Sales

Changing A Delivery Method In An Existing

Order

1. Log in to Sales. (Image 1)
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2. Select Maintenance on the top toolbar.(Image 2)
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3. Search for the customer by entering an Order # or Last Name. (Image 3)

Crder # | | fﬂ Last orders for |P~gile Admin - Regitc v | f
Last Name | | f Last orders you scld or maintained f

Exact Match | Barcode | Y
Customer # | | of O Membership |‘|}N|} W | P
Document # | | f Member # | |

[ ] Credit Card [ ] Gift Card

List orders for an event
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https://support.agiletix.com/hc/en-us/articles/200617005-Log-In
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4.Double click on the order you want to change. (Image 4)

MName Order # Order Date Org Buyer Type City State  Changed User
Agile, Jos 76559 6/9/2015 214 PM Agile Theatrs Web - Advanced Hermitage TN 6/9/20152:16 PM agileweb
Agile, Joe 76552 6/4/201511:02 AM Agile Theatre Web - Advanced Hermitage TN 6/4/2015 11:05 AM agileweb
Agile, Joe 76520 5/22/2015 1218 PM Agile Travel Web - Retail Hermitage TN 5/22/201512:20 PM agileweb
Agile, Joe 76518 5/22/201511:09 AM Agile Travel Web - Retail Hermitage TN 5/22/201511:10 AM agileweb
Agile, Joe 76501 5/20/2015 3:54 PM Agile Travel Web - Retail Hermitage TN 5/20/2015 3.56 PM agileweb
Agile, Joe 76500 5/20/2015 3:52 PM Agile Travel Web - Retail Hermitage TN 542042015 3:.52 PM agileweb
Agile, Joe 76438 5/18/2015 3:25 PM Agile Club Web - Retail Hermitage TN 5/18/2015 333 PM agileweb
Agile, Joe 76457 5/18/20153:23 PM Agile Club AMS - Boxoffice Hermitage TN 5/18/2015 3:24 PM sa

Agile, Joe 76480 5/18/2015 1248 FM Agile Club Web - Retail Hermitage TN 5/18/2015 12:52 PM agileweb
Agile, Joe T6462 5/11/2015 4:08 PM Agile Theatre Web - Advanced Hemitage TN 5/11/2015 4:11 PM agileweb
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Agile. Mary 76455 5/5/2015 11:57 AM Agile Theatre AMS - BoxOffice = Mo City - 5/5/2015 11:58 AM E

Agile, Joe 76446 4/23/2015 B:59 AM Agile Theatre Web - Advanced Hermitage TN 4/23/2015 5:04 AM sa

Agile, Joe 76435 4/21/2015 10:56 AM Agile Theatre AMS - BoxCHfice Hermitage TN 4/21/201511:01 AM sa

Agile, Joe 76434 4/21/201510:33 AM Agile Theatre AMS - BoxCHfice Hermitage TN 4/21/2015 10:55 AM sa

Agile, Joe 76431 4/21/2015 8:44 AM Agile Sports AMS - Advanced Hermitage TN 4/21/2015 8:45 AM sa

Agile, Joe 76430 4/20/20155:15 PM Agile Theatre AMS - BoxCHfice Hermitage TN 4/20/2015 515 PM sa

Agile, Joe 76427 4/20/20155:08 PM Agile Theatre AMS - BoxCHfice Hermitage TN 4/20/20155:13 PM sa

Agile, Joe 76423 4/20/2015 451 PM Agile Theatre Web - Advanced Hermitage TN 4/20/2015 453 PM agileweb
Agile, Mary 66430 4/16/201511:59 AM Agile Sports AMS - Advanced Hermitage TN 4/16/201512:05 PM sa
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5.Click on the green check mark at the bottom of the screen to select all items within the

order. (Image 5)

3] & Customer # 23640

Biling Address Shipping Address Credit Info

Mary Agile Mary Agile Credit Limit: £0.00

4124 Central Pike 4124 Central Pike Available Credit: $0.00
Account Balance, £0.00

Hermitage, TN 37076 Hermitage, TN 37076 Deferred Balance: 50.00

4= tem Summary

Wil Call

[=] 2 General Admission - General Admission

[] Student / Senior Ticket 58.00 50,00 S0.00 78147
[w] Ticket £10.00 8000 s0.00 78147
il Czll No Charge £0.00 78147
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https://support.agiletix.com/hc/en-us/article_attachments/202664550/select_the_order.png
https://support.agiletix.com/hc/en-us/article_attachments/202609354/select_all_in_order.png
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6. Once all items are selected, click on the Envelope icon at the bottom of the screen.

(Image 6)

Image 6

**Note: If your 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” so the

delivery method can be changed. (Image 7)

A Agile 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.

LA | | Cancel

Image 7

7. The Change Delivery Methods window will appear click on the show all button and then
select the desired delivery method from the drop down menu. Once you have made your

selection click OK. (Image 8)


https://support.agiletix.com/hc/en-us/article_attachments/202609364/select_the_envelope.png

A Change Delivery Methods "

Desired Method
Select For &l | Prirt Immediately - No Charge - $0.00 v| | Showal |
Print Immediately - Mo Charge - £0.00

E-Delivery - No Charge - £0.00
Will Call - Mo Charge - 0.00

Deliverable tems

Bride Flight "Wl Call - No Charge - $0.00 v

Image 8

8. Your new delivery method should now be displayed on the screen within the order. Once

verified select Proceed (Image 9)

ﬁ ftem Summary
1= [] Bride Flight 5/18/2015 1:45 PM Central Pike Cinema E-Delivery - No Charge
B 2 [[12 General Admission - General Admission
+ [] Student / Senior Ticket 58.00 $0.00 50.00 78147
“oe ] Tieket 51000 s0.00 s0.00 78147

B E-Delivery No Charge
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Image 9
9. If this is an even exchange and no money is due click Finalize to complete the changes

made. If there is a balance due or a refund owed to the customer process the

payment/refund to finalize the order. (Image 10)


https://support.agiletix.com/hc/en-us/article_attachments/202664490/new_delivery_method.png

m %, Customer # 23640

Billing Address Shipping Address Credit Info
Mary Agile Mary Agile Credit Limit: 20.00
4124 Central Pike 4124 Centrsl Pike Available Credit: $0.00
Account Balance: $0.00
Hermitage, TN 37076 Hermitage. TN 37076 Deferred Balance: £0.00
e — | SUmmary Info Curmert Payments
Amours
Cash W
2 Subtotal: 50.00
Ticket Fees: $0.00
Card Holder Name Senvice Fees: S
Order Fees $0.00
Excpiration Date Delivery Fees: $0.00
Mo) v | (Year) Pl iy
. Tax: $0.00
Security Code Total $0.00
Minimum Due: $0.00
Training Mode Active
$0.00
$0.00
o S

Cashed In Training Mode

Image 10

***Note: When your changes have been finalized you may get a confirmation pop-up

screen. This will allow you to send a confirmation and/or print at home ticket(s) to the

customer.


https://support.agiletix.com/hc/en-us/article_attachments/202664480/finalize_money.png

