Processing An Order Using An Account
Balance

1. Log into Sales.

2. Click the Maintenance Icon. (Image 2)

Sales Maintenance | Point OFf Sale | Clear Order Owerride | Customer Member Remove Contact | ltem List Payment Refund

Image 2

3. Search for the customer by entering the Order # or the customer’s Last Name. Then
click the appropriate green check mark. Double click the correct order to bring up order

contents on the ltem Summary page. (Image 3)

Phone: E-mail: Zip:
Order # « Last orders for | Agile Admin - Regic v|  of
LastName  |agie « Last orders you sold or maintained of
Exact Match Bar v
Customer# | | O Membership (Al v o P
Document # f Member #
[ Gredt Card [] Gt Card List orders for an event ;Q
Name Order # Org Buyer Type City State  Changed User
6. Agile Theatre = HERMITAGE
Agile, DeeDee 76561 6/1 Agile Theatre AMS - BoxOffice HERMITAGE TN 6/15/2015 10:56 AM sa
Agile, DeeDee 76560 6/11/2015 1243 PM Agile Theatre AMS - BoxOffice HERMITAGE TN 6/12/2015 334 PM sa
Agile, Mary 76461 5/7/2015 10:13 AM Agile Theatre AMS - BoxOffice Hermitage: TN 6/12/201511:38 AM sa
Agile, Joe 76559 6/9/2015 214 PM Agile Theatre Web - Advanced Hemitage TN 6/9/2015 2:16 PM agilewsb
Agile, Joe 76552 6/4/2015 11:02 AM Agile Theatre Web - Advanced Hemitage ™ 6/4/201511.05 AM agilewsb
Agile, Joe 76520 5/22/2015 1218 PM Agile Travel Web - Retail Hemitage TN 5/22/2015 1220 PM agileweb
Agile, Joe 76518 5/22/2015 11:09 AM Agile Travel Web - Retail Hermitage TN 5/22/2015 11:10 AM agiewsh
Agile, Joe 76501 5/20/2015 3:54 PM Agile Travel Web - Retail Hemitage TN 5/20/2015 3:56 PM agileweb
Agile, Joe 76500 5/20/2015 3:52 PM Agile Travel Web - Retail Hemitage TN 5/20/2015 3:52 PM agilewsb
Agile. Joe 76458 5/18/2015 3:25 PM Agile Club Web - Retail Hermitage TN 5/18/20153:33 PM aglewsb
Agile, Joe 76457 5/18/2015 3:23 PM Agile Club AMS - Boxoffice Hermitage: TN 5/18/20153:24 PM sa
Agile. Joe 76480 5/18/2015 12:48 PM Agile Club Web - Retail Hermitage TN 5/18/201512:52 PM agilewsh
Agile, Joe 76462 5/11/2015 4:08 PM Agile Theatre Web - Advanced Hemitage TN 51172015411 PM agileweb
Agile, Mary 76455 5/5/2015 11:57 AM Agile Theatre AMS - BoxOffice = No City = - 5/5/201511:58 AM sa
Agile. Joe 76446 4/23/2015 8:59 AM Agile Theatre Web - Advanced Hemitage TN 4/23/2015 9:04 AM sa
Agile, Joe 76435 4/21/2015 10:56 AM Agile Theatre AMS - BoxOffice Hemitage TN 4/21/201511:01 AM sa
Agile. Joe 76434 4/21/2015 10:33 AM Agile Theatre AMS - BoxOffice Hermitage TN 4/21/2015 10:55 AM sa
Agile, Joe 76431 4/21/2015 8:44 AM Agile Sports AMS - Advanced Hemitage TN 4/21/2015 8:45 AM sa
Agile, Joe 76430 4/20/2015 5:15 PM Agile Theatre AMS - BoxOffice Hermitage TN 4/20/2015 515 PM sa
Previous Mext Records Per Page: |20 3| Current Search: Customer Last Name

Image 3
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4. Your order should have an Account Balance visible in the upper right-hand corner.

(Image 4)
@ & Customer #: 23712
Biling Address Shipping Address Credit Info
Eill Agile Eill Agile Credit Limit: £0.00
4124 Central Picke 4124 Central Picke i Cradit
Ennm.nt Balance:
HERMITAGE. TN 37076 HERMITAGE. TN 37076 “Deferred Balance:

42 ttem Summary

9/18/2015 4:00 AM Agile Theatre (52)

Yol Bo@XSEoquialilReaaqgDdO

Image 4

o

Payments

5. Click on the Payments icon at the top of the page to verify the refund method.

If it has been done through Account Balance, you will see the line item. (Image 5)


https://support.agiletix.com/hc/en-us/article_attachments/202688190/Image_4.png

File View A

Ticket Printer

Sales

Point Of Sale

SalesMode  Support Functions  Help

Customer Member Remove Contact

8

Items

ow With Canceled

4

Clear Order  Override Item List Payment

Refund

Agie Theatre
AMS - BaxOffice

v @&, Customer #: 23718

| -Optional Customer Classiication—

[=)- 76576 - 6/16/15 1:29 PM
78309-6/16/15 1:41 PM
78308 - 6/16/15 1:40 PM
78307 -6/16/15 128 PM

Biling Address Shipping Address. Credt Irfo
v | Bill Agile Bill Agile Credit Limit 5000
4124 Central Picke 4124 Central Picke Available Cregit $0.00
Account Balance: (s20.00)
HERMITAGE. TN 37076 HERMITAGE. TN 37076 Deferred Balance: $000
4= Payment Summary

[ &r1612015 1:40:41 PM $2000 78308-616/20151:40PM  Payment Cash

6/16/2015 1:41:12 PM 78309 - 6/16/2015 1:41 PM  Credit

Order #: 76576

lem Count: 0 ltem(s) @
Subtotal: $0.00
Ticket Fees: $0.00
Service Fees: S0.00
Order Fees: $0.00
Delivery Fees $0.00
Donations: £0.00
Tax 000
Order Total: $0.00

Balance Due an [ 0 PFLBSH G

6. Off to the side, select the Event tab and then the Line Item you wish to sell. (Image 6)

File View Action Ticket Printer SalesMode Support Functions Help

Sales.

nce | Point Of Sale

Y

Customer Member Remove Contact

Show With Canceled ~

&

Clear Order Override

[ Payment Items Refund
Agle Theatrs - @ & Customer #: 23718
AMS - BaxO )
e - Biling Address Shipping Address Credit Info
‘—Gphoﬂd Customer Classification— V| Bill Agile Bill Agile Credit Limit $0.00
4124 Ceniral Ficke 4124 Central Picke Available Credit 5000

[Membership | Seasan] Scratch Pad ] Order | Account Balance: (s20.00)
Catalog | Donation Event Gift Card HERMITAGE, TN 37076 HERMITAGE, TN 37076 Deferred Balance: $0.00

L 1 48 Payment Summary

Fims (FF)

Productions (AHP)

Shors (F5) [] 611612015 1:40:41 FM

£2000 78308-6/16/2015 1:40PM  Payment Cash

6/16/2015 1:41:12 PM (820.00) 78309- 61672015 1:41 PM  Credit

Fooon DG

Order#. 76576

tem Count. 0 ltemis) @
Sublotal: $0.00
Ticket Fees: $0.00
Service Fees: $0.00
Order Fees £0.00
Delivery Fees £0.00
Donations $0.00
Tax $0.00
Order Total $0.00
Balance Due: $0.00

foPleex o
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Image 6

7. Select the event or show from the list on the right. Add the quantity of tickets for your

new event. Then click Proceed. (Image 7)

St b 6205 B s (oo <] [t Ui 28 559 (@]

MName Day Date Duration  Venue Org Sale Status 2
Even the Rain Tue Sep 15. 2015 4:10 AM 1h 44m Certral Pike Cinema FF On Sale
Bill Cunningham New York Tue Sep 15,2015 7:15 AM 1h 24m Certral Pike Cinema FF On Sale
Bill Cunningham New York Fri Sep 18, 2015 4:00 AM Th 24m Elm Hill Cinema FF On Sale
Black Butterflies Fri Sep 18, 2015 4:00 AM Th 40m Agile Theatre {S2) FF On Sale
Sep 18, 2015 4:00 AM Central Pike Cinema
Agile Shorts Might Fri Sep 18, 2015 7.00 AM 1h 33m Elm Hill Cinema FF On Sale
Black Butterflies Fi  Sep 182015 7:00 AM 1h 40m Agile Theatre (S2) FF On Sale
Dont Fence Me In Fri Sep 18. 2015 7:00 AM 1h 14m Agile Theatre (S1) FF On Sale ¥
Previous Results Per Page: m
Tier- Sales Line Type Price Fee ServiceFee Subtotal Available
& = Ticket $1000 S000 $0.00 $10.00
+ = El\fnucher Redemption 000 s000 s0.00 £0.00
k=0 |Ticket $1000 $000 $0.00 $1000
Express Sale Add | | Proceed > ‘ | Pay >>
Cashed In Training Mode:
Image 7

8. You will then be brought back to the Line Item Summary, from there click Proceed.

(Image 8)
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@ & Customer # 23718

Biling Address Shipping Address Credit Info

Bill Agile Bill Agile Credit Limit: 2000

4124 Central Picke 4124 Central Picke Available Credit: 0.00
Account Balance: (520.00)

HERMITAGE, TN 37076 HERMITAGE, TN 37076 Deferred Balance: 50.00

ﬁ ftem Summary

9182015400 AM  Agile Theatre (52)

= 0 General Admission - General Admission

Tickst si000 $0.00 s0.00 78302
=[] Brie Flight 9/18/20154.00 AM  Central Pike Cinema Print Immediately - No Charge

S = []2 General Admission - General Admission

b [ Ticket $10.00 s0.00 50.00 78312

o [ Ticket $10.00 S0.00 50.00 78312

[ Print Immediatehy No Charge $0.00 78312

EATaT) Mo Charas so.00 78307
Yol BedXSBCogquaAlilneqagan®@
Image 8

9. On the Payment Information page under payment method select Apply Account Balance
up to ...this will apply the Account balance to the new tickets. If the Account Balance only

partially covers the full payment due, click Apply Payment. Then pay the remaining balance

as normal. Click Finalize. (Image 9)
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({‘)& Customer# 23718

Biling Address Shipping Address Credit Info
Bill Agile Bill Agile Credit Limit: $0.00
4124 Central Ficke 4124 Central Fioke Available Credit $0.00
Account Balance: (520.00)
HERMITAGE, TN 37076 HERMITAGE. TN 37076 Deferred Balance: $0.00
Payment Information Summary Info Curmrent Payments
— | [ |
(Choose Method) v e,
(Choose Method) &y
Cash $0.00
Discover
Gift Card - Fim Cash e
MasterCard 50.00
Visa $0.00
Apply Account Balance up to ($20.00)
Ma) v [Year) Danations: $0.00
Tax $0.00
Security Code —_— 2000
Minimum Ds 00
T Mk s mimum B el
Payment Total 50.00
$20.00

Apply Paymert

Image 9

Current Balance Due:

[ss [s0] [s0] [so0]

Exact Change

Void Selected
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