Adding New Items to an Existing Order

1. Log in to Sales.
2. Click the Maintenance icon [image: ] and find the existing order.
(See Order Maintenance: Viewing Specific Orders for more information.) 
[image: ]
3. Open the existing order and view the Order Summary.
[image: ]
4. Click the Event tab.
[image: ]
5. Find the item you wish to add to the order. Add the item(s) to the order and click Proceed.
[image: ]
6. The Order Summary should now reflect the new items. Once all the new items have been added, click Proceed to move to the Payment Summary page. 
[image: ]
7. The amount of the new tickets will be displayed in the Payment Information. Select the method of payment from the drop-down or from the cash amount buttons at the bottom of the screen.
[bookmark: _GoBack][image: ]
8. Once the payment has been processed, click Finalize. 
[image: ]
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Agie, Joe 106586 8/10/20154:25PM Agie Festival ‘Web - Advanced Hemitage ™ 8/10/2015 427 PM agieweb.
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Agie, Peter 106574 8/1/20151223PM Agile Festival /AMS - BoxOffice 'HERMITAGE N 8/1/201512:25PM sa
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Agie, Joe 96597 7/23/2015 11:18 AM Agie Festival ‘Web - Advanced Hemitage ™ 7/23/2015 1:49 PM sa
Agile. DeeDee 96606 7/23/20151:226 PM Agile Festival /AMS - BoxOffice 'HERMITAGE N 7/23/2015 1:41 PM sa
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Agie, William 96562 7/9/2015 227 PM Agile Festival /AMS - BoxOffice 'HERMITAGE ™ 7/9/2015 227 PM sa
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