Copy/Importing From A Past Event

1. In Administration, open the Sales Organization folder and select Event.

L’.I @ Agile Sports

\_HH Security

\_‘d Corporate Information
:E Accounting

:}S Pricing

g Web

 Gate Control

23 iﬂ Customer

@ System Messages
- ﬁ' Community Qutreach
ﬁ' Concert Events

& W] Membership 2015

- ﬁ' Mon Admission ltems
EI ﬁ' SportEvents

EI ﬁ' 2014 Seasons

@ Template

@ Payment Palicy

$ Price
B ﬁ' Packages

B ﬁ' Season Tickets

2. Search for the previous event that you wish to copy. Right-click on the event and select Copy/Import.
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3. The Copy/Import window will appear.

2014 Seasons
Copy From:  Game 44 Omaha Royals

Copy Type: Copy Details: Copy To Onganization
®) Event () Physical Only - Agile Sports
Ty - Community Outreach

() Template Concert Everts
®) Price  Membership 2015
n Admission ftems

Options
[#] Copy empty fields from source event
[] Caleulate End Date from Duration

[[] Choose Template to copy from

||| | o | o

e Under the Copy Type, select Event.

¢ In Copy Details, choose what you would like to copy from the original event. Choose Physical
Only if you only want to copy the event information. Choose Tier/Inventory if you want to copy
the event information with the same tier inventory. Choose Price if you want to copy everything
including the prices that were originally built with the past event.

¢ In Copy to Organization, select the Sales Organization folder to which this event needs to be
copied.

4. For a single event that you are copying, click Add Event in the bottom left-hand corner.
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5. A database field will appear. In the Start Date, enter the date and time of the event. In the End

Date, enter the ending time of this event (i.e. Event XYZ is on September 1, 2020 at 7PM and the runtime
of that show will have the event end on September 1, 2020 at 9:30PM for a total run time of 2 hours and
30 minutes).
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6. Type in the External and Internal name for this year's show. NOTE: If the event name is the same as it
was last year, then leave the External Name and Internal Name blank as it will copy everything from last
year.
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7. If you have more than one showing of this event, repeat steps 4 through 6 to add additional events.
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8. Once you have all the event dates, click Apply to copy the events to the Blue Sales Folder.
9. Go to the Blue Sales Folder to update, edit text, descriptions and images for that event.

10. Once you have completed your edits, place the event(s) on sale.

Recurring Dates

11. In Administration, open the Sales Organization folder and select Event
12. Search for the previous event that you wish to copy. Right-click on the Event and select Copy/Import.
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e Under the Copy Type, select Event.

o In Copy Details, choose what you would like to copy from the original event. Choose Physical
Only if you only want to copy the event information. Choose Tier/Inventory if you want to copy
the event information with the same tier inventory. Choose Price is you want to copy everything,
including the prices that were originally built with the past event.

o In Copy to Organization, select the Sales Organization folder to which this event needs to be
copied.

e Make sure that the box next to Copy Empty Fields From Source Event is checked.


https://support.agiletix.com/hc/article_attachments/203041580/copy_import_shee.png

[Ber et o]

14. Click the Copy Recurring button to add recurring dates using this event.
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15. Enter the Date and Time that your events will start.
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16. Check the box next to the days that this will be recurring.

17. In the Through date box, enter in the last day that your event will repeat.

[ Monday . I 30.2018 [~ |

18. Click OK.



19. Your events will be generated.

Date TED | Start Date

[End Date

1.—

1000000000000

03/09/2018 12:00 PM
03/12/2018 12:00 PM
03/14/2018 12:00 PM
03/16/2018 12:00 PM
03/19/2018 12:00 PM
03/21/2018 12:00 PM
03/23/2018 12:00 PM
03/26/2018 12:00 PM
03/28/2018 12:00 PM
03/30/2018 12:00 PM
04/02/2018 12:00 PM
04/04/2018 12:00 PM

03/09/2018 03:00 PM
03/12/2018 03:00 PM
03/14/2018 03:00 PM
03/16/2018 03:00 PM
03/19/2018 03:00 PM
03/21/2018 03:00 PM
03/23/2018 03:00 PM
03/26/2018 03:00 PM
0372812018 03:00 PM
03/30/2018 03:00 PM
04/02/2018 03:00 PM
04/04/2018 03:00 PM

20. Click Apply to save and OK to close the window.

NOTE: These events will need to be placed on sale once you have copied them. To Learn how to place
multiple events or shows on sale, Click HERE.
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