Order Receipts in AMS

Order Receipt Behaviors

You now have the ability to customize the way a terminal deals with order receipts.

1. In the sale screen, click the Ticket Printer option at the top of the screen.

2. Next, hover the mouse over the Order Receipt Behaviors button.
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3. There are three options that you can select for your order receipt behaviors:

Order Receipt > |
Order Receipt Behavior > Always Print
¥ Prompt at Finalize
Print Manually

e The first option is Always Print: this means that you will print an order receipt with
every order.

e The second is Prompt at Finalize: this will generate a prompt while you are
completing an order that asks whether a receipt should be printed.
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e The third and final is Print Manually: if you select this you will have to print the
order receipt manually.

Select the option that works best for your organization.

Reprinting Order Receipts

You may have an instance where you will need to go back to an order and print or reprint
the order receipt.

1. Click the Maintenance icon.

Maintenance

2. Look up and select the order.

Order [T o Lstodenfor [TketsNashlet v| o
LastName  [Camaway ]« Last orders you sold or maintained 4

Exact Match — 1 «
Customer & &P Membestic [ ] &P
Document 2 4 Member £

Gt Cand [1GA Conl List orders for an event P
Name Order s Order Date o Buyer Type ay State  Changed User
Camaway. Nick 5464656 4732018 1127AM Theatre (@A) AMS - Standerd Galetin UT 43208 1133AM
Camamay. Nick 6464652 43720181040 AM Agle Theater GA) Web - Standerd Galatin UT 432018 1046 AM belcoutwebuser
Camaway. Nick 6464651 4/3/2018 1037 AW Agle Theater GA) AMS - Advanced Galatin UT 4320181037 AM stewarthe
Camaway. Nick 6264650 47320181035 AW Agle Theater GA) AMS - Advanced Galatin UT  43/2018 1036 AM stewardhc
Camaway. Nick 6464624 4/3/2018917AM Agle Theater (GA) AMS - Advanced Galatin UT 432018923 AM stewarthe

3. In the open order, click the green checkmark at the bottom of the page to select the
items in the order.

Event Name Event Time Venue  Price Preservation Fee Service Fee Sold For Transaction Fuliilled
gor

fill Call - Pick up at box office
=[®] 1 General Admission - General Admission

(] Adult Matinee $850 50.00 5150 8017423
Delivery Fee Delivery Price Type. Delivery Fee Transaction
EAwin Call Pick up at box office. $000 8017423
Donation Amount Transacbon
[Givetothe: ] 52500 8017423
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4. At the bottom of the screen, click the Order Receipt icon to print the order receipt.
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