Selling a New Membership in POS

1. Login to Agile Ticketing Solutions. If you have not received your user credentials, please
contact your system administrator to set up your username and password.

2. Make sure that you are cashed in before starting sales for the day. See "How to Cash In
Using POS" for further instructions.

3. You will need to set a buyer type before you can start processing sales for the day. To do
so, click Action (the gears icon) at the top of the screen and select Set Buyer Type. A
screen will appear where you can choose the buyer type.
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AMS - BoxOffice AMS - Consignment AMS - Group(Agent) AMS - Season Pass Holder

NOTE: If your company has multiple organizations, you will need to select which one you
are working with before you can select the buyer type.

AMS - Group(Direct)
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4. Select AMS - Advance, AMS-Membership, or another equivalent buyer type.

5. Click the Customer icon to search for a customer account.

Search by name or member number to pull up a customer’s account. A list of customer
records will appear. Double-click the customer's record if their name appears in the list.

NOTE: If a Customer is a member, their member number and membership type will appear

below their name.

Customer Search >
Last |agile] Member #
First Program w
Search Exact [ ] Disabled
* Agile, John -

3810 Central Pike
Hermitage. TN. 37076

* Agile, Jos
# 51386 - Cinematographer {Expired}
3810 Central Pike
Hermitage, TN, 37076

Fre et Add New

Cancel




6. If the customer does not have a customer account, you will need to create a new
customer account by clicking Add New.

7. Once you click Add New, the Quick Add Customer window will appear. Fill in the
customer’s information and select OK.

A& Quick Add Customer X

General Info

[] Business

Email | |

Billing Address

Country United States ~

Address 1 | |
Address 2 | |
City

State / Province

| |

Phone Number
Mobile ~|| |

oK Cancel

NOTE: You will know you are in a customer’s account when you see their name listed in the
lower-right corner.

il A
-l - el “ i
Customer: Mary Agile

Customer # 23640
Member #: 10587 - Film Buff

Order #:

Item Count: 0 ltem(s)

Subtotal: $0.00
Fees: $0.00
Donations: $0.00
Tax: $0.00
Order Total: $0.00
Amount Tendered $0.00

Change Due $0.00
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8. Once you are in the customer’s account, select the Membership icon in the upper
portion of the screen. Then, choose the correct membership program from the list below.
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9. Once you select the membership program, membership types will be listed below the
membership program. Select the membership type you want to add to a customer’s
account.

: T

Film Buff

NOTE: If you are adding a membership for the first time, make sure not to select a
membership category with renewal in the price name (See instructions on “How to Renew
a Membership on POS”).
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10. A window asking you to assign the membership to a member’s name will appear. Select
the correct name and click OK.

A Update Agile Members - Lead Actor =
Customers: (2] + x ‘i 3 &;
MName Customer 1D
Julian Agile 4768588
Member # |384640 |
Joined Date | Monday . February 17,2020 [F~ |
Expiration Date | Sunday . February 28,2021 [G |
Enabled
Barcode (optional) |
Motes
oK Cancel
Image 5.

NOTE: Some memberships allow more than one person to be assigned to it. Make sure to
click the green plus sign to add a second customer to those memberships that allow
multiple members.

A Update Agile Members - Lead Actor

Custumers:l[}l]Ex ‘i 3 &:\

Image 5.1




11. To make sure the order is correct, view the Item Summary section at the right side of
the screen.

12. Once an ord

er has been confirmed, click the Enter Payment icon.




13. A screen asking you to change the delivery method will appear. Select the desired
method of delivery and click OK.

A Change Delivery Methods ey
Desired Method
SelectForall: | Mail (Agile Fulfilled) - Standard - $0.00 ~  ShowAll

Deliverable kems

Agile Members Mail (Agile Fulfiled) - No Charge - $ ~

OK Cancel

14. Another screen asking you to choose the method of payment will appear. Select the
payment type that corresponds to how the customer wishes to pay (e.g. Cash, MasterCard,
Visa, Gift Card, etc.).

Enter Payment *

Amount 5 D ) D D
(Choose Method) v

Choose Method

American Express

Cash

Check

Credit Card Down Sales Tracking
Discover

Gift Card - Agile Gift Card

Gift Card - Agile Membership Gift Cert
MasterCard

Vanderbilt Film Club

Vandy Vouchers

Visa

NOTE: At this point, if you have a USB Credit Card swipe attached to your terminal, you can
swipe the credit card. All credit card information will automatically populate and finalize
the order.



15. Click Proceed to complete the order.

Enter Payment *

Amount 5{}-{}[}

Cash o
Document Mumber

Card Helder Name

Expiration Date

e S

Security Code

Card Present

F’H{]CEED[}J CANCEL

16. You will know the order is complete when Last Order appears at the top of the window
in the lower-right corner and the window turns yellow.




