Exchange/Sell Tickets for an Event Passed
1. Log in to Sales.
2. If making an exchange, click on Maintenance [image: https://agiletix.zendesk.com/hc/en-us/article_attachments/201639126/2015-10-13_100418.png]and search for the Order Number you need to exchange. Otherwise go to step 3.
[image: https://agiletix.zendesk.com/hc/en-us/article_attachments/201639156/Maintenace_.png]
3. Click on the Event tab and the correct heading below.
[image: https://agiletix.zendesk.com/hc/en-us/article_attachments/201639136/Event_Tab.png]
4. In the Start Date, back date it so it catches the event.
[image: https://agiletix.zendesk.com/hc/en-us/article_attachments/201639146/use_this_start_date.png]
5. Click on the event and at the bottom of the screen, click Allow Sale.
[image: https://agiletix.zendesk.com/hc/en-us/article_attachments/201639186/allow_sale.png]
6. Complete the sale as normal. See Exchanging Tickets or Selling Tickets in AMS for more information. 
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Name Order # Order Date: Org Cy State  Changed User
Agie, Joe 116701 10/8/2015 8:50 AM AgieTheatre Hemitage: N 10/8/2015 8:50 AM sa
Agile, Jill 116687 10/7/2015 9:50 AM AgieTheatre 'HERMITAGE N 10/7/2015 9:52 AM sa
Agie, DeeDee 116685 10/7/2015 9:43 AM AgileTheatre ANTIOCH ™ 10/7/2015 9:43 AM sa
Agile, Peter 116684 10/7/2015 9:34 AM AgileTheatre HERMITAGE ™ 10/7/2015 9:36 AM sa
106663 9/29/2015 1:47 PM Agile Theatre HERMITAGE TN 9/29/2015 1:47 PM sa
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@ Customer#: 23541
Membership: 40626 - Film Buff
Biling Address
Joe Agile
4124 Central PK

Hermitage, TN 37076
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Sep 21,2015 1200 PM
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[ 1\ Membership Beneit Summary For Event
1 General Admission Friend Comp ticket remaining.

Tier- Sales Line Type. Price Fee ServiceFee Subtotal Available
=0 |Ticket $1000 s000 s000 s1000
& =0 |FriendComp 5000 5000 $000 5000
b = 0 Voucher Redempion 5000 s000 s000 5000
=0 |Ticket $1000 s000 s000 s1000
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