Exchanging Tickets

1. Log in to the Sales.
2.Select the Maintenance icon (Image 2)
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Image 2

3. Search for the customer by entering the Order # or the customer’s Last Name. Then
click the appropriate green check mark. (Image 3)

Image 3

4. Double click the correct order to bring up order contents on the ltem Summary page.
(Image 4) (Image 5)
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[ Crecit Card []Gift Card List orders for an event Pl
Name Order # Order Date Org Buyer Type City State  Changed
Agile Club
Agile, Joe 76457 5/18/2015 3:23 PM Agile Club AMS - Boxoffice Hermitage TN 5/18/20153.24 PM sa
Agile, Joe 76480 5/18/201512:48 PM Agile Club Web - Retail Hermitage TN 5/18/2015 12.52 PM agileweb
Agile, Jos 76462 5/11/2015 4:08 PM Agile Theatrs Wieb - Advanced Hemmitage TN 5112015411 PM agilewsb
Agile, Mary 76451 5/7/2015 10:13 AM Agile Theatrs AMS - BoxOffice Hemmitage TN 5/7/201510:14 AM =
Agile, Mary 76455 5/5/2015 11:57 AM Agile Theatre AMS - BoxOffice ** Mo City = - 5/5/2015 11:58 AM sa
Agile, Joe 76448 4/23/2015 8:59 AM Agile Theatre Web - Advanced Hermitage TN 4/23/20159:04 AM sa
Agile, Joe 76435 472172015 10:56 AM Agile Theatre AMS - BoxOffice Hemmitage ™ 4/21/201511:01 AM sa
Agile, Jos 76434 442172015 10:33 AM Agile Theatrs AMS - BoxOffice Hemmitage TN 4/21/2015 10:55 AM =
Agile, Joe 76431 4/21/2015 8:44 AM Agile Sports AMS - Advanced Hemmitage TN 4/21/2015 8:45 AM sa
Agile, Joe 76430 4/20/20155:15 PM Agile Theatre AMS - BoxOffice Hermitage TN 4/20/20155:15 PM sa
Agile, Joe 76427 4/20/2015 5:08 PM Agile Theatre AMS - BoxOffice Hermitage TN 4/20/20155:13PM sa
Agile, Jos 76423 4/20/2015 4:51 PM Agile Theatrs Wieb - Advanced Hemmitage TN 4/20/2015 453 PM agilewsb
Agile, Mary 66430 4/16/2015 11:59 AM Agile Sports AMS - Advanced Hemmitage TN 4/16/2015 1205 PM =
Agile, Bill 66429 4/16/2015 11:19 AM Agile Sports AMS - Advanced HERMITAGE TN 4/16/2015 11:20 AM sa
Agile, Mary 66427 4/16/2015 10:38 AM Agile Sports AMS - Advanced Hermitage TN 4/16/2015 10:38 AM sa
Agile, Jos 66426 4/16/2015 10:24 AM Agile Sports AMS - Advanced Hemmitage TN 4/16/2015 10:34 AM =
Agile, Jos 66422 4/9/2015 3:06 PM Agile Theatrs Wieb - Advanced Hemmitage TN 4/9/20153.08 PM agilewsb
Agile, Joe 56421 3/31/2015 11:00 AM Agile Theatre AMS - BoxOffice Hermitage TN 3/31/2015 11:03 AM sa
Agile, Mary 56420 3/31/2015 10:59 AM Agile Theatre AMS - BoxOffice Hermitage TN 3/31/2015 11:00 AM sa
Previous Records Per Page: |20 Current Search: Customer Last Name

5.While looking at the order select the Event tab (Image 5) to the left.



https://support.agiletix.com/hc/en-us/article_attachments/202572250/image_1.png

Agile Club W @ & Customer #: 23541
Web - Retal )
@ - Billing Address Shipping Address
| ~Optional Customer Classfication- v| | Joeagile Joe Agile
F - 4124 Central Fike 4124 Central Fike
ift Cards | Loyalty
ch Pad | Order | Event |Catalog | Hermitage, TN 37076 Hermitage, TN 37076
| | %3 tem Summary
Agile Certral Pike Club (CPC)
Agile Central Pike Mainstage (ACPMS) o o - e
Agile ElmHill Theatre {LB) 51872015 &:00 PM Agile Main Stage
Education Programs Adutt (EPA)
[ Ticket £27.00 £0.00 50,00
[ Ticket $27.00 $0.00 50.00
“o [ Ticket £27.00 50.00 50.00
I_.?.| 11 Merchandise Glassware
- [] Agile Club Mug Mug - Regular $8.00 $0.00
[] E-Delivery Click Here For Delivery Info £0.00
[[] USPS First Class Click Here For Delivery Info £2.00
‘% Search EI @ @
Order #: Te498
Item Count: 4 ltem(s] @
Subtatal: £89.00
Ticket Fees: 0,00
Service Fees: 0,00
Order Fees: 50,00
Delivery Fees £2.00
Donations: 0,00
Tax: £0.00
Order Total: £51.00 e L] B i3 p—— = 7 i ———
Balance Due: oo | Yo' RBoSXSHFoagu JAKagaqg
Image 5

6. Select the line item you wish to sell to. Then select the event or show from the list on
the right. Add the quantity of tickets for your new event. (Image 6).


https://support.agiletix.com/hc/en-us/article_attachments/202618294/hte11.png

StartDate |Wed, May 202015 (= | Inventory | Open

v| A Ters [ Resticted Prices &E

Name Day Date Duration  Venue Org Sale Status
Were Allin This Foom Togather Fi  Feb 13,2016 700 FM Zh0m  Agle Central Fike Club cre On Sale
Who Do We Think We Are Fi  Feb 13,2016 11:00FM Th15m  Agle Central Pike Club cFC On Sale
Were Allin This Foom Togather Sat  Feb 20,2016 3:00PM Zh0m  Agle Central Pike Club cPe On Sale
Were Allin This Foom Togather Sun  Feb 21,2016 B:00 PM Zh0m  Agle Central Pike Club cPe On Sale
Wete Allin This Room Togather Mon  Feb 22, 2016 8:00 PM Zhim  Agle Central Pike Club cPe On Sale
Who Do We Think We Are Mon  Feb 22, 2016 8:00 PM 1h15m  Agle Central Pike Club cpe On Sale
We're Allin This Room Togather Mon  Feb 22, 2016 11:00 PM Zh0m  Agle Central Pike Club cpe On Sale
Who Do We Think We Are Mon  Feb 22, 2016 11:00 FM 1h15n  Agle Central Pike Club cre On Sale

Resls P ose
Price Fee ServiceFee Subtotal Available
$3000 $0.00 $0.00 $30.00
g =0 |Genersl Admission $2000 5000 $0.00 52000
= Elvw—nisu v $2800 5000 S0.00 528.00
fb = [0 |General Admission - Disc v $1800 S0.00 S0.00 $18.00
BpessSe | Add || Poceed> | [ Payss

Cashed In Training Mode

Image 6

7. Click Proceed to get to the Item Summary list. The order will now have the original
tickets as well as the new tickets. (Image 7)

A Agile Demo - Sales (DEMQ) - Powered by Agile Ticketing

File View Action TicketPrinter SalesMode Support Functions Help
8 @ & &
Sales Maintenance | Point Of Sale

)
B4 Show Cumentltems + |

Clear Order Owerride = Customer Member Remove Contact  Item Llist Payment Payments Refund
Agile Club v @ & Customer #: 23541
Dol - Biling Address Frrrn M Credt Info
|~Optional Customer Classiicaion-— v Jos Agile Jos Agile Credit Limit $0.00
4124 Central Fike 4124 Central Pike Available Credit $0.00
Account Balance 50.00
Scratch Pad | Order | Event Catalog Hermitage, TN 37076 Hermitage, TN 37076 Deferred Balance: £0.00
[ 1 P p—
Agile Central Pike Club (CPC)
Agile Central Pike Mainsiage (ACPMS) e = . .
‘Agile Embil Theatre (L8) B[ ]Cloud 8 5/12(2015 8:00 P Agile Main Stage E-Delivery - Click Here For Delivery Info
Education Programs Adut (EPA) =[] 3 Rail - Admission
[ Ticket $27.00 £0.00 $0.00 78182 5112/20153:33 PM
[ Ticket $27.00 $0.00 $0.00 78132 5118/2015 3:33 P
[ Ticket $27.00 $0.00 $0.00 78132 5/12/2015 3:33 PM
= Il Who Do We Thinl 21902016 11: Agile Central Pike Club Print Immediately - Click Here For Delivery Info
" =[] 3 General Admission - Admission
[ General Admission 52000 50,00 50,00 78185
-+ [ General Admission 520,00 50.00 50.00 78195
" [] General Admission 520.00 50.00 50.00 78135
E1[]1 Merchandise Glassware
* [] Agile Club Mug Mug - Regular 5200 50.00 USPS First Class - Click Here For Delivery Info 78192
[] E-Delivery Click Here For Delivery Info 50.00 78192
[ Print Immedistely Click Hers For Delivery Info 5000 78195
oo BAH | it
[] USPS First Class Click Her For Delivery Info 5200 78192
Order# 76498
ltem Count: 7 ltem(s) @
Subtotal $143.00
Ticket Fees $0.00
Service Fees £0.00
Order Fees 50.00
Delivery Fees: 200
Donations: 50.00
Tax $0.00
Order Total $151.00

Batnce Due o | oPLBo@eXSEoeoquAlinegasg

User: sa Teminal: stew87 Cashed In Training Mode
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Image 7

8. Check mark next to the event that will be removed from the order and click the x to
remove these tickets from the order. (Image 8)

a a, Customer #: 23541

Biling Address Shipping Address Credt Info
Joe Agile Joe Agile Credit Limit 50.00
4124 Central Pike 4124 Central Pike Avazilable Credit: 50.00
Account Balance: $0.00
Hermitage, TN 37076 Hermitage, TN 37076 Deferred Balance: $0.00
4= hem Summary
EventName Event Time Venue Price Fee Service Fee Delivery SoldFor Transaction Fulflled
=[] Cloud 8 5/18(2015 8:00 FM Agile Main Stage E-Delivery - Click Here For Delivery Info
"= B 3 Rail - Admission
[=] Ticket $27.00 50.00 50.00 78192 5/18/2015 3:33 PM
[=] Ticket $27.00 $0.00 $0.00 78152 5/18/2015 3:33 PM
=] Ticket $27.00 $0.00 $0.00 78152 582015 3:33 PM
&[] Who Do We Think We Are 271912016 11:00 PM Agile Central Fike Club Frint Immediately - Click Here For Delivery Info
=I[[]3 General Admission - Admission
[ General Admissien 520,00 $0.00 $0.00 78195
[ General Admission 52000 5000 5000 78195
[ General Admission 52000 $0.00 $0.00 78135
Sales Line Type ProduciGroup Price Service Fee Delivery SoldFor Transaction Fulfilled
=[] 1 Merchandise Glassware
[ Agile Club Mug Mug - Regular $8.00 50.00 USPS First Class - Click Here For Delivery Info 78152
Delivery Fee Delivery Price Type Delivery Fee Transaction
[ E-Delivery Click Here For Delivery Info S0.00 78152
[] Print Immediately Click Here For Delivery Info 50.00 78195
[ USPS First Class Click Here For Delivery Info 5200 78152
Proceed >

Yol'l-Ro®

Cashed In

Training Mode

SBoogw

45:?@‘- QP

Image 8

**Note: If the original tickets have already been printed there will be a pop up warning.
That states some of the selected items have already been fulfilled go ahead and click all to
void out that transaction. (Image 9)

A

Aagile Ticketing

Some of the selected items have already been fulfilled.
\Which tickets should be affected by this change?

\Warning: Pressing All will invalidate any already fulfilled tickets.

Cancel

Image 9

9. once you have removed the items from the order and have confirmed the new tickets
you are now ready to Proceed to the payment screen. (Image 10)
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W EY”

€ | Point Of 5ale | Clear Order Override  Customer Member Remove Contacdt | ltemList Payment

. Show All Details =

Sales Payments Refund

Atiques and Garden Show of Nashvils a & Customer # 2438267 Contact Info: 2438268 - Laura Crawford
beh-ehied Billing Address. Shipping Address Credt Info
~Customer Classfication Not Available— Olive Branch Design, Inc QOlive Branch Design, Inc Credit Limit $0.00
5308 Brittany Valley Road 5908 Brittany Valley Road Available Credit: 50.00
Membership | Package | Scratch Pad | Order | Account Balance: $0.00
Catalog | Donation| Event |Gift Card Louisville, K 40222 Louisville, KY 40222 Deferred Balance: 50.00
L <@ tom Summory
Antiques & Garden Show (AGS)
Antiques and Garden Show of Nash:
- []4 BB Farm: Kreis BealliSuzanne Kasler 1/31/15 11AM - e Auto Comps Exist
[ Ticket $50.00 $0.00 $1.00
[] Ticket $50.00 S0.00 $1.00
[ Ticket $50.00 5000 $1.00
[ Ticket $50.00 5000 $1.00
- 0 Lecture: Diane Keaton 1/30/15 11:00 AM - Lecture Auto Comps Exist
----- Ticket $50.00 $0.00 $100
----- Ticket $50.00 $000 100
Ticket $50.00 $0.00 $100
Ticket ($50.00) $0.00 ($1.00)
Ticket ($50.00) $0.00 ($1.00)
..... Ticket (850.00) $0.00 ($1.00)
- Ticket ($50.00) $0.00 ($1.00)
=[] 4 Run of Show - Admission
[ Package (Auto) 50.00 S0.00 $0.00
[[1Package (Auto) 50.00 5000 $0.00
[[1Package (Auto) 50.00 5000 $0.00
[ Package (Autc) $0.00 $0.00 $0.00
- Packageflulc} 8000 $0.00 $0.00
----- Package fAutc} 8000 $0.00 $0.00
- Packageflulc} 8000 $0.00 $0.00
Package {Autc} s0.00 5000 5000
.ﬂ; Search EI El @ Package (Auto) S0.00 S0.00 $0.00
Package (Auto) $0.00 $0.00 $0.00
Order # 4100563 @ - Package (Auto) $0.00 $0.00 $0.00
ltem Count  Blem(s) o | . Package (Autc) £0.00 £0.00 €0.00
Subtotal:
Ticket Fees:
Service Fees:
Order Fees: s0.00 [ Print At Home No Charge $0.00
Delivery Fees $0.00
Donations $0.00
Tax sooo | € ?
Order Total: .00 S § _
Eeresbin nggm Yoo XS BoagnaglARaeqgagS
User: broubos Teminal: ATS-ROUBOS Cashed In

Image 10

10. If it is a even exchange and there is no money due select Finalize to complete the
exchange. IF there is a balance due of a refund owed to the customer process the
payment/refund to finalize the order. (Image 11)


https://support.agiletix.com/hc/en-us/article_attachments/202572260/image_6.png

.[’:I“j. % Customer 23541

Billing Address Shippin
Joe Agile Joe Ag
4124 Central Fike 4124 C
Hermitage, TH 37076 Hermit
Faymert Information Summary Info
i
Method ]
[Choose Mothod) | Subtotal. $33.00
Document Mumber ]
Ticket Fees: £0.00
Card Holder Name Service Fees: oL
Oirder Fees: £0.00
Expiration Date Delivery Fees: &0.00
(Mo.) (Year) Donations: $0.00
_ Tan: &0.00
Security Code Total: $33.00
Minimum Due: £33.00

Training Mode Active

Payment Total:
Current Balance Due:

|Pq:pl}rF‘E|}frnent || Finalize | | g1 || %5 ||$1D||$2ﬂ||55ﬂ||$10|]| |E:E|dD1E|r1ge
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11. After Finalizing,you many get a confirmation popup screen this will allow you to send a
confirmation and/or a print at home ticket(s) to the customer.



**If at any time, you believe you have made a mistake or cannot complete the transaction,
you can select the Clear Order icon at the top of the screen. This reverts the transaction
back to its original state.



