[bookmark: _GoBack]Searching and Filtering in Bulk Fulfillment
1. Log into Sales
2. Click on Support Functions, Fulfillment, and Regular 
[image: https://support.agiletix.com/hc/en-us/article_attachments/115001541446/Image_1_Support_Functions_Fulfillment.jpg]
3. This will take you to the Bulk Fulfillment area. Click on Will Call from the Delivery Methods section on the left. 
[image: https://support.agiletix.com/hc/en-us/article_attachments/115001526443/Image_2_Delivery_Methods.jpg]
4. In order to search for an individual person, enter the Name of the Person in the Search field at the bottom of the screen. This will then pull all of the Customer Orders for anyone with that Name.  Select the Order(s) you wish to print. 
[image: https://support.agiletix.com/hc/en-us/article_attachments/115001526423/Image_3_Name_Search.jpg]
5. You can Filter columns to show only the specific orders/items you wish to print. Choose the column header you wish to Filter and click on the up/down arrow. Choose the filter parameters you wish to see. (i.e. event, venue, org, buyer type, order number, confirmation number, name). 
[image: https://support.agiletix.com/hc/en-us/article_attachments/115001541466/Image_4_Arrow_in_the_Column_header.jpg]
6. From here you can deselect information and narrow your search field. 
[image: https://support.agiletix.com/hc/en-us/article_attachments/115001541486/Image_5_Search_Field.jpg]
7. Select Apply to set your filter perimeters. 
[image: https://support.agiletix.com/hc/en-us/article_attachments/115001526543/Image_6.jpg]
 8. You are now ready to print the filtered or selected items in the fulfillment queue. 
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Name
Jones, Joe
Agile, DeeDes.
Gatsby. Jay.
Buchanan, Daisy.
Agile, Peter
Agile, Joe

Smith, John
‘Steward, Richard
Agile, Dot

Agile Melinda
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Lavfeyson, Loki
Biber, hope.
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Agile, Joe
Quinzel, Harleen
Foter, Harry.
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Agie, Mary

Biber hope
Agile, Dot
Gatsby. Joy
Agile, Dot

Agile, Joo
Quizel Harleen
Potter, Harry
Agile. Joe

XYZ Church
Agie Jo
Agie.Jos
‘Siewar, Richard
Aaile. Joe
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