Will Call Fulfillment for an Individual Show
Will Call tickets can be printed in advance of a show so that customers can quickly pick them up at the box office.
1. First, log in to Agile Sales and Cash In for the day. (Please see "How to Cash In and Create a Daily User Batch in AMS" if you are unsure how to do this.)

2. Select the Buyer Type (AMS – Box Office) and click the Event tab (See Image 1).
[image: ] Image 1

3. Under the Event tab, select the Sales Organization that houses the event for which you are trying to print tickets. Then, select the individual showing of the event that needs Will Call tickets printed (See Image 2.1). 
[image: ]Image 2.1

[bookmark: _GoBack]If necessary, use the Keyword Search textbox to find the event (See Image 2.2).
[image: ] Image 2.2      
4. Once you see the event that you wish to print, right-click the event and select Fulfill Tickets (See Image 3).
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5. The Fulfillment window will appear (See Image 4).
[image: ]
Image 4 
6. The left side of the screen will display the number of Will Call tickets that may be printed. Select Will Call so that the list of Will Call orders will populate on the right side of the screen (See Image 5).
[image: ]
Image 5

7. Click the green check mark at the bottom of the screen to select every order (See Image 6).
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8. Once all the orders are selected, click the Ticket Icon at the bottom of the screen (See Image 7). 
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9. The Fulfillment Options screen will appear (See Image 8). Select a Header Format and un-check Print Payment Receipts. Set Sort Orders By to Last Name so that tickets will print in alphabetical order by last name. If necessary, type any notes about this fulfillment in the Batch Description box. From the Available Printer list, double-click your fulfillment printer to move it to the Selected Printers column.  Make sure everything is correct and select OK.
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Image 8

10. A progress screen will appear. Once the progress bar is complete, click OK and wait for your tickets to finish printing (See Image 9).
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Image 9

Your Will Call tickets are now ready for customer pickup.
image3.png
Season Donation
Gt Card Event Catalog Membership

Agie Theatre (0A) (ATS)
(Chidren's Frogramming (Chidrer)
Education (BTEd)

Events (BTE)

Fim: Agie (BCP)

Fim: Other (BCO)

Music: Rental (BCR)

Theatre (BTH)

Name

Day Date

Duration  Venue

Sale Status
FANTASTCFUNGI  Mon Mar9,20201210PM  Th2im  Age Screening Room On Sale
FANTASTICFUNGI  Mon Mar9,2020610PM  Th2im  Agie Theatre 1 On Sale
i Iz

Results Per Page:





image4.png
StrtDate [Non, Mar 92020 5~ | Invertory | Open I OATer OResticed prces 28

Name Day Date Duration Venue org Sale Status
FANTASTIC FUNGI £ 09004 1h2im  Agle Screening Room  BCF On Sde
PARASITE Description Z 1o Agie Screering Room  BCF On Sde
LITTLE WOMEN Zisn  Agie Theare 2 BCF On Sde
sUp [0 Pl T | M o Thesed BCF On Sde
AHIDDEN LFE 2 5 Agie Screering Room  BCF On Sde
LITTLE WOMEN G Zion  Agie Theare 2 BCF On Sde
FANTASTCFUNGI  Diagram h2im  Agie Theate 1 BCF On Sde
PARASITE Zitn  Agie Theatre 1 BCF 0n Sde

Pl eE Results Per Page: 20 [2]





image5.png
[ Hide Orders With Balance Due
[ Hide Orders Less Than

Hours Old

o 0 @ [ [ soren

/o)





image6.png
A Fuffillment

Delivery Methods  Fuiflmen Batch

Delivery Method Tickets

Orders To Fufil

a.pangacs 000

O AgileTheatre (QA)  AMS- Bax Office.
O AgileTheatre (QA)  AMS- Box Office
[ AgileTheatre (QA)  AMS- Box Office

9181298 3004673
9181299 1575803
9181297 642660

C. Paticia
B Laurie

000
000

2
2
2





image7.png
Options.
[ Hide Orders With Balance Due

[CJHide Ordrs Lss Than [20 5] Howrs Ol

o [ searcn

p





image8.png
Agile Theatre (QA)  AMS-- Box Office
Agile Theatre (QA)  AMS- Box Ofice

181299
181297

1575803
842660





image9.png
A Fulfilment Options

X
‘Selected Options
st Fornat
i s
Print Payment Receipts [
SO s
Batch Description [Fuifilling orders for Will Call
e e
e
—
=
e
o

9 Total





image10.png
Printing 3 orders to your 1 selected priner.

Fufflment Progress: 100%

[Printing sarted for Tickets Form type.
[Printing Order #5928 at Pirter (Tickets).
[Printing Order 36187 at Printer (Tickes).
[Fuilment process complete.|

oK




image1.png
File View Action Ticket Printer SalesMode Support Functions Help

5 ) -
9 y
3 3 g &b &
aintenance Point Of Sale Gate Control | Clear Order Ovemide | Customer Member Remove Contact | hem Lt Payment
Prone: [ | Emai | I ]
s Boomee ]
oo Coseeaton o P SertDste [Mon. Mor 92020 T~ | invertery [ Open R e
= = Name. Day Date Duration ~ Venue Org Sale Status. ~
it Card| Evert Pateog Membership FANTASTICFUNGI  Mon Mar9,20201210PM th2im  Agle Screering Room  BCF. On Sale:
— PARASITE Mon MarS,2020200PM  2h12n  Agie Screening Room  BCF. On Sale.
| — UTILEWOMEN Mo Mar5.2000240PM  211om  AgeTreae2  BCF  Onsde
“Agie Theare (OA) (ATS) Fmd || 83U Mon Mar3,2020320PM  2h25m  Agle Theatre 1 BCF On Sale
(Chidren's Programming (Chidren) Music) || A HIDDEN LIFE. Mon Mar,2020440PM  2h53n  Agle Screening Room  BCF On Sdle
Education (BTEd) Theat| LITTLE WOMEN Mon MarS,20205:30PM  2h15m  Agie Theatre 2 BCF On Sale
Events (BTE) FANTASTIC FUNGI Mon MarS,20206:10PM  1Th2im  Agie Theatre 1 BCF On Sale
T"Ajem) 5 PARASITE Mon MarS,20208:00PM  2h12m  Agie Theatre 1 BCF On Sale v
ot - Results Per Page: 20 +
fer  BEF . . .
i -Sales Lino Type Prioe_Preservaion oo Servico Feo Sublotal Avaiatle
OB s | I Generat Adnission- Generl Adission £
fem Count 8
Subtotal s000 || o = [0 ]AdultMatines $950 000 000 $950
Ticket Fees 000
e oo || =0 Jsenior $900 000 000 900
O Fees: 000
=0 Jsudent 5 5000 o 5
e o) #=0_ soap  wo
Donations: 000 || s = [0 wiltary 5950 S0.00 5000 950 v
Tax. 000 | >
O Tot: 000
Ealance Due: 000 o] [ ndd | [ Proveed> | [ Pay>>
User: kboehm Temind: ATSKBOEHM  Cashedln  Training Mode





image2.png
Agie Theatre (QA) (ATS)
(Chicren's Programming (Chirer)  Music
Theal

Name
Noi Fest 3 5-Pack T,
Noi Fest 3 Full Seres.
LITTLE WOMEN
AHIDDEN LIFE

ANTASTIC FUNGI_Mon_Mar$.20201210PM| ~ for which you need

Day Date
S Mar1.2020
S Mar1.2020
Mon Mar 9, 2020 11:50 AM
Mon_Mar 9, 2020 12.00 P

Mo Mar . 2020 200 PM
Mon  Mar9, 2020 2:40 PM
Mon  Mar9, 2020320 PM

Duration  Venue
Ohim  Agie Theatre

Select the showing

to print Will Call tickets.





