery Status To be Initiated Card Name Contact Name Tom Smith
Refund Status Not Refundable Card # Contact Phone (714) 327-5400
Transaction 447364

Edit
L |

Note: The forwarded ticket is always associated to the Financial Patron. When searching for an order,
the Financial Patron will be listed in the order search results. The Attending Patron will be listed in the
delivery search results and both the Financial Patron and Transaction Patron will be listed in the

transaction search results.
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Send Confirmation Email

Sending confirmation emails from Provenue® is a premium product offering. Implementing this feature
requires client integration with a third-party email provider.

If enabled, a transaction containing financial activity related to a ticket is eligible for email confirmation

from ProVenue®. Eligible transactions include single, group, and package sale types, reservation and
sale transaction types, payments, and edits to service charges or deliveries.

To send a confirmation email from within ProVenue®, the user must have permission via the Application
Feature Permission. The user must also belong to an agency or organization that has been associated
with an Email Configuration Profile.

e To send a confirmation from Ticket Services, navigate to an eligible transaction. Select “Confirmation
Email” from the ‘Actions’ dropdown menu in the TRANSACTION screen.

& Ticket Services

TRANSACTION: 871069 % [(Actions || _Patron _Service Charges _Deliverics _Payments _ Receivables _ Receivable Activitics
—
Date 5/17/2014 3:50 BM ED.J 2]  Confirmation Email Created Date Subject To
& 56011 Wed, Sep 17, 2014 4:48 PM EDT Confirmation Email mjones @domain.com

Total Amount $0.00

Reservation Amount  50.00

Sales Amount 50.00

Amount Paid $0.00

Sales Balance 50.00

| Refresh |

e Edit the email address, if needed, and then click Send.

CONFIRMATION EMAIL

Email Address |mjones@domain.com

To view confirmation emails sent from Provenue® (as opposed to emails sent from ProVenueOnIine®) for

a transaction, click on the “Messages” tab. The green checkmark indicates the message was sent
successfully.

& Ticket Services

TRANSACTION: 871069 ¥ | Actions | w | Patron  Service Charges  Deliveries ! i Activities
Date 5/17/2014 3:50 PM EDT & d Created Date Subject To

z 56011 Wed, Sep 17, 2014 4:48 PM EDT Confirmation Email mjenes@domain.com
Total Amount 50.00

Reservation Amount  50.00

Sales Amount 50.00

Amount Paid 50.00

Sales Balance £0.00

| Refresh |
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e To view a copy of the email that was sent, click on the hyperlink in the Id column.

& Ticket Services

Date

Total Amount
Reservation Amount
Sales Amount
Amount Paid

Sales Balance

TRANSACTION: 871069 &

| Actions ﬂ| Patron  Service Charges  Deliveries 1y Acti

==

5/17/2014 3:50 PM EDT

£0.00

$0.00

$0.00

$0.00

$0.00

a‘ Id Created Date Subject
Wed, Sep 17, 2014 4:48 PM EDT Confirmation Email

To -

mjenes@demain.com

Refresh

The Email Message Details will display in a pop-up window.

Michelle Jones

2015 Test Event For

Demonstration Purposes Adult 0.00 x 1 0.00
Progressive Field Section 108 Row A Seats 14
Wed, Apr 1, 2015 8:00 PM
Subtotal: 0.00
Total: 0.00
Payment Method Amount
Cash 0.00
0.00

MAIL SSAGE DETA
TRANSACTION EMAIL
|

From: Fan@MISSING_DOMAIN Sent: Wed, Sep 17, 2014 4:48 PM EDT
To: mjones@demain.com

Subject Confirmation Email

E2]
Account ID: 200011112
Account Name: Jones, Michelle
Transaction ID: 871069
Transaction Date: Sep 17, 2014 3:50 PM EDT
Order ID: 706005
Deliver via Digital Delivery: 0.00

Records of email confirmations can also be found in the “Messages” tab in the ACCOUNT screen.

é Patron

Patron Accounts | Jones, Michelle

ACCOUNT

Account 1D 2702 B

Account Type Individual

Account Name Jones, Michelle

Access Code ALLACCESS - ALL access
Data Protection N/&

Name Michelle Jones

Phone

Email mjones@domain.com

Address 555 Anton Blvd. Costa Mesa , CA 92626

‘ Contacts H Notes " Orders " Account Balance H Market Permissions " Statements H Traits |

| Sales Reps " Digital Wallet H Messages |

RESULTS: 4 FOUND

Messaue - 88001

Transactmn - 1481013

mJnnes@dnmam com

Message - 61002

Transaction - 941009

mjones@domain.com

Message - 60008

Transaction - 891011

LS

mjenes@domain.com

Message - 56011

Transaction - 871069

Sun, Nov 16, 2014 3:06 PMEST  Confirmation Email
Wed, Sep 24, 2014 10:47 AM EDT Confirmation Email
Tue, Sep 23, 2014 10:39 AM EDT Confirmation Email
Wed, Sep 17, 2014 4:48 PM EDT Confirmation Email

mjones@domain.com

©2015 Tickets.com. All rights reserved. Tickets.com, ProVenue and ProVenueOnline are registered
trademarks of Tickets.com, Inc. All other trademarks used herein are the property of their respective

owners.

Page 52 of 101



9, PROVENUE

Create New Statement

To create a new statement, the user must have permission via System Setup > Application Feature

Permissions > Common System Permissions > ‘Can Generate Statements From Patron, Ticket Services
and Externally.’

H “ ” M
e To create a new statement from the ORDER screen, click on the “Statements” tab, and then click New
Statement.
& Ticket Services
ORDER: 245080 Actions v Patron Transaction Notes Service Charges Deliveries Payments Receivables
| Statements |
Total Amount $9,000.00 Invoice Source: Internal
Format Run Date Sale Rev Res Rev Inv Amt Prints Status Completed
Sales Amount $5,000.00
Reservation Amount $0.00
Sales Balance $0.00
Sales Rep Fe]
Service Rap g
Marketing Source iFs] Iml
TICKETS - PRIMARY
Select Action: | Select Action v Select All | Clear All Selected Ticket Count:
Ld = 16BDWYFRI - 2016 Broadway Friday £ Season: 16B... A Package Seats: 20 Tix Value: $9,000.00 Printed: 0 Scanned: 0
£ 16BDWYFRI - 2016 Broadway Friday : 5 Events, 20 Package List Seats @ Theatre V .a

Select or confirm the ‘Format’ and ‘Template’ for the statement you will be running, and then click
Apply Changes.

NEW STATEMENT

STATEMENT TEMPLATE

Format Compact Invoice ¥

Template SINGLE v

Apply Changes Cancel
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A PDF of the invoice will be generated.

TOM SMITH

Account Number: 2662
555 ANTOM BLVD. Invoice Date: 15-Apr-2015
COSTA MESA CA 92626 Due Date:
usa Amount Due: $0.00
Invoice Number: 1584
Sold Item (Order 245080) Buyer Location Section Row Seats Qty Total
2016 Broadway Friday
2016 Broadway Friday ADULT PRICERB BALC C 126-130 5 $2,250.00
2016 Broadway Friday ADULT PRICE B BALC ] 126-130 5 $2,250.00
2016 Broadway Friday ADULT PRICERB BALC E 126-130 5 $2,250.00
2016 Broadway Friday ADULT PRICE B BALC F 126-130 5 $2,250.00
PAYMENT $9,000.00
Balance: PAID IN FULL
Due Mow: $0.00
* You have $450.00 in account credit, $0.00 of which may be applied to this invoice. *
Due Date: [ ] Amount Due: $0.00 [ ] Amount Due with Credit: $0.00

ACCOUNT: 2662
INVOICE: 1584

TOM SMITH

555 ANTON BLVD.
COSTA MESA CA 92626
USA

Date:

[[] Check or Money Order ()

Payment Amount:

E-Mail Address: TSMITH@TICKETS.COM
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click the hyperlink in the Format column.

& Ticket Services

From the “Statements” tab, the invoice will show as Completed. To view information about the invoice,

ORDER: 245080 [[Actions | _Paton  Transaction Notes _ServiceCharges Deliveries _Payments _Receivables
—

Total Amount $5,000.00 Invoice Source: Internal

Format Run Date Sale Rev ResRev  InvAmt Prints Status Completed .
Sales Amount $5,000.00 ! ate i

[Compact tnv - | Single statemen.. 4/15/2015 $9,000.00 $0.00 $0.00 1 Completed  4/15/2015 4:57 AM by sleslie, Box
Reservation Amount $0.00 1
Sales Balance $0.00
Sales Rep I<]
Service Rep _g
Marketing Source Is] P —

TICKETS - PRIMARY

Select Action: | Select Action M

]

|E = 16BDWYFRI - 2016 Broadway Friday Z1

Select All | Clear All Selected Ticket Count:

Season: 16B...

16BDWYFRI - 2016 Broadway Friday : 5 Events, 20 Package List Seats @ Theatre V

A Package Seats: 20

Tix Value: $9,000.00 Printed: 0

a

A pop-up will appear with information about the invoice that was generated.
REPORT NAME - COMPACT INVOICE

Status
Completed On
Completed User sleslie

Completed Agency

Completed

4/16/2015 4:57 AM

Box Office Manager

Statement Date

Sales Revenue

Res Revenue

Amnt Invoiced

4/15/2015
$9,000.00
$0.00
$0.00

& Ticket Services

To view a copy of the invoice, click on the hyperlink in the Prints column.

Scanned: 0

ORDER: 245080 [[Actions ]| _Paton Transaction Notes _Service Charges _Defiveries _ Payments _Receivables

T s9,000.00 Invoice Source: Internal

o — <0000 Format Run Date SaleRev  ResRev  InvAmt Prints_Status Completed «
=ies Ameun o Compact Inv.. Single statemen... 4/15/2015 $9,000.00 $0.00 $0.00 c:.mp\etad 4/15/2015 4:57 AM by sleslie, Box
Reservation Amount $0.00

Sales Balance $0.00

Sales Rep Ie]

Service Rep Is]

Marketing Source Is] —

TICKETS - PRIMARY
Select Action: | Select Action v

g [= 16BDWYFRI - 2016 Broadway Friday 1
]

Select All | Clear All

Selected Ticket Count:

Season: 16B...

16BDWYFRI - 2016 Broadway Friday : 5 Events, 20 Package List Seats @ Theatre v

e From the pop-up window, click on the =icon.

PRINT HISTORY Compact Invoice

A Package Seats: 20

a

Tix Value: $9,000.00 Printed: 0

Date

4/15/2015 SINGLE

Template

Agency
Box Office Manager

Operator
Susan Leslie

Scanned: 0 -

Close
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Reverse Payment

The Reverse Payment process provides the ability to reverse a payment without returning tickets. This
may be needed when a check bounced, a chargeback was issued, or the wrong payment method was
initially used. As part of this process, a receivable is created for the amount of the payment that is
reversed.

To reverse a payment, a user must have permission via System Setup > Application Feature Permissions
> Ticket Permissions > ‘Reverse Payment.” The user must also have permission to create a receivable via
System Setup > Organization Administration > “Access Permissions.”

e To reverse a payment, go to the “Payments” tab for the transaction and select “Reverse Payment”
from the ‘Actions’ dropdown menu.

Patron Service Charges Deliveries Receivables Receivable Activities
—
Trans Id Pay Type Tran Amount Payment Info Exp Date  Auth Ext Rec = Actions

417348 Cash $1,000.00 Int N b

& Print Receipt

@

+4 Reset Receipt Print

%] Reverse Payment

Reverse Paym entj

e Select the ‘Order ID,’ the ‘Open Item Receivable Type’ to be created, and then click OK.

REVERSE PAYMENT

Transaction ID 417348
Payment Amount $1,000.00

Order ID Amount Open Item Receivable Type
285081 $1,000.00 | OPNREC - Receivable v |

Cancel
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e Select the payment method and click Accept Payment.

é Financial Transaction
Patron Account: Smith, Tom ‘ NOTES RECEIVABLES (1) PAYMENT 2 ‘

REVERSE PAYMENT Method & ICash v I Amount -1,000.00 |
Transaction 1D 417348 Payment Amount $1,000.00
Cash Tendered
Order Id Amount
285081 $1,000.00
Payment Req. Amt. Card Bal.  Auth. Amt. Remove -
Payment Totals: $0.00 |

CART BALANCE: ($1,000.00) -
RECEIVABLES BALANCE: $1,000.00 SANCH __CHECKOUT

e Once the payment reversal is confirmed, click DONE to go to Ticket Sales. To go to the ORDER,
TRANSACTION, Or ACCOUNT in Ticket Services, click on the corresponding hyperlink.

NOTES RECEIVABLES (1) PAYMENT (1) ‘

TRANSACTION #: 447378 | ORDER(S): 285081

Your transaction has completed successfully. ‘

PATRON
Account # 2662
Account Name Smith, Tom

New Statement
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Reprint Receipt

A receipt is an item that is printed with details about a transaction and payment information on it. For
transactions paid by credit card, two receipts may be printed for a face-to-face transaction, one with a
signature line for the consumer to sign and give back to the seller, the other without a signature line to be

kept by the consumer for their records.

You can print a receipt from the “Payments” tab of the ORDER screen or from the TRANSACTION screen.

e To print a receipt from the ORDER screen, go to the “Payments” tab.

& Ticket Services

ORDER: 11680 Actions = Patron  Transaction  Notes  Service Charges Deliveries m Receivables  Statements
Total Amount £228.00 Trans 1d Pay Type Tran Amount  App Amount Payment Info Exp Date Auth ExtRec (@ Actions
2! )] -
ales Amount p— 12543 Cash $4.00 $4.00 Int N w
12542 Visa $74.00 §74.00 *rEE FERX £ree 408 042018 Int N m -
Ce=somirplomrs (04D 12541 Visa $100.00 $100,00 **k* ik wkkE 1705 042022 Int N |+
Sales Balance s0.00 12540 Visa $50.00 $50,00 #wew sewx wxxs 405 042018 Int N m >
Sales Rep [ D] 3ustin wagner
Service Rep ie]
Marketing Source H
TICKETS - PRIMARY
Select Action: | Select Action v| select all |clear all Selected Ticket Count:
= £l 15Wk0919A - Wicked - September 19 Wicked Theatre v Sat, Sep 19, 2015 8:00 PM EDT # Tix: 2 Tix Value: $220.00 Printed: 2 Scanned: 0

¢ In the Actions column, click on the ‘Actions’ dropdown menu corresponding to the transaction for
which you want to print a receipt, and then select “Print Receipt.”

& Ticket Services

Patron  Transaction MNotes  Service Charges  Deliveries Receivables  Statements
—

ORDER: 11680 Actions |
Total Amount $228.00 Trans Id Pay Type Tran Amount  App Amount Payment Info Exp Date Auth  ExtRec ¢B Actons
Sales Amount $228.00 12543 Cash $4.00 $4.00 Int N Q-

12542 Visa $74.00 §74.00 *kix kikkk kiks qqqg 042018 Int N [ Print Receipt
ISR LRI R 12541 visa $100.00 $100.00 ¥ rex wees 1105 042022 Int N 43 Reset Receipt Print
Sales Balance £0.00 12540 Visa $50.00 $50.00 *FEX FX¥ HEEr 2448 042018 Int N

|| Reverse Payment

Sales Rep (D) sustin wagner
Sarvice Rep g
Marketing Source Is]

e Once the receipt is printed, a pop-up window will appear. Click Close.

Receipt Printed
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e To print a receipt from the TRANSACTION screen, navigate to the TRANSACTION screen by clicking on a
Transaction ID hyperlink. You can also navigate to the TRANSACTION screen through Order Search.

& Ticket Services

ORDER: 11680 Actions v|| Patron  Transaction  Notes Service Charges  Deliverics IR oot Receivables Statements
_

Total Amount $228.00 Trans 1d Pay Type Tran Amount  App Amount Payment Info ExpDate Auth ExtRec f® Actions
cales Amount om0 Cash $4.00 $4.00 Int N @ |
ales Amoun s228.

visa $74.00 $74.00 ** 042018 Int N a [=
Reservation Ameunt 50,09 Visa $100.00 $100.00 042022 Int N m |-
iTEEisEie e Visa $50.00 $50.00 042018 Int N w [+
Sales Rep [B) 2ustin wagner
Service Rep I<]
Marketing Source g

e In the TICKETS grid of the TRANSACTION screen, click PRINT RECEIPT.

TICKETS

ORDER: 11680 - Primary
2l S RT Offer# 2808002 15WK0919A - Wicked... Theatre V Sat, Sep 19, 2015 8:00 PM EDT #Tix: 2

Tix Value: $220.00 Printed: 0 Scanned: 0

#l S SA Offer# 2808002 15WK0919A - Wicked... Theatre V Sat, Sep 19, 2015 8:00 PM EDT # Tix: 2 Tix Value: $220.00 Printed: 2 Scanned: 0

PRINT RECEIPT
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Pay Receivables

A receivable is the monetary amount that a patron owes for tickets. A receivable is created during a
transaction when payment from the patron is deferred. Receivables are always linked to a financial patron
account and are always linked to a specific order.

To make a payment on a receivable, you must create a cash receipt. This can be done through the
ORDER screen or from the “Account Balance” tab in the ACCOUNT screen.

e To make a payment on a receivable from the ORDER screen, select “Create Cash Receipt” from the
‘Actions’ dropdown menu.

& Ticket Services

ORDER: 285081 actions ~|| IEES2B Transaction  Notes  ServiceCharges  Deliveries  Payments  Receivables  Statements
Total Amount £1,000.00 |3 Add seats To Order d 2662 Balance $1,720.00
Sales Amount $1,000.00 Smith, Tom Credits $450.00
Reservation Amount  50.00 | Create Cash Receipt Tom Smith Non-Available Cradits
Sales Balance $1,000.00 [#]  edit Billing Info (714) 327-5400
Sales Rep =] |&f  New statement tsmith@tickets.com
Service Rep Fe]
Marketing Source Ie]
TICKETS - PRIMARY
Select Action: | Select Action v| SelectAll [Clear Al Selected Ticket Count:
] 16MM0814 - Mamma Mia - Aug 14 Theatre v Sun, Aug 14, 2016 8:00 PM EDT # Tix: 10 Tix Value: $1,000.00 Printed: 0 Scanned: 0
Q Ticket Sales
Patron Cart | Coupons | NOTES DELIVERY RECEIVABLES Y avment CONFIRM
Order# 285081 Cash Receipt Create
—
1 receivables, 0 installments Amount Order Id Trans Id Rec Type Due Date Balance  Reduction Amount
Current Due Date: Tue, Apr 14, 2015 $1,000.00
285081 447378 OPNREC a/14/2015 $1,000.00 $0.00 $0.00
TOTAL DUE Add Offer Note Type -~ SelectOne — v
Wil
Ticket Total: $0.00 S
Service Charge Subtotal: $0.00
Grand Total: $0.00 CART BALANCE: $0.00
RECEIVABLES BALANCE: $1,000.00 p
Apply
CANCEL CHECKOUT
L= L= |
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¢ Enter the amount to be paid toward the receivable. If a note is desired, then select a ‘Note Type’ and
enter text as needed. Once complete, click Apply.

‘ NOTES DELIVERY IRECEI\.‘ABLES E PAYMENT CONFIRM ‘
m Create
—

Order Id Trans Id Rec Type Due Date Balance Reduction Amount =
285081 447378 OPNREC 4/14/2015 $1,000.00 $0.00 500.00

Mote Type |RPAY - Recei\.ra_ble Paydown v}

Text Paying half of balance due for order.

Apply
CANCEL CHECKOUT

o Select the payment method and click Accept Payment.

‘ NOTES DELIVERY RECEIVABLES (1) I PAYMENT E CONFIRM ‘

** CREDIT AVAILABLE **
\ Method § [ 500,00 \

Cash Tendered

Create Credit I Accept Payment I
= o
——

Payment Req. Amt. Card Bal. Auth. Amt. Remove =~

-

Credit Totals: $0.00 Payment Totals: $0.00

CANCEL CHECKOUT
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e Once the transaction is confirmed, click DONE to go to Ticket Sales. To go to the ORDER,
TRANSACTION, Or ACCOUNT in Ticket Services, click on the corresponding hyperlink.

‘ NOTES DELIVERY RECEIVABLES (1) PAYMENT (1) IGCINFIRM E ‘

TRANSACTION #: 457348 | ORDER(S): 285081

‘ Your transaction has completed successfully. ‘

PATRON
Account # 2662
Account Name Smith, Tom

New Statement

CANCEL
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| Contacts " Data Protection H Notes " Orders I Account Balance I Market Permissions " Statements " Traits " Sales Reps H Digital Wallet ‘

To pay a receivable from the “Account Balance” tab in the ACCOUNT screen, click Make Payment.

BALANCE DUE

ACCOUNT CREDITS

Balance Details

Order ID Trans Id Due Date Balance Select Trans Id Supplier Type Src Payment Exp Date
285081 447378 4/14/2015 $500.00 447375 B ARTS LIEU_REFUND Cash $160.00 H
# 205093 287354 4/10/2014 $720.00
= f10/ 447375 B ARTS LIEU_REFUND Cash $290.00 M
I Make Payment I ‘ Disburse | | Add Credit |

Note: This option allows you to pay receivables from multiple orders with the same Supplier. If there are
receivables from different Suppliers, then they must be paid via the ORDER screen.

This advances you to the Patron Cart.

Q Ticket Sales

Patron Cart | Coupons

Order# 285081

1 receivables, 0 installments

8 Remove
Current Due Date: Tue, Apr 14, 2015

Order# 205093

1 receivables, 4 installments

8 Rremove
Current Due Date: Thu, Apr 10, 2014
Ticket Total:
Service Charge Subtotal:
Grand Total:

Cash Receipt
Amount
$500.00
Cash Receipt

Amount
$720.00

Add Offer

CART BALANCE: $0.00
RECEIVABLES BALANCE: $1,220.00

‘ NOTES DELIVERY RECEIVABLES L PAYMENT CONFIRM
[
p—
Order Id Trans Id Rec Type Due Date Balance  Reduction Amount
285081 447378 OPNREC 4/14/2015 $500.00 $0.00 $0.00
#l 205093 287354 OPNREC 4/10/2014 $720.00 $0.00 $0.00|
Mote Type - SelectOne — v
Text
A
| Apply |
CANCEL CHECKOUT
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o Enter the amount to be paid toward each receivable. If a note is desired, then select a ‘Note Type’
and enter text as needed. Once complete, click Apply.

‘ NOTES DELIVERY IRECEI\.‘ABLES E PAYMENT CONFIRM
X oo

Order Id Trans Id Rec Type Due Date Balance Reduction Amount | ~
285081 447378 OPNREC 4/14/2015 $500.00 $0.00 100.00
4 205093 287354 OPNREC 4/10/2014 $720.00 $0.00 720.00
-
Note Type | RPAY - Receivable Paydown v |
Text
P
I Apply I

CANCEL CHECKOUT

e Select the payment method and click Accept Payment.

‘ NOTES DELIVERY RECEIVABLES (2) IPAYHENT E CONFIRM ‘

** CREDIT AVAILABLE **

\ Method § f— 52000 \

Cash Tendered

Create Credit I Accept Payment I
Crea

—
Payment Req. Amt. Card Bal. Auth. Amt. Remove =~
-

Credit Totals: $0.00 Payment Totals: $0.00

CANCEL CHECKOUT
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e Once the transaction is confirmed, click DONE to go to Ticket Sales. To go to the ORDER,
TRANSACTION, Or ACCOUNT in Ticket Services, click on the corresponding hyperlink.

‘ NOTES DELIVERY RECEIVABLES (2) PAYMENT (1) IGONFIRH E ‘

TRANSACTION #: 457353 | ORDER(S): 285081 : 205093

‘ Your transaction has completed successfully. ‘

PATRON
Account # 2662
Account Name Smith, Tom

CANCEL DONE
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Add Seats to an Order

It is possible to add seats to an existing order within Ticket Services. This option is not available for

anonymous patron orders.

To add seats to an order, the user must have permission via System Setup > Application Feature

Permissions > Ticket Permissions > ‘Add Seats to Order.’

Additionally, the ability to add seats to an order can be restricted via Event Access to a relative number of
days at or after the event. This restriction, however, can be overridden via an Application Feature

Permission.

e To add seats to an order from the ORDER screen, you can select “Add Seats to Order” from the

‘Actions’ dropdown menu.

& Ticket Services

ORDER: 285080 actions || IEZd Transaction Notes ServiceCharges Deliveries  Payments

Receivables Statements

Total Amount £4,520.00 |5 Add Seats To Order -

2702

Sales Amount $4,520.00

Jones, Michelle

Reservation Amount  $0.00

Michelle Jones

[#] EditBiling Info

g New Statement

Sales Balance £0.00

Sales Rep g
Service Rep g

Marketing Source g

mjones@domain.com

TICKETS - PRIMARY

Select Action: | Select Action v Select All | Clear All Selected Ticket Count:

£ J 16RA0710M - Rock of Ages - July 10 Theatre V Sun, Jul 10, 2016 1:00 PM EDT # Tix: 50

e You can also add seats to an order by clicking on the green €
an S for single sales, G for group sales or P for package sales.

TICKETS - PRIMARY

Select Action: | Select Action v Select All | Clear All

B lﬁRADTlDM - Rock of Ages - July 10

Selected Ticket Count:

Theatre V Sun, Jul 10, 2016 1:00 PM EDT # Tix: 50

Balance $0.00
Credits

Non-Available Credits

Tix Value: $4,500.00 Printed: 0

Scanned: 0

sale type icon. The icon will either be

Tix Value: $4,500.00 Printed: 0 Scanned: 0

Note: If you do not have the required Application Feature Permission, or if the event is no longer eligible

for adding seats to orders, then the Add Seats To Order menu item will be grayed out and the regular

sale transaction type will be displayed.
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e Select seats to be added to the order using Best Available or Map Sales. Note the Order number in

context will be displayed under the Financial Patron information.

SELECTED EVENT FINANCIAL PATRON WILL CALL

Pl 16RA0710M - Rock of Ages - July 10 Jones, Michelle
at Theatre V

Primary Contact Michelle Jones ‘ . | L Fino
on Sun, Jul 10, 2016 1:00 PM EDT Order 205080 8 T G Ca i /i
My Events || Acvanced Search || Searcn | | orders || ciear || mew || Aavanced searcn || searcn | | advanced search |

¢ Ticket Sales

16RA0710M - ROCK OF AGES - JULY 10 - SUN, JUL 10, 2016 1:00 PM EDT

RIEIO =

Sale Type O Single ® Group

— Availability
_ # Seats Hold Code | OPEN - OPEN *|  Promotion
=R Selection Guide Sections:
S — S ————————————
setreavest |8 N e = = T e
_ Extended Seat Definitions— | [ |[PRICEA |PRICEA $100.00 160 20
|| PRICEB PRICEB $90.00 400 30
[ PRICEC PRICEC $75.00 440 20
|| PRICED PRICED $50.00 120 30

CLEAR LOCK SEATS

e Once you have selected seats, advance to the Patron Cart and continue with checkout as normal.

The orDER screen shows the order with the additional tickets included in the same line item.

TICKETS - PRIMARY

Select Action: | Select Action v Select All | Clear All

Selected Ticket Count: 0

Sun, Jul 10, 2016 1:00 PM EDT # Tix: 60 Tix Value: §5,400.00 Printed: 0 Scanned: 0 -

5 16RA0710M - Rock of Ages - July 10 Theatre V
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Assign a Patron to an Anonymous Sale

To assign a Patron to an anonymous sale, the user must have permission via System Setup > Application

Feature Permissions > Ticket Permissions > ‘Assign Patron to Anonymous Order.’

e From the ORDER screen, select “Assign Patron To Order” from the ‘Actions’ dropdown menu.

& Ticket Services

ORDER: 285081 Actions | 7] Notes  Service Charges  Deliveries  Payments
Total Amount £1,000.00 Add Seats To Order, Trans Patron Info Channel Agency User

Sales A it £1,000.00 @  Assign Patron To Order Box Office Box Office Manager Susan Leslie
ales Amoun +000. |

Reservation Amount  50.00

Sales Balance £0.00
Sales Rep e - e
Service Rep B
Marketing Source 21

4/9/2015 11:15 AM P

TICKETS - PRIMARY

Select Action: | Select Action v Select All | Clear All Selected Ticket Count:

[ S 16MM0814 - Mamma Mia - Aug 14 Theatre V Sun, Aug 14, 2016 8:00 PM EDT # Tix: 10 Tix Value: $1,000.00 Printed: 0

Scanned: 0

e To select a Financial Patron to assign to the order, click the SI icon from the pop-up screen.

ASSIGN FINANCIAL PATRON TO ORDER: 285081

Warning: Once a patron account has been assigned to this order, it cannot be changed!

Financial Patron Account: @

= | The specified patron account will also be applied to the following:

# Transactions: B
# Deliveries: B
# Payments: 1
# Voucher Credits: o

Apply Changes | Cancel
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o Enter patron search criteria and click FIND. If more than one patron matches the criteria, select the

patron by clicking the s icon.

[smith, | [ Fno | ‘
[Filter By: | | [ clear Filter
2682 d Smith, Thomas Srmth Thomas 111antonsld.  Costa Masa ca 92626 (714) 555-1212 tsm\th@gma\\ com
2662 & smith, Tom Smith, Tom 555 Anton Blvd. Costa Mesa caA 92626 (714) 327-5400 tsmith@tickets.com

Close

e To create a new patron account, click New.

[ || Fno G|

Close

o Enter the details for the Financial Patron, and then click Apply Changes.

NEW ACCOUNT

PATRON ACCOUNT
— Account
Account Type Account Name I
— Contact
contact Type prefix )
First Name Tom Middle Name |
Last Name Smith Suffix v
— Address
Address Type
Address 1 123 Calle St. Address 2 | |
City Costa Mesa State California M
Postal Code 92626 Country \ United States v |
— Email/Phone
Email tsmith@domain.net Email Type
Primary Phone |[714-555-1212 Phone Type
Secondary Phone Type
Phone
— Other
Access Code
I Apply Changes || Cancel ‘
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Once the Patron has been selected, click Apply Changes.

ASSIGN FINANCIAL PATRON TO ORDER: 285081

Financial Patron Account: || 2662 - Smith, Tom

The specified patron account will also be applied to the following:

# Transactions: 1
# Deliveries: 1
# Payments: 1

o]

# Voucher Credits:

Warning: Once a patron account has been assigned to this order, it cannot be changed!

I Apply Changes I| Cancel |

The patron will now be assigned to the order.

& Ticket Services

ORDER: 285081 Actions = | Transaction  Notes  Service Charges  Deliveries y

Total Amount 1,000.00 Financial Patron 1d 2662 Balance $720.00
Sales Amount £1,000.00 Account Name Smith, Tom Credits

Reservation Amount  $0.00 Contact Name Tom Smith Mon-Available Credits

Sales Balance $0.00 Contact Phone (714) 327-5400

Sales Rep g Contact Email tsmith@tickets.com

Service Rep Fe]

Marketing Source g

TICKETS - PRIMARY

Select Action: | Select Action v Select All | Clear All Selected Ticket Count:

# |2 16MM0814 - Mamma Mia - Aug 14 Theatre V Sun, Aug 14, 2016 8:00 PM EDT  # Tix: 10

Tix Value: $1,000.00 Printed: 0 Scanned:
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Claim a Reservation

A reservation is a type of transaction used to hold seats for a patron without accepting payment.
Reservations can be claimed in order to sell the seats, or released to allow seats to be returned to

inventory. Reserved tickets will be considered not sold for reporting purposes. The Qs icon indicates a
reservation.

To claim a reservation, a user must have the appropriate access for Ticket Claim in Package Access (Full
Package) and Event Access (Single Tickets and Group Tickets).

Claim a Full Package Reservation

e To claim a Reservation, go to the ORDER screen.

& Ticket Services

ORDER: 315081 =20 trensaction Notes  Service Charges  Deliveries v

5

Total Amount £1,800.00 Financial Patron Id 2662 Balance $720.00
Sales Amount $0.00 Account Name Smith, Tom Credits

Reservation Amount  $1,800.00 Contact Name Tom Smith Non-Available Credits

Sales Balance 30.00 Contact Phone (714) 327-5400

Sales Rep Fe] Contact Email tsmith@tickets.com

Service Rep Fe]

Marketing Source Fe]

TICKETS - PRIMARY

Select Action: | Select Action v Select All | Clear All Selected Ticket Count:
%] |l = 16BOWYFRI - 2016 Broadway Friday 1 Season: 16B... & Package Seats: 4 Tix Value: $1,800.00 Printed: 0 Scanned: 0
£ C\ 16BDWYFRI - 2016 Broadway Friday : 5 Events, 4 Package List Seats @ Theatre V a

e Select “Claim Reservations” from the ‘Select Action’ dropdown menu.

TICKETS - PRIMARY

Select Action: | Select Action v Select All | Clear All
Select Action
e gl = | Return
J J ': Claim R F riday 21
] 3+ 16BDW E'}'TE‘SE Reservations 5 Events, 4 Package List Seat
xchange

Partial Return

Partial Exchange

Complete Deferred Exchange
Reoffer

Seat Upgrade

Reprint Tickets

Reissue Tickets

| Reset Print Headers
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To claim all seats in the package, check the box for the package, and then click APPLY ACTION.

TICKETS - PRIMARY

Select Action: |Claim Reservations A Select All | Clear All Selected Ticket Count: 0
Eg L = 16BDWYFRI - 2016 Broadway Friday 2] Season: 16B... A Package Seats: 4 Tix Value: $1,800.00 Printed: 0 Scanned: 0 -
3 v [ 16BDWYFRI - 2016 Broadway Friday : 5 Events, 4 Package List Seats @ Theatre V 4

APPLY ACTION

This will advance you to the Patron Cart.

é Ticket Sales

Patron Cart ‘ NOTES DELIVERY E RECEIVABLES

PAYMENT CONFIRM ‘
Order# 315081 - Offer# 12348004 Package Claim ‘ Method — Select One - v \E”
Settings 16BDWYFRI - 2016 Broadway Friday
4 Package seats Totals
From Fri, Jun 3, 2016 8:00 PM EDT to Fri, Nov 4, 2016 §:00 PM EDT $1,800.00
Package Event List el
Lol Deliveries
Offer Date/Time # Seats #W/O split -
|# Offer= 12348004 - 16BDWYFRI  6/3/2016 8:00 PM EDT 20 20
TOTAL DUE Add Offer
Ticket Total: $1,800.00
Service Charge Subtotal: $0.00 .
Grand Total: $1,800.00 CART BALANCE: $1,800.00
Select All | Clear &ll Apply

‘ Seats W/ O Delivery: 20

Delivery Totals: $0.00 |

CHECKOUT
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e Select the delivery method and click Apply.

‘ NOTES IDELT\'ERY E RECEIVABLES PAYMENT CONFIRM ‘
‘ Method [will cal - $0.00 v ‘

Attending Contact Tom Smith ] Account ID

ID Type v First Name |T0m |
Card Name v Last Name |SITIith |

D | Ticket Text | |
Deliveries
|
Offer Date/ Time # Seats #W/0o split -
|#| Offer# 12348004 - 16BDWYFRI  6/3/2016 8:00 PM EDT 20 20

-

Select All | Clear All I Apply I

Delivery Totals: $0.00 ‘

‘ Seats W/ O Delivery: 20

e Select the payment method and click Accept Payment.

‘ NOTES | DELIVERY (1) RECEIVABLES IPAYIIENT E CONFIRM ‘
\ Method § Amount 150000 \

Cash Tendered l:l

Create Credit I Accept Payment I

Payments Credits

Edit Source Type Exp. Date Dist. Date Amount Remove -~

-

Payment Totals: $0.00

Credit Totals: $0.00
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e Once the transaction is confirmed, click DONE to go to Ticket Sales. To go to the ORDER,
TRANSACTION, Or ACCOUNT in Ticket Services, click on the corresponding hyperlink.

‘ NOTES DELIVERY (1) RECEIVABLES PAYMENT (1) IOONFIRH E ‘

I | TRANSACTION #: 447343 | ORDER(S): 315081

‘ Your transaction has completed successfully. ‘

PATRON
Account # 2662
Account Name Smith, Tom

New Statement

CANCEL
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Claim Part of a Reservation

e To claim only some seats on a reservation, click the a icon for the package in the TICKETS grid in the
ORDER screen.

& Ticket Services

ORDER: 315085 actions ||| IECe3d Transaction  Notes Service Charges  Deliveries  Payments  Receivables Statements

Tartal Amount $2,350.00 Financial Patron Id 2682 Balance £0.00
Sales Amount $0.00 Account Name Smith, Thomas Cradits

Reservation Amount $2,250.00 Contact Name Themas Smith Nen-Available Credits

Sales Balance $0.00 Contact Phone (714) 555-1212

Sales Rep e Contact Email tsmith@gmail.com

Service Rep g

Marketing Source Is]

TICKETS - PRIMARY

Select Action: | Select Action v Select All | Clear All Selected Ticket Count:
%l [l = 16BDWYFRI - 2016 Broadway Friday 21 Season: 16B... @Padmge Seats: 5 Tix Value: $2,250.00 Printed: 0 Scanned: 0
&) | 3 16BDWYFRI - 2016 Broadway Friday : 5 Events, 5 Package List Seats @ Theatre V a

e A pop-up window will appear with the package list seats. Select “Claim” from the ‘Select Action’
dropdown menu, select the seats to claim, and then click Apply Action.

PACKAGE LIST SEATS

16BEDWYFRI - 2016 BEROADWAY FRIDAY

Select Action:

=l 16BDWYFRI

Buyer Sec Row Seat Scale
ADULT ORCHRGT [ 6 PRICEB
ADULT ORCHRGT [ 8 PRICEB
#| | ADULT ORCHRGT C 10 PRICEB
#| | ADULT ORCHRGT C 12 PRICEB
#| | ADULT ORCHRGT C 14 PRICEB

Apply Action Close
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This will advance you to the Patron Cart.

Q Ticket Sales

patron cart

Order# 315085 - Offer# 12348011
Settings 16BDWYFRI - 2016 Broadway Friday

Package Claim

3 Package list seats, 15 Event seats Totals
From Fri, Jun 3, 2016 8:00 PM EDT to Fri, Nov 4, 2016 8:00 PM EDT $1,350.00
Package Event List ER

TOTAL DUE
Ticket Total: $1,350.00
Service Charge Subtotal: $0.00
Grand Total: $1,350.00 CART BALANCE: $1,350.00

¢ Select the delivery method and click Apply.

‘ NOTES DELIVERY E RECEIVABLES PAYMENT CONFIRM |

| Method ~ Select One ~ v ‘
= octiveries
—
Offer Date/Time #Seats  #W/O Split -
¥ Offer# 12348011 - 16BDWYFRI  6/3/2016 8:00 PM EDT 15 15
Select All | Clear Al Apply

| Seats W/O Delivery: 15 Delivery Totals: $0.00 ‘

‘ NOTES IDELTUERY E RECEIVABLES PAYMENT CONFIRM ‘

‘ Method | will Cail-$0.00

| [ ||

Attending Contact Thomas Smith [O]

Card Name r

ID Type v

D # |

Deliveries

Account ID Hris

First Name |Thomas |
Last Name |Smith |
Ticket Text [ |

Offer
#| Offer# 12348011 - 16BDWYFRI

Select All | Clear All

Date/Time
6/3/2016 8:00 PM EDT 15 15

# Seats #W/0 Split -~

-

I Apply I

Seats W/ 0O Delivery: 15

Delivery Totals: $0.00 ‘
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e Select the payment method and click Accept Payment.

‘ NOTES DELIVERY (1) RECEIVABLES IPAYMENT E CONFIRM ‘

\ Method & Amount 135000 |

Cash Tendered

Create Credit I Accept Payment I

Payments Credits
—
Edit Source Type Exp. Date Dist. Date Amount Remove =~

-

Credit Totals: $0.00 Payment Totals: $0.00

e Once the transaction is confirmed, click DONE to go to Ticket Sales. To go to the ORDER,
TRANSACTION, Or ACCOUNT in Ticket Services, click on the corresponding hyperlink.

‘ NOTES DELIVERY (1) RECEIVABLES PAYMENT (1) IODNFIRM E |

TRANSACTION #: 447350 | ORDER(S): 215085

‘ Your transaction has completed successfully. ‘

PATRON
Account # 2682
Account Name Smith, Thomas

New Statement
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The orDER screen now shows sold and reserved seats for the order.

& Ticket Services

e 7)) I Tanesion

ORDER: 315085 Notes  Service Charges  Deliveries  Payments  Receivables  Statements
Total Ameount $2,250.00 Financial Patron Id 2682 Balance $0.00
Sales Amount £1,350.00 Account Name Smith, Thomas Credits
Reservation Amount £300.00 Contact Name Thomas Smith Non-Available Credits
Sales Balance $0.00 Contact Phone (714) 555-1212
Sales Rep el Contact Email tzmith@gmail.com
Service Rep. iIo]
Marketing Source iis]
TICKETS - PRIMARY
Select Action: | Select Action v Select All | Clear All Selected Ticket Count:
L= 16BDWYFRI - 2016 Broadway Friday 21 Season: 16B... & Package Seats: 3 Tix Value: $1,350.00 Printed: 0 Scanned: 0 -
| 16BDWYFRI - 2016 Broadway Friday : 5 Events, 3 Package List Seats @ Theatre V a
% | = 16BDWYFRI - 2016 Broadway Friday F1 Season: 16B... '#} Package Seats: 2 Tix Value: $900.00 Printed: 0 Scanned: 0
4 || (3> 16BDWYFRI - 2016 Broadway Friday : 5 Events, 2 Package List Seats @ Theatre V a
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Claim a Group or Single Reservation

e To claim all or part of a group or single reservation, from the OrRDER screen, select “Claim
Reservations” from the ‘Select Action’ dropdown menu.

TICKETS - PRIMARY

Select Action: | Select Action v Select All | Clear All
Select Action

yr Retumn g ]
e e Com Resenvaions ke Theatre
Release Reservations
Exchange

Reoffer

Seat Upgrade

Reprint Tickets
Reissue Tickets
Reset Print Headers

e Click the tl icon to expand the event information line to display the seat level details if necessary.
Select the seats to be claimed by checking the box corresponding to the seats. Click APPLY
ACTION.

TICKETS - PRIMARY

Select Action: | Claim Reservations v Select All | Clear All Selected Ticket Count: 7
=N |5 & 16MMO814 - Mamma Mia - Aug 14 Theatre V Sun, Aug 14, 2016 8:00 PM EDT # Tix: 7 Tix Value: $700.00 Printed: 0 Scanned: 0
Buyer Sec Row Seat Scale TransId Price Status Delivery = g Offer Type Seat Info
# |aouLT 114 %5 $100.00 Active M/A None defined
) |aDuLT 115 5 $100.00 Active N/A MNone defined
@ |aour 116 5 $100.00 Active A None defined
# |aouLT 117 %5 $100.00 Active M/A None defined
) |aDuLT 118 5 $100.00 Active N/A MNone defined
@ |aour 119 5 $100.00 Active A None defined
# |apuLt 120 45 $100.00 Active N/A None defined

APPLY ACTION

This will advance you to the Patron Cart.

é Ticket Sales

Patron Cart | Coupons Reservations | NOTES DELIVERY E RECEIVABLES PAYMENT CONFIRM ‘

Order# 315090 - Offer# 12348028 Single Claim Method - SelectOne — v New ‘
& rioairy 16MM0814 - Mamma Mia - Aug 14
Sun, Aug 14, 2016 8:00 PM EDT
7 seats at Theatre V Totals
Section: ORCHCTR; Row: B; Seats: 114-120 7 ADULT @ $100.00 $700.00
=3 veiiveries
—
Offer Date/Time # Seats #W/0 Split
# Offer# 12348028 - 16MM0814 8/14/2016 8:00 PM EDT 7 7 5|
TOTAL DUE Add Offer
Ticket Total: $700.00
Service Charge Subtotal: $0.00
Grand Total: $700.00 CART BALANCE: $700.00
Select All | Clear All | apply |
| Seats W/O Delivery: 7 Delivery Totals: $0.00 ‘

CANCEL CHECKOUT
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Select delivery method and click Apply.

‘ NOTES

I DELIVERY E RECEIVABLES

PAYMENT CONFIRM ‘

‘ Method | will Call - $0.00

|

Attending Contact Michelle Jones O]

[l
[l

ID Type

Card Name

D # |

Deliveries

Account ID 270z

First Name [Michelle |

Last Name |J0 nes |

Ticket Text

Offer
|#| Offer# 12348028 - 16MM0814

Select Al | Clear All

Date/Time
8/14/2016 8:00 PM EDT 7 7 [

# Seats #W/0 split -

-

I Apply I

Seats W/ O Delivery: 7

Delivery Totals: $0.00 ‘

Select payment method and click Accept Payment.

‘ NOTES

DELIVERY (1) RECEIVABLES I PAYMENT E CONFIRM ‘
‘ Method Amount 700.00 ‘
Cash Tendered l:l
Create Credit I Accept Payment I
Payments Credits
Edit Source Type Exp. Date Dist. Date Amount Remove -
-
Credit Totals: $0.00 Payment Totals: $0.00
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e Once the transaction is confirmed, click DONE to go to Ticket Sales. To go to the ORDER,
TRANSACTION, Or ACCOUNT in Ticket Services, click on the corresponding hyperlink.

‘ NOTES DELIVERY (1) RECEIVABLES PAYMENT (1) ICONFIRH E ‘

TRANSACTION #: 447363 | ORDER(S): 315090

‘ Your transaction has completed successfully. ‘

PATRON
Account # 2702
Account Name Jones, Michelle

| New Statement

©2015 Tickets.com. All rights reserved. Tickets.com, ProVenue and ProVenueOnline are registered
trademarks of Tickets.com, Inc. All other trademarks used herein are the property of their respective Page 81 of 101
owners.



9, PROVENUE

Release a Reservation

If seats that are on reservations are not going to be claimed and sold, then they should be released to be
returned to inventory. Note, reservations are not automatically released at the reservation release date.

To release a reservation, a user must have the appropriate access for Ticket Release in Package Access
(Full Package) or Event Access (Single Tickets and Group Tickets).

Note: Reservations may also be released in bulk using the Reservation Release Utility.

Release a Full Package Reservation

e Torelease a full package reservation, go to the ORDER screen.

& Ticket Services

ORDER: 315082
Total Amount £1,500.00
Sales Amount £0.00
Reservation Amount $1,500.00

Sales Balance $0.00

Sales Rep i< ]
Service Rep Is’}
Marketing Source I<]

Actions

Notes  Service Charges  Deliveries

Payments

Receivables  Statements

Account Name

Contact Name

Contact Phone

Contact Email

Financial Patron Id

2683

Miller, Denise
Denise Miller
(714) 555-1111

dmiller@gmail.com

Balance

Credits.

Non-Available Credits

$2,155.00

TICKETS - PRIMARY

Select Action: | Select Action

v Select All | Clear All

g d E 16BDWYFRI - 2016 Broadway Friday 1

Selected Ticket Count:

Season: 16B...

£ f“/’\ 16BDWYFRI - 2016 Broadway Friday : 5 Events, 4 Package List Seats @ Theatre V

A Package Seats: 4

Tix Value: $1,500.00

a

o Select “Release Reservation” from the ‘Select Action’ dropdown menu.

Select Action:

TICKETS - PRIMARY

Select Action

-

Select All | Clear All

G

# | £ 16BDW

Select Action

Return

Claim Reservations
Release Reservations
Exchange

Partial Return

Partial Exchange
Complete Deferred Exchange
Reoffer

Seat Upgrade

Reprint Tickets
Reissue Tickets
Reset Print Headers

Friday |

5 Events, 4 Package List Sez

Printed: 0

Scanned: 0
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o Torelease all seats in the package, check the box for the package, and then click APPLY ACTION.

TICKETS - PRIMARY

Select Action: Select All |Clear All Selected Ticket Count: 12*
%] Ld = 16BDWYFRI - 2016 Broadway Friday El Season: 16B... A Package Seats: 4 Tix Value: $1,500.00 Printed: 0 Scanned: 0 -

=) v (3 16BDWYFRI - 2016 Broadway Friday : 5 Events, 4 Package List Seats @ Theatre V A

3 v fp & 16BB0603 - Beauty and the ... Theatre V Fri, Jun 3, 2016 8:00 PM EDT Tickets: 4 Tix Value: $300.00 Printed: 0 Scanned: 0

H @« Q} ﬂ 16RA0708 - Rock of Ages - ... Theatre vV Fri, Jul 8, 2016 8:00 PM EDT Tickets: 4 Tix value: $300.00 Printed: 0 Scanned: 0

v B & 16MM0812 - Mamma Mia - Aug 12 Theatre V Fri, Aug 12, 2016 8:00 PM EDT Tickets: 4 Tix Value: $300.00 Printed: 0 Scanned: 0

@ @ Q’) g 16P00909 - Phantom of the ... Theatre V Fri, Sep 9, 2016 8:00 PM EDT Tickets: 4 Tix Value: $300.00 Printed: 0 Scanned: 0

) v G [d 16SE1104 - Starlight Expre... Theatre V Fri, Nov 4, 2016 8:00 PM EDT Tickets: 4 Tix Value: $300.00 Printed: 0 Scanned: 0

APPLY ACTION

This will advance you to the Patron Cart.

Q Ticket Sales

Patron Cart | Coupons |

NOTES DELIVERY RECEIVABLES PAYMENT CONFIRM E |

Order# 315082 - Offer# 12348005 Package Release | | CONFIRM CHECKOUT
Settings ~ LGBDWYFRI - 2016 Broadway Friday ERRORS
1A woldcode 4 Package seats Totals
From Fri, Jun 3, 2016 8:00 PM EDT to Fri, Nov 4, 2016 8:00 PM EDT ($1,500.00) = Return or Release Note is required.
Package Event List =

i Add Offer

Ticket Total: ($1,500.00)
Service Charge Subtotal: $0.00
Grand Total: ($1,500.00) CART BALANCE: $0.00

CHECKOUT
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o If desired/required, select a ‘Note Type’ and enter text in the ‘Note’ box as needed. Once completed,
click Apply.

“NCITES " oeuvery RECEIVABLES PAYMENT CONFIRM ‘
‘ Note Type |RETREL - Return Release Reason ¥ ‘

Offer 12348005 v
Note Patron does not want seats. |
|
I Apply I
Edit Type Reference Follow-Up Note Remove =~
-

e To complete the release, click CHECKOUT.

NOTES (1) DELIVERY RECEIVABLES PAYMENT IGONFIRH E ‘

CONFIRM CHECKOUT

VALIDATIONS

The cart is ready for checkout.

CANCEL CHECKOUT
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e Once the transaction is confirmed, click DONE to go to Ticket Sales. To go to the ORDER,
TRANSACTION, Or ACCOUNT in Ticket Services, click on the corresponding hyperlink.

‘ NOTES DELIVERY (1) RECEIVABLES PAYMENT (1) IOONFIRH B: |

TRANSACTION #: 457355 | ORDER(S): 315082

‘ Your transaction has completed successfully. ‘

PATRON
Account # 2683
Account Name Miller, Denise

New Statement
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Release a Partial Package Reservation

e To release only some seats on a reservation, click the a icon for the package in the TICKETS grid in
the ORDER screen.

& Ticket Services

ORDER: 315085 actions v IEESG Transaction  Notes ServiceCharges Deliveries  Payments Receivables Statements

Tartal Amount $2,350.00 Financial Patron Id 2682 Balance £0.00
Sales Amount $0.00 Account Name Smith, Thomas Cradits

Reservation Amount $2,250.00 Contact Name Themas Smith Nen-Available Credits

Sales Balance $0.00 Contact Phone (714) 555-1212

Sales Rep e Contact Email tsmith@gmail.com

Service Rep g

Marketing Source Is]

TICKETS - PRIMARY

Select Action: | Select Action v Select All | Clear All Selected Ticket Count:
%l [l = 16BDWYFRI - 2016 Broadway Friday 21 Season: 16B... @Padmge Seats: 5 Tix Value: $2,250.00 Printed: 0 Scanned: 0
&) | 3 16BDWYFRI - 2016 Broadway Friday : 5 Events, 5 Package List Seats @ Theatre V a

e A pop-up window will appear with the package list seats. Select “Release” from the ‘Select Action’
dropdown menu, select the seats to claim, and then click Apply Action.

PACKAGE LIST SEATS

16BDWYFRI - 2016 BROADWAY FRIDAY

Select Action:

=/ 16BDWYFRI
Buyer Sec Row Seat Scale
ADULT ORCHRGT C =] PRICEB

ADULT ORCHRGT c 8 PRICEB

I Apply Action || Close |
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This will advance you to the Patron Cart.

Q Ticket Sales

Order# 315085 - Offer# 12348012

Settings 16BDWYFRI - 2016 Broadway Friday

NOTES

DELIVERY

RECEIVABLES PAYMENT

CONFIRM E ‘

Package Release

& Holdcode 10 Event seats Totals
From Fri, Jun 3, 2016 8:00 PM EDT to Fri, Nov 4, 2016 8:00 PM EDT ($900.00)
Package Event List ]
s Add Offer
Ticket Total: ($900.00)
Service Charge Subtotal: $0.00
Grand Total: ($900.00) CART BALANCE: $0.00

CONFIRM CHECKOUT

ERRORS

« Return or Release Note is required.

CHECKOUT

o |If desired/required, select a ‘Note Type’ and enter text in the ‘Note’ box as needed. Once completed,

click Apply.

CONFIRM ‘

“uonzs L— DELIVERY RECEIVABLES PAYMENT
‘ Note Type | RETREL - Return Release Reason v | ‘
Offer 12348012
Note Feleasing two seats.
4
I Apply I
Edit Type Reference Follow-Up Note Remove =
-
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e To complete the release, click CHECKOUT.

‘ NOTES (1) DELIVERY RECEIVABLES PAYMENT IGONFIRH L: ‘

CONFIRM CHECKOUT

-

VALIDATIONS

The cart is ready for checkout.

CANCEL CHECKOUT

¢ Once the transaction is confirmed, click DONE to go to Ticket Sales. To go to the ORDER,
TRANSACTION, Or ACCOUNT in Ticket Services, click on the corresponding hyperlink.

‘ NOTES (1) DELIVERY RECEIVABLES PAYMENT IOONFIRH E ‘

i ITRANSACTION #: 447351 | ORDER(S): 315085

‘ Your transaction has completed successfully. ‘

PATRON
Account # 2682
Account Name Smith, Thomas

New Statement
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Release a Group or Single Reservation

e Torelease all or part of a group or single reservation, from the ORDER screen, select “Claim
Reservations” from the ‘Select Action’ dropdown menu.

TICKETS - PRIMARY

Select Action: | Select Acticn

-«

Select All | Clear All

Select Action
Return

8 1e

Exchange
Reoffer

Seat Upgrade
Reprint Tickets
Reissue Tickets

Claim Reservations
Release Reservations

Reset Print Headers

July 10 Theat

e Click the ' icon to expand the event information line to display the seat level details if necessary.
Select the seats to be released by checking the box corresponding to the seats. Click APPLY

ACTION.

TICKETS - PRIMARY

Select Action: | Release Reservations *

Select All | Clear All Selected Ticket Count: 7

= N ﬂ 16RA0710 - Rock of Ages - July 10 Theatre v Sun, Jul 10, 2016 8:00 PM EDT #Tix: 7 Tix Value: $700.00 Printed: 0 Scanned: 0

Buyer Sec Row Seat Scale TransId Price Status Delivery = ] Offer Type Seat Info

DuLT " 5 $100.00 Active WA None defined
xpuLT - 45 $100.00 Active WA None defined
DULT . 45 $100.00 ctive MA None defined
puLT [ % $100.00 ctve /A Nene defined
puLT [ % $100.00 ctive [y Nene defined
UL [ 5 $100.00 Active A None defined
ADULT (_\\’ '@ $100.00 Active NA None defined

APPLY ACTION
Q Ticket Sales
notes oELIVERY RecevabLEs PAYMENT conemm 7 |

Patron Cart | Coupons Reservations

Order# 315091 - Offer# 12348027

Single Release

& koldcod=  16RAD710 - Rock of Ages - July 10
Sun, Jul 10, 2016 8:00 PM EDT
7 seats at Theatre V/ Totals
Section: ORCHCTR; Row: B; Seats: 114-120 7 ADULT @ $100.00  ($700.00)
TIONS Add Offer
Ticket Total: ($700.00) Ee=tcl
Service Charge Subtotal: $0.00
Grand Total: ($700.00) CART BALANCE: $0.00

CONFIRM CHECKOUT

ERRORS

+ Return or Release Note is required.

CANCEL

CHECKOUT
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o If desired/required, select a .Note Type’ and enter text in the ‘Note’ box as needed. Once completed,
click Apply.

‘ I NOTES Y- oectvery RECEIVABLES PAYMENT CONFIRM ‘
‘ Note Type |RETREL - Return Release Reason v | ‘

Offer 12348027 v
Note Patron does not want seats.
| Apply |
Edit Type Reference Follow-Up Note Remove =
v

e To complete the release, click CHECKOUT.

NOTES (1) DELIVERY RECEIVABLES PAYMENT IODNFIRM E |

CONFIRM CHECKOUT

VALIDATIONS

The cart is ready for checkout.

CANCEL CHECKOUT
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e Once the transaction is confirmed, click DONE to go to Ticket Sales. To go to the ORDER,
TRANSACTION, Or ACCOUNT in Ticket Services, click on the corresponding hyperlink.

‘ MNOTES (1) DELIVERY RECEIVABLES PAYMENT IGDNFIRH E ‘

TRANSACTION #: 447362 | ORDER(S): 315091

‘ Your transaction has completed successfully. ‘

PATRON
Account # 2702
Account Name Jones, Michelle

| New Statement

CANCEL DONE
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Multiple Reservations

e Once areservation is in the Patron Cart, additional reservations for the Patron can be claimed or
released in the same transaction by clicking Reservations.

Q Ticket Sales

Patron Cart | Coupons | NOTES DELIVERY t RECEIVABLES PAYMENT CONFIRM ‘
Order# 315089 - Offer# 12348017 Package Claim Method — Select One — v New |
Settings 16BDWYSAT - 2016 Broadway Saturday
2 Package seats Totals
From Sat, Jun 4, 2016 8:00 PM EDT to Sat, Sep 10, 2016 8:00 PM EDT $800.00
Package Event List ]
=N cetiveries
—
Offer Date/Time # Seats #W/0 Split
W Offer# 12348017 - 16BDWYSAT 6/4/2016 8:00 PM EDT 8 8
TOTAL DUE Add Offer
Ticket Total: $800.00
Service Charge Subtotal: $0.00
Grand Total: $800.00 CART BALANCE: $800.00
Select All | Clear All | Appiy |
‘ Seats W/ O Delivery: 8 Delivery Totals: $0.00 |
CANCEL CHECKOUT

e A pop-up window will appear displaying available reservations for the patron. Select the reservation to
claim or release, and then click the corresponding button. In this example, we are releasing the
second reservation.

PATRON RESERVATIONS

Select OrderId  Created Date Type  Event/Package Info Date/Time Release Date Quantity Ticket Value

Q;'- 315088 /14/2015 P 16BDWYFRI - 2016 B... 1/1/2016 12:00 AM /12016 12:00 AM X $1,000.00

Select All | Clear All Claim || Release || Cancel
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Both reservations will appear in the Patron Cart.

é Ticket Sales

Patron Cart

Order# 315089 - Offer# 12348023 Package Claim
8 Remove 16BDWYSAT - 2016 Broadway Saturday

Settings 2 Package seats Totals

From Sat, Jun 4, 2016 §:00 PM EDT to Sat, Sep 10, 2016 8:00 PM EDT $800.00

Package Event List El
Order# 315088 - Offers 12348024 Package Release
® Remove 16BDWYFRI - 2016 Broadway Friday

Settings

2 Package seats Totals
18 volccods From Fri, Jun 3, 2016 8:00 PM EDT to Fri, Nov 4, 2016 8:00 PM EDT ($1,000.00)
| Package Event List

@ |

TIONS TOTAL DUE

Ticket Total: ($1,000.00) $800.00
Service Charge Subtotal: $0.00 $0.00
Grand Total: ($1,000.00)  $800.00 CART BALANCE: $800.00

‘ NOTES DELIVERY E RECEIVABLES PAYMENT

CONFIRM ‘
[“onen [T
=
Offer Date/Time # Seats #W/0 split -
¥l offerz 12348023 - 16BDWYSAT 6/4/2016 8:00 PM EDT 8 8
Select All | Clear All Apply

Seats W/ 0O Delivery: 8

Delivery Totals: $0.00 |

Select the delivery method for the claimed tickets and click Apply.

‘ NOTES IDEL'[\-'ERY E RECEIVABLES

PAYMENT CONFIRM ‘
‘ Method [Wincan-s0.00 v] ‘
Attending Contact Michelle Jones (D) Account ID 2702
1D Type [ v First Name [Michelle |
Card Name [ v Last Name |Jones |
D | Ticket Text | |
Deliveries
|
Offer Date,/Time # Seats #W/0 Split -
[# Offer# 12348023 - 16BDWYSAT 6/4/2016 8:00 PM EDT 8 8
-
Select All | Clear All

CHECKOUT
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e Select the payment method for the claimed tickets and click Accept Payment.

‘ NOTES DELIVERY (1) RECEIVABLES IPAYHENT E CONFIRM ‘

\ Method @ f— 80000 \

Cash Tendered

Create Credit I Accept Payment I
oo
R

Payment

Req. Amt. Card Bal. Auth. Amt. Remove =~

-

Credit Totals: $0.00 Payment Totals: $0.00

If desired/required, select a ‘Note Type’ for the released tickets and enter text in the ‘Note’ box as
needed. Once completed, click Apply.

“NCITES " oeuvery RECEIVABLES PAYMENT CONFIRM ‘
‘ Note Type |RETREL - Return Release Reason ¥ ‘

Offer 12348005 v
Note Patron does not want seats. |
|
I Apply I
Edit Type Reference Follow-Up Note Remove =~
-
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e To complete the transaction, click CHECKOUT.

NOTES (1) DELIVERY (1) RECEIVABLES PAYMENT (1) IOONFIRH E ‘

*| CONFIRM CHECKOUT

VALIDATIONS

The cart is ready for checkout.

CANCEL CHECKOUT

e Once the transaction is confirmed, click DONE to go to Ticket Sales. To go to the ORDER,
TRANSACTION, Or ACCOUNT in Ticket Services, click on the corresponding hyperlink.

‘ NOTES (1) DELIVERY (1) RECEIVABLES PAYMENT (1) IGONFIRH E ‘

“| TRANSACTION #: 447359 ||JORDER(S): 315089 : 315088

‘ Your transaction has completed successfully. ‘

PATRON
Account # 2702
Account Name Jones, Michelle

CANCEL DONE
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Sales Rep

Sales reps are a business entity that receives some sort of credit for a sale. Sales reps are defined at a
global level and mapped to one or more agencies. The agency mapping determines which users are
allowed to assign a sales rep to a particular order.

To set or change the Sales Rep for an order, the user must have permission via System Setup >
Application Feature Permissions > Sales Permissions > ‘Assign Sales Rep.’

e To set or change the Sales Rep for an order, click on the SI icon in the ORDER screen.

& Ticket Services

ORDER: 255080 Actions - ‘ m Transaction  MNotes  Service Charges  Deliveries  Payments  Receivables  Statements

Total Amount $800.00 Financial Patron Id 2882 Balance £0.00
Sales Amount $800.00 Account Name Smith, Thomas Credits

Reservation Amount  $0.00 Contact Name Thomas Smith Non-Available Credits

Sales Balance £0.00 Contact Phone (714) 555-1212

Sales Rep Contact Email tsmith@gmail.com

Sarvice Rep B

Marketing Source ie]

TICKETS - PRIMARY

Select Action: | Select Action v Select All | Clear All Selected Ticket Count:

= | |5l 16BB0605M - Beauty and the Beast - June 5 Theatre v Sun, Jun 5, 2016 1:00 PM EDT # Tix: 2 Tix Value: $200.00 Printed: 0 Scanned: 0
4 || 16BB060S - Beauty and the Beast - June 5 Theatre V Sun, Jun 5, 2016 8:00 PM EDT # Tix: 2 Tix Value: $200.00 Printed: 0 Scanned: 0
|5 165E1106M - Starlight Express - Nov. 6 Theatre v Sun, Nov 6, 2016 1:00 PM EST # Tix: 2 Tix Value: $200.00 Printed: 0 Scanned: 0
| |5l 165E1106 - Starlight Express - Nov. 6 Theatre v Sun, Nov 6, 2016 8:00 PM EST # Tix: 2 Tix Value: $200.00 Printed: 0 Scanned: 0

o Enter Sales Rep search criteria, or an “*” to bring up all active Sales Reps, and click FIND. Select the
Sales Rep for the order, and then click OK.

SALES REP SEARCH
[F 1[ Fno | ‘

Filter By: ¥ Clear Filter

Select Name

Lisa Davis

E Joe Thomas

Cancel

The Sales Rep will now be attached to the order.

& Ticket Services

ORDER: 255080 Actions

Total Amount $800.00

Sales Amount $800.00

Reservation Amount $0.00

Sales Balance $0.00
Sales Rep [ 30e Thomas I
Service Rep ﬂ

Marketing Source B
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Service Rep

e To set or change the Service Rep for an order, click on the B] icon in the ORDER screen.

& Ticket Services

ORDER: 255080 Actions | | Transaction  Notes  Service Charges  Deliveries  Payments  Receivables  Statements

Total Amount $800.00 Financial Patron Td 2683 Balance 20.00
Sales Amount $800.00 Account Name Smith, Thomas Credits

Reservation Amount  $0.00 Contact Name Thomas Smith Non-Available Credits

Sales Balance $0.00 Contact Phone (714) 5551212

Sales Rep Q Contact Email tsmith@gmail.com

Service Rep @

Marketing Source Is]

TICKETS - PRIMARY

Select Action: | Select Action v Select All | Clear All Selected Ticket Count:

) _ﬁ 16BB0605M - Beauty and the Beast - June 5 Theatre V Sun, Jun 5, 2016 1:00 PM EDT # Tix: 2 Tix Value: $200.00 Printed: 0 Scanned: 0 -
) 5] 16BB0605 - Beauty and the Beast - June 5 Theatre V Sun, Jun 5, 2016 8:00 PM EDT # Tix: 2 Tix Value: $200.00 Printed: 0 Scanned: 0

£ 5] 16SE1106M - Starlight Express - Nov. 6 Theatre V Sun, Nov 6, 2016 1:00 PM EST # Tix: 2 Tix Value: $200.00 Printed: 0 Scanned: 0

) _ﬁ 16SE1106 - Starlight Express - Nov. 6 Theatre V Sun, Nov 6, 2016 8:00 PM EST # Tix: 2 Tix Value: $200.00 Printed: 0 Scanned: 0

e Enter Service Rep search criteria, if needed, and click FIND. Select the Service Rep for the order, and
then click OK.

SERVICE REP SEARCH

‘ | Fnp | ‘
Filter By M Clear Filter
Select Username MName Primary Agency
dryani Dennis Ryan Box Office Manager
E jsmith John Smith Box Office Manager

Cancel

The Service Rep will now be attached to the order.

& Ticket Services

ORDER: 255080 Actions | |

Total Amount £800.00

Sales Amount £800.00

Reservation Amount £0.00

Sales Balance £0.00

Sales Rep _gJ:a Thomas
Service Rep gJ:Fr Smith I
Marketing Source _g
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Marketing Source

Marketing sources are attributes that can be attached to a transaction that can help determine the
marketing source for the transaction. For example, a radio spot for an event might motivate a patron to
call and order tickets. Identifying that radio spot as the marketing source of the transaction can help
organizations determine the value of their marketing efforts.

To set or change the Marketing Source for an order, the user must have permission via System Setup >
Application Feature Permissions > Sales Permissions ‘Change Marketing Source.’

e To set or change the Marketing Source for an order, click on the ‘A icon in the orRDER screen.

& Ticket Services

ORDER: 255080 actions |~|| IEELdl Transaction Notes ServiceCharges Deliveries  Payments  Receivables  Statements

Total Amount $800.00 Financial Patron Id 2682 Balance $0.00
Sales Amount $800.00 Account Name Smith, Thomas Credits

Reservation Amount $0.00 Contact Name Thomas Smith MNon-Available Credits

Sales Balance $0.00

Sales Rep g
Service Rep g

TICKETS - PRIMARY

Contact Phone (714) 555-1212

Contact Email tsmith@gmail.com

Marketing Source

Select Action: | Select Action v Select All | Clear All Selected Ticket Count:

[

d 16BB0605M - Beauty and the Beast - June 5 Theatre V

Sun, Jun 5, 2016 1:00 PM EDT # Tixz 2 Tix Value: $200.00 Printed: 0 Scanned: 0
£ d 16BB0605 - Beauty and the Beast - June 5 Theatre V Sun, Jun 5, 2016 8:00 PM EDT # Tixz 2 Tix Value: $200.00 Printed: 0 Scanned: 0
E3) d 16SE1106M - Starlight Express - Nov. 6 Theatre V Sun, Nov 6, 2016 1:00 PM EST # Tixz 2 Tix Value: $200.00 Printed: 0 Scanned: 0
E3) ﬂ 16SE1106 - Starlight Express - Nov. 6 Theatre V Sun, Nov 6, 2016 8:00 PM EST # Tixz 2 Tix Value: $200.00 Printed: 0 Scanned: 0

o Enter Marketing Source search criteria, if needed, and click FIND. Select the Marketing Source for the
order, and then click OK.

MARKETING SOURCE SEARCH

| | Fnp | |
Filter By v Clear Filter
Select Code Description
SOCIAL Social Media
EMAILL E-mail Campaign 1
NEWS MNewspaper
E POST Postcard
RADIO Radio Campaign
=

The Marketing Source will now be attached to the order.

& Ticket Services

ORDER: 255080 Actions | =
Total Amount $800.00

Sales Amount $800.00

Reservation Amount $0.00

sales Balance $0.00

Sales Rep |5 30 Thomas

Service Rep (5] 30hn Smith

Marketing Source g Paostcard
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Icon Reference

The Ticket Services portal uses a variety of icons to convey important order/transaction information.

In some cases, you can click an icon to access additional details.

Notes:
The exact icons depend on the type of historical data you have accessed (an order vs. an individual
transaction, for example).

Rest your cursor over transaction type icons in the ORDER Or TRANSACTION: TICKETS grid to display a brief

explanation in a pop-up window.

Icon
|
g Indicates a single event transaction (as opposed to a package transaction) in
order/transaction search results, and in the TICKETS grid at the ORDER and
TRANSACTION Screens.
[
S Indicates a single event transaction that is eligible to have seats added to the
order by the current user.
[
84 Indicates a "Sale" transaction, as opposed to a reservation.
The "SA" indicator may accompany a fully paid transaction or one with an open
item receivable.
[
e Indicates a group type transaction (group Buyer Type and meets group
threshold).
[
[G Indicates a group type transaction that is eligible to have seats added to the
order by the current user.
[
f2) Indicates a package type transaction, as opposed to a single event transaction.
[
I Indicates a package type transaction that is eligible to have seats added to the
order by the current user.
[
BT Indicates a return.

If your order/transaction search has returned more than one record, this icon
displays next to the patron account number associated with each order.

Click this icon to display basic patron information in a pop-up window.

2] A6 Smith, Tom
PATRON PRIMARY cONTACT B4

Tom Smith
(714) 327-5400
tsmith@tickets.com

EV032
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Icon

=0

Indicates a reservation at the TRANSACTION screen.

RV may indicate either a current reservation or a record of reservation that has
since been claimed or released.

L

Indicates a "Release" item—a reservation that has been released.

Releasing a reserved seat restores the seat to an available status.

ER

Indicates an "Exchange Return" item at the TRANSACTION screen. Every exchange
includes both a return operation and a sale operation.

ER identifies the seat or seats that were returned as part of the exchange.

ES

Indicates an "Exchange Sale" item at the TRANSACTION screen. Every exchange
includes both a return operation and a sale operation.

ES identifies the new seat or seats that were sold as part of the exchange.

EL

Indicates an "Exchange Release" item at the TRANSACTION screen.

EL identifies the reserved seat or seats that were released as part of the exchange
(returned to available inventory).

EV

Indicates an "Exchange Reservation" item at the TRANSACTION screen.

EV identifies the new seat or seats that were reserved as part of the exchange.

CR

Indicates a "Claim Release" item at the TRANSACTION screen.

When seats are claimed, ProVenue® records two order line items, one with a
"Claim Release" transaction type, the other with a "Claim Sale" transaction type
(see below).

By contrast, when a reservation is released (and unclaimed), the "RL" icon is used
(see above).

5

Indicates a "Claim Sale" item at the TRANSACTION screen.

When a reservation is claimed, the reservation seats are released (see "Claim
Release" above) and the seats are then recorded as sold, using a "Claim Sale"
transaction type.

Indicates a reservation that has been claimed (fully paid or deferred with a
receivable/invoice). When payment is processed for a reservation, tickets can be
printed as part of the claim transaction or deferred for a later print job (a separate
transaction).

Depicts a generic printer. Indicates a ticket that has been printed/sent (a physical
ticket printed at the box office or a Tickets@Home® ticket sent via e-mail, as
examples).

To view print history, if available, click the hyperlink in the printer column.

This icon is available in the TICKETS grid at both the Order and TRANSACTION
screens.
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Indicates an order for which tickets have not yet been printed/sent (a fully paid
order with an as yet unfulfilled "Will Call* delivery method or a "reset" ticket, as
examples).

This icon is used at the ORDER screen and at the Patron screen: "Orders” tab.

Note: Reservations do not use this icon as they do not have deliveries assigned.

Indicates that a ticket is locked in a batch and therefore no action can be taken on
the ticket.

Indicates...

e areservation line item in the ORDER screen: TICKETS grid (currently
unpaid).

e an individual reserved seat (unpaid) in the ORDER screen: TICKETS grid.

e an individual reserved seat (unpaid) in the TRANSACTION screen: TICKETS
grid.

e areservation (order) at the ACCOUNT screen: "Orders" tab.

Depicts a generic hand-held barcode scanning device. Indicates a ticket (barcode)
that has been scanned.

To view scan history, if available, click the hyperlink in the scanner column.

EE

@ . .
Click & at the TRANSACTION screen to display details about the ProVenue® user
who created the transaction.

i Transaction Patron Id

USER INFORMATION
Channel Box Office
Agency Box Office Manager
User John Smith

Ao

Indicates an order containing at least one ticket with secondary market activity.

The icon displays when an event within the order has active (not returned) tickets
in either an "Open" secondary market offer or in a "Complete" secondary market
offer—tickets that are either currently offered for resale, transfer, or donation or
that have been successfully resold, transferred, or donated through the
MyTickets" or StubHub online brokering service.

This icon displays as part of the seller/sender’s details only in the orRDER and
TRANSACTION ScCreens.

Indicates an offer has different Financial and Attending Patron accounts.

©2015 Tickets.com. All rights reserved. Tickets.com, ProVenue and ProVenueOnline are registered

trademarks of Tickets.com, Inc. All other trademarks used herein are the property of their respective

owners.

Page 101 of 101



