Searching and Filtering in Bulk Fulfillment

1. Log into Sales

2. Click on Support Functions, Fulfillment, and Regular

Support Functions Help
Web Portal LR
Fulfillment > Regular
Free Form Tickets > Package

PRone T T | Eme Membership
Gift Card

date |Tue,Feb 282017 [@~ | In

3. This will take you to the Bulk Fulfillment area. Click on Will Call from the Delivery

Methods section on the left.

A Fulfillment

Orders To Fusil

Delivery Methods ~ Fulfilment Batch
[112020156:15AM  Central Pike Cinema AgileFilm  AMS-BoxOfice 86570 23640 Agile, Mary 5000 2

e ———1 [O2520151245PM  Eim Hill Cinema AgileFilm  AMS-BoxOfice 5354 2081 Steward, Richard  $0.00 2

Devely Method Tickels [12520151245PM  Central Pike Cinema AgileFilm  AMS-BoxOfice 15972 23688 Steweard, Mary 5000 2
waca 31| []2/620156:00 PM Agile Main Stage AgileFilm  Veb-Advanced 5127 2419 Jones, Joe 5000 1
USPS First Class 3 [ 2622015 6:00 PM Central Pike Cinema AgileFilm  AMS-BoxOfice 76427 23541 Agile, Joe $10.00 2

[J3132015100PM  Agile Theatre (Screen!)  AgileFilm  AMS-BoxOffice 126950 63352 Agile. DeeDee 5000 2
[J3132015100PM  Agile Theatre (Screen!)  AgileFilm  AMS-BoxOfice 126351 73368 Gatsby. Jay 5000 8
[]3132015100PM  Agile Theatre (Screen!)  AgileFilm  AMS-BoxOfice 126952 73969 Buchanan, Daisy 000 3
[J312/2015 1:00 PM Agile Theatre (Screent) AgileFilm  AMS-BoxOffice 126953 73346 Agile, Peter $0.00 2
[J3132015100PM  Agile Theatre (Screenl)  AgileFilm  AMS-BoxOfice  12695¢ 23541 Agile, Joe 000 6
[J3132015100PM  Agile Theatre (Screenl)  AgileFilm  AMS-BoxOffice 126955 1234 Smith, John 000 2
[J5162015530PM  Central Pike Cinema AgileFilm  AMS-BoxOffice 5154 22859 Boy Scouts 000 2
222017200 PM Central Pike Cinema AgileFilm  AMS-BaxOffice 137639 94365 Harper, Sabrina 5000 1
[ 2722017 2.00 PM Central Fike Cinema AgileFilm  AMS-BoxOffice 137644 94365 Harper, Sabrina $0.00 1
2272017200 PM Central Pike Cinema AgileFilm  AMS-BoxOfice 137962 84254 Poter, Harry 5000 2
(232017 1:30 PM Agile Main Stage AgileFilm  \Web-Advanced 127265 8423 Steward, Richard ~ $0.00 1
[ 232017 7:00 M Agile Main Stage AgileFilm  AMS-BoxOfice 137456 23541 Agile, Joe 52800 2
232017 7.00 PM Agile Theatre (Screen3)  AgileFilm  Web-Advanced 137460 73345 Agile, Dot 5000 2
232017 7:00PM Agile Theatre (Screen3)  AgileFilm  AMS-BoxOfice 137538 23542 Agile. Melinds 5000 4
232017 7:00 PM Elm Hill Cinema AgileFilm  AMS-BoxOffice 137595 63352 Agile. DeeDee 5000 8
[ 242017 400 PM Elm Hill Cinema AgileFilm  AMS-BoxOfice 13753 63352 Agile. DeeDee 000 4
[ 242017 400 PM Central Fike Cinema AgileFilm  AMS-BoxOffice 137537 72956 Munster. Lily 510000 4
[ 2472017 400 PM Elm Hill Cinema AgileFilm  AMS-BoxOfice 137961 84254 Fotter, Harry 5000 2
[ 2552017400 PM Agile Theatre (Screent)  AgileFilm  AMS-BoxOffice 137461 94324 Laufeyson. Loki  $0.00 4
[ 2562017400 PM Agile Main Stage AgileFilm  \Web-Advanced 137477 5333 Biber, hope 5000 2
[ 262017 7:00 P Elm Hill Cinema AgileFilm  \Web-Advanced 137478 73345 Agile. Dot 5000 2
[J2720171100AM  Central Pike Cinema AgileFilm  AMS-BoxOfice 137507 73368 Gatsby. Jay 5000 4
127712017 7:00 PM Agile Theatre (Screent)  AgileFilm  Web-Advanced 137459 73345 Agile. Dot 5000 1
[12820171100AM  Agile Main Stage AgileFilm  AMS-BoxOffice 137596 23541 Agile. Joe 000 4
[ 322017 6:00 PM Agile Theatre (Screen3)  AgileFilm  AMS-BoxOffice 137964 4325 Quinzel, Harleen  $0.00 2
[ 4552017 2:00 PM Agile Main Stage AgileFilm  AMS-BoxOfice 137363 84256 Potter, Harry 5000 3
[112142017600PH  Central Pike Cinema AgileFilm  AMS-BaxOfice 137878 23541 Agile. Joe 5000 4
[J1/152018700PM  Central Pike Cinema AgileFilm  AMS-BoxOfice 26073 22915 XYZ Church 5000 2
[]2272018700PM  Central Pike Cinema AgileFilm  AMS-BoxOffice 26143 23541 Agile, Joe 5000 2
[12272018700PM  Central Pike Cinema AgileFilm  AMS-BoxOfice 26146 23541 Agile, Joe 5000 2

Options [J22772018700PM  Central Pike Cinema AgileFilm  AMS-BoxOfice 26147 22241 Steward, Richard ~ $0.00 2

] H4de Orders Weh Balance Due [1227/2018700PM  Central Pike Cinema AgileFilm  Web-Advanced 26149 23541 Agile. Joe 5000 2

DJbide Ordrs Loss Than 24 [3] Hows O o ] [ seoch yo)

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.


https://support.agiletix.com/hc/en-us/article_attachments/115001526443/Image_2_Delivery_Methods.jpg

Orders To Fufil

[ 2/612015 6:00 PM Agile Main Stage Agile Film \Web - Advanced 5127 23418 Jones, Joe $0.00 1
[ 2/6/2015 6:00 PM Central Pike Cinema Agile Film AMS - BoxOffice 76427 23541 Agile, Joe $10.00 2
[ 311312015 1:00 PM Agile Theatre (Screen1) Agile Film AMS - BoxOffice 126854 23541 Agile, Joe $0.00 6
1232017 7:00 PM Agile Main Stage Agile Film AMS - BoxOffice 137456 23541 Agile, Joe $28.00 2
[ 2/812017 11:00 AM Agile Main Stage Agile Film AMS - BoxOffice 1375%6 23541 Agile, Joe $0.00 4
[] 1211472017 6:00 PM Central Pike Cinema Agile Film AMS - BoxOffice 137878 23541 Agile, Joe $0.00 4
[ 212712018 7:00 PM Central Pike Cinema Agile Film AMS - BoxOffice 26143 23541 Agile, Joe $0.00 2
[ 21272018 7:00 PM Central Pike Cinema Agile Film AMS - BoxOffice 26146 23541 Agile, Joe $0.00 2
[ 212772018 7:00 PM Central Pike Cinema Agile Film \WWeb - Advanced 26149 23541 Agile, Joe $0.00 2

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).

Central Pike C"

Elm Hill Cinema

Central Pike Cinema

6. From here you can deselect information and narrow your search field.


https://support.agiletix.com/hc/en-us/article_attachments/115001526423/Image_3_Name_Search.jpg

[w] (Select All)

[] Elm Hill Cinema

Ml Central Pike Cinema

Agile Theatre (Screen1)
[“] Agile Theatre (Screen 3)
Agile Main Stage

B Text Fiter ~

V= Apply & Clear X Cancel

7. Select Apply to set your filter perimeters.

Orders To Fuffill =
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8. You are now ready to print the filtered or selected items in the fulfillment queue.
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