Upgrading a Membership

1. Log In to Sales.
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2. Select Maintenance and look up the order by inputting the customer's Last
Name, Order # or Member #. Then select the order you want to work with.
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3. Double click the order that you want to

change and go to the Order Item Summary.

MName Order # Order Date Crg
Agile, Mary TB461 5/7/201510:13 AM Agile Theatre
6/11/2015 12:43 PM Agile Theatre
Agile, Joe 76559 6/9/2015 214 PM Agile Theatre
Agile, Joe 76552 6/4/201511:02 AM Agile Theatre
Agile, Joe 76520 5/22/2015 1218 FPM Agile Travel
Agile. Joe 76018 5/22/2015 1108 AM Agile Travel
Agile, Joe 76501 5/20/2015 3:54 PM Agile Travel
Agile, Joe 76500 572042015 3:52 FM Agile Travel
Agile, Joe 76498 5/18/2015 325 FM Agile Club
Agile, Joe 76497 5/18/2015 323 FM Agile Club
Agile. Joe 76480 5/18/2015 1248 FM Agile Club
Agile, Joe TB462 5/11/2015 4:08 PM Agile Theatre
Agile, Mary 76455 5/8/2015 11:57 AM Agile Theatre
Agile, Joe 7E446 4/23/2015 8:53 AM Agile Theatre
Agile, Joe 76435 4/21/2015 10:56 AM Agile Theatre
Agile, Joe 76434 4/21/201510:33 AM Agile Theatre
Agile. Joe 78431 4/21/2015 8:44 AM Agile Sports
Agile, Joe 76430 4/20/2015 5:15 PM Agile Theatre
Agile, Joe 76427 4/20/2015 5:08 FM Agile Theatre:
Agile, Joe 76423 4/20/2015 451 PM Agile Theatre

Buyer Type City State  Changed User
AMS - BoxOffice Hermitage TN 6/12/2015 11:38 AM sa
HERMITAGE 6/12/2015 11:09 AM

Web - Advanced Hemitage TN 6/9/20152.16 FM agileweb
Web - Advanced Hemitage TN 6/4/2015 11:05 AM agieweb
Web - Retail Hemitage TN 5/22/20151220 PM agiewsh
Web - Retail Hemitage TN 5/22/2M5 1110 AM agieweb
Web - Retail Hermitage: ™ 5/20/2015 3:56 PM agileweb
Web - Retail Hemitage TN /2042015 3:52 PM agileweb
Web - Retail Hemitage TN 5/18/2015 3:33 PM agieweb
AMS - Boxoffice Hemitage TN 5/18/2015 3:24 PM 53

Web - Retail Hemitage TN 5/18/2015 1252 FM agiewsb
Web - Advanced Hermitage ™ 5/11/2015 411 PM agileweb
AMS - BoxOffice = No City = - 5/5/2015 11:58 AM 53

Web - Advanced Hemitage TN 4/23/2015 9:.04 AM sa

AMS - BoxCffice Hemitage TN 4/21/201511:01 AM 53

AMS - BoxCffice Hemitage TN 4/21/2015 10:55 AM 53

AMS - Advanced Hemitage TN 4/21/2015 8:45 AM EE)

AMS - BoxOffice Hermitage: ™ 4/20/2015 515 PM s3

AMS - BoxCffice Hemitage TN 4/20/2015 513 PM 33

Web - Advanced Hemitage TN 4/20/2015 4:53 PM agieweb



https://agiletix.zendesk.com/hc/en-us/articles/200617005-Log-In

4. In the Order Item Summary click the price of the membership you wish to update.

&& tem Summary

=[] 1Club Film Circle —I

B Film Buff DeeDee Agile 10616 £45.00 $0.00 USPS First Class - No Charge 12 Months 78224

[]USPS First Class Mo Charge £0.00 73264
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5. The Change Price widow will popup. Select the New Price under Selectable Prices.

A Change Price “

Effective Sale Date

June 12,2015 400PM  [F~ | | Get Prices

Selectable Prices

Film Circle (Select Mew Price) (¥
{Select Mew Price)
Film Buff - 545.00

Film Buff (Renewal) - 345.00
Premiere - $100.00

Premiere (Renewal) - $100.00




6. Once you have selected the new price, you will see the updated membership type in
the Item Summary screen. Click Proceed to move to Payment window.

Gi ltem Summary
Sales Line Type Membership Member # Price Service Fee Delivery Expires Transaction Fulfilled
=l 1Club Film Circle
] Premiere DeeDee Agile 10616 £100.00 50.00 USPS First Class - No Charge 12 Months 78285
Delivery Fee Delivery Price Type Delivery Fee Transaction
[CJUSPS First Class Ne Charge £0.00 78264
S P T ] - . w o
le"'— LU T D R ] s :;Tx‘r S Proceed >

7. 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.

Eh) & Customer #: 43934

Biling Address Shipping Address
DeeDee Agile DeeDee Agile
1313 Mockingbird Lane 1313 Mockingbird Lane
HERMITAGE. TM 37076 HERMITAGE. TN 37076
Payment Information Summary Info
Amount |55.00

{Choose Method) e P

£55.00
50.00
£0.00
$0.00
¥ - 50.00
(Mo ) (Year) Donatiens: £0.00
' ' Tax: 50.00
Total: £55.00

Minimum Due: $55.00

Training Mode Active

Payment Total:
Current Balance Due:

Apphy Payment Finalize 51 55 510 520 550 | |$100 | |Exact Change




