Express Sale in AMS allows box office staff to quickly sell tickets to a single show or event
on the night of the show. In order for Express Sale to work, there must be a printer
attached to the computer.

1. Login to Sales.

2. Cash In for the day. (Click here to learn how to cash in.)

A Agent Cash In / Cash Out X
User Batch Info  User Batch Search
User Info: |Hannah Steward (ADSC) |
User ID: 4323 ] OpeningCash: 20000 |3
User Batch ID: |50474 ] Closing Cash: 1Ej§
Accounting Batch ID: [1081 ] ClosingChecks: (000 [2]

Batch Open Date: |6/1 3/2017 10:34:05 AM ]

Batch Close Date:  [7/31/20171:30:22PM |

Notes
Suzie is opening today.

i [ i

| ViewReport | | Cashin | Apply Resst || Cose |

Signed On User: Hannah Steward ( stewardhc )

3. Select the Buyer Type from the drop-down menu on the left side of the screen.

Agile Art House Sandbox v

-Select Buyer Type- v
—-Select Buyer Type—
AMS - Box Office



https://support.agiletix.com/hc/en-us/articles/204319670-Cashing-In-and-Create-a-Daily-User-Batch-in-AMS

4. Click the Event tab and select the group that houses the event you wish to sell.

sl

[‘Agile At House Sandbox
| AMS - Box Office
—Customer Classification Not Available—

Membership Package
Catalog Donatiiﬂ Card
l |

Agile Client 1 (ACT1)

Agile Silver (AS)

Community Ballet Company (CBC)
Fundraising Events (FE)

<

Special Events (SE)

oo HEF

Venue Al Venues v
Category | Al Categories v
Keyword [ I
Start Date [ 7/31/2017 B~ I
End Date | 7/31/2019 B |

| Seach |

5. Select the Event. (Please note that if you have restricted prices to sell, you will need to
check the Restricted Prices box before going into Express Sale.)

Duration  Venue

hém  Agle At House 1
1h2im  Agie At House 1

th2im  Agie At House 1
2h 4m Agile At House 1
2h 4m Agile At House 1
2hdm Agile At House 1
2h 4m Agile At House 2

Sale Status

Not Sellable
On Sale

On Sale
On Sale
On Sale
On Sale
On Sale

~

St Date [Mon, Wl 312017 [+ | Inventory | Open VI OaTes DRestictedPrces B8
Name Day Date

Jaws Sin 4 30,2017 1000 PM

Nosferatu Mon _Jul 31,2017 1:30 PM

Nosferatu Tue Aug 1,2017300PM

Jaws Tue Aug1,201710:00 PM

Jaws Wed Aug 2,2017 200 PM

Jaws Wed Aug 2, 2017800 PM

Jaws Thu  Aug3,20172:15PM

P | Newt | ResutsPerPage: 20 [3]

6. Once you have selected your event, click the Express Sale button at the bottom right of

the screen.



https://support.agiletix.com/hc/article_attachments/115012885463/IMage_4.jpg

[ Eoress soe |

(Note: If the Express Sale button is not available, make sure that the Terminal ID is set up
and that you have a printer assigned to that terminal. The Terminal and Printer are both
set up in Administration in the Settings folder, under Location.)


https://support.agiletix.com/hc/article_attachments/115012885423/Image_5.jpg

A Terminal: New

Agile Demo Sandbax

- Office

General Ticket Printers  Other Devices CC Teminal Interface Settings Notes

Terminal Type
Terminal Name
Key

Address 1
Address 2

City

State / Province

Zip / Postal Code

Enabled

Assigned

 Agent Managed Workstation v|

|

|

To create a Terminal ID, input the Terminal Name

and Key. Then, select "Apply" and "OK."

0K Cancel

Apply



https://support.agiletix.com/hc/article_attachments/360047721032/ESstep6-2edit.jpg

A Terminal Hannah's PC

_l Agile Demo Sandbox
5 @) Select the Ticket Printers

Office
tab. 2192
General Ticket Printers  Other Devices CC Teminal Interface Settings Notes
Printer Name Printer Type Form Type Defautt  Batch Shared  Enabled
Ticket Printer Boca FGL Compat... Ticket False True False True
A Terminal Printer: Ticket Printer X \
- @) Right-click
Agile Demo Sandbax and select
’ "New."
Printer Type T[.Boca FGL Compatible 300 DPI v 1
Form Type Ticket v]
Cut Type Not Applicable vl
Printer Name | Ticket Printer |
UNC |T|cket Printer | \ Browse \
Debxd 0 €©)) select the Printer Type which matches your
Batch Printing printer. Beside Form Type, select "Ticket."
Name the Printer, and then find the UNC by
Share Printer ] clicking "Browse."
Then, select "Apply" and "OK."
Enabled
| 0K Cancel Apply
‘ Unassign [ oK ] [ Cancel Apply

Then, make sure that the printer is selected in the Sales screen.



https://support.agiletix.com/hc/article_attachments/360047721532/ESstep6-3edit.jpg

File Vew Action \TlcketPnnter\ Sales Mode Support Functions  Help

Sales \Mamte. Printing Enabled er  Override

Customer Member Remove Contact
|Agie At House Sandbc  Print Test Ticket bre: [ [ ][] Emai | | zi: [
| AMS - Box Office Header Ticket >

= 9

Item List Payment

Bulletin Board

Order Receipt >

Membership Package
Catalog Donation Event Gift Card

7. The Express Sale screen will allow you to only sell tickets for a single event which you
have selected. From the Express Sale screen, you will enter the number of tickets you need
to sell to a patron on the left-hand side of the screen. Then, click the green +Add button.

Tier - Sales Line Type Price |
o == [0 | Member 800 ¢
=10 |Studert 750 ¢
& = [0 Jicrromoson L
b = [0 |TicketPack Redemption 5000 ¢
= [0 Jaramember 00 ¢
o = [0 | Complimentary 5000 ¢
< I >
e add € remove

8. At the right of the screen, you should now see the order information. The Payment
information is on the bottom right of the screen. If a credit card swipe is attached to the
computer, you may swipe the card.

If you do not have a credit card swipe, choose the payment method from the drop-down
menu and enter in the required information. If the patron is paying with cash, select the $
icons at the bottom of the screen based on the cash amount paid. Click the Apply
Payment button to complete the transaction.
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A Express Sales - 8 X
'a?” Event  Nosferatu Date: Mondzy. Jul 31, 2017 1:30 PM Inventory Group: Open

Tier-Sales Line Type Price  H

312017 1:30PM  Agile Art House 1

o= [0 | Member 800 ¢
o= [0 Reguer 1000 ¢
=0 |suden 750 ¢
& = [0 ]sgieFromoion 200
o == [0 |Ticket Pack Redemption s000
g o= [0 Jaramenter 8o o
& = [0 complimentary 5000

9 remove
Curent Payments
5 $2000 Payment Information
- —

5000

5000

5000

000

$2000
g s A 2000 m?mm_ru; :{,ﬁ
| oy Pt | [s1 (s (50 [s20] s [s10] Void Sdcted

9. If you need to clear an order, you must do so before you process the payment. Click
the Trash icon at the top of the screen.

10. If you need to sell a reserved seat, click the seat icon at the top of the screen. You will
then be taken to the seating chart, where you can select your seats. Then, click Proceed.
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A I
"iv)il ale Event  Giselle Date: Monday. Aug 14, 2017 3:00 PM Inventory Groug: Open

. > A Giselle 8/14/2017 3:00:00 PM - o X
Tier- Sales Line T @ P Fee S e
UM-&‘.‘HN Click the Seats Area [Foor Section: [Cassc Zoom: [100% v| [ Seathombers (] Show Restricied Prices 9
=0 | icon. $5000 $200 50 r B BEARTHE R Inventory  ~Open Y
=0 |sudent $3000 5200 O N e ] [ 6 (8 Tier - Alters - ®
) - | v s B U B 6 —
b = [0 |paletCless  [EIUESNREM .| s2500 000 SO L T e e e e Sections: mpective
o = [0 |complimentary 000 S000 SO « |EEZ I e 6] e ) I S e | ) s ol [ [ Floor
o [ e ] e S e e s M e PR e Omc"f"
] ey - Admission v O 2 I S 2 o o e e —
T o[BS A ) e ) e e 1 ) 8 e 16 Balcony - 44
+-“ et it F1 o2 3 4 5 c  EANEEEEE 1 2 1ow ow )
o= [0 Jsudent $1500 8200 0 € 510 o s I s e i e e il U o el 18 i Select the
b =0 |palletCless |ETZEZEEEEM v| s1500 s000 SO 0 | o o [ESH [N Eou el i el WoN (50l Kl 1522 s e Nl el e seats.
[d" C [ hE 8 ie (e A o] e A ] 1 [ [l [ @
o Ol Lot S B |i7h ] 3] [ ) e e e o0 o) iz (3]l [l ] T
A i e ) R 7 ) T e T 9
Tier - Sales Line Type Price Fee ServiceFee Subtotal
] Flooe - Admission
3 ¥ &= | adutt $5000 $200 $0.00 $5200
e add b &0
Payment Information Summary Info Cument Payments
Amount |0.00
(Choose Methad) T
Document Number e
Ticket Fees:
Card Holder Name Service feen Add Remove | | Remove Al Assigned info oK
Order Fees:
Expiration Date Delivery Fees: Selected seats: 4
R [ Dorations
Tax
Security Code Total:
Minimum Due: s0.00  Peyment Total 5000
A Balance: $0.00
Apply Paymert s1 s5 $10 $20 $50 $100 Exact Change Void Selected
11. If you need to know any information about the event, you can click on
the Information icon at the top of the screen. From here, you should see all the
information about the event.
A .
I'«ifﬁvm Nosferatu Date: Monday. Jul 31, 2017 1:30 PM Inventory Group: Open
Tier - Salos Line Type Price
] General Admission - Admission e _ o x
b == [0 |Member
= JRegr Evert Descriton Verue Description Sale Date fo. Comp Polcy  Event Notes Venue Notes _ Customer Service Cortact
= ' I n
o = [0 |agile Promotion [Evter/Sciect Promo JRR Y Y
o = [0 |Ticket Pack Redemption $000 ¢
o = [0 |asaMember v ss00
&= [0 |compiimentsey 000 ¢
= = Nosfer
osferatu v
e aaa ¥ remoe Monday. Jul 31, 2017 1:30 PM
Paymert rfomaton Summary o = Curert Paymerts
Amount |0.00
{Choose Method)
Document Number
Ticket Fees: $0.00
Card Holder Name Sevios Fees $000
Order Fees. $0.00
e Delivery Fees 5000
I~ (e Donations $0.00
~ Tax 5000
FehNEes Toal $0.00
Minimum Due: s0.00 Payment Total: $0.00
Balance $000
Apply Payment $1 $5 $10 $20 $50 S100  Exact Change Voud Selected
User: stewardhc

12. Once you have processed the payment, your screen should clear. You are ready to
process your next order.
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