Building an Individual Show

In Administration, click the House icon for the Corporate Organization where you want to
build the show.

- ﬁ Agile Theatre

If you only need to build the show for one Sales Organization (e.g. Admission, 2020
Festival, Women's Basketball, etc.), open the blue Sales Organization folder that should
house your show.
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If you need to use the Show in more than one Sales Organization, click the Show icon at
the top level of the Corporate Organization and proceed to Step 2. This will allow you to
build the Show meta-data only once and use it at all venues and Sales Organization folders.
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1. Select Show.
You will see four sections that house information about your event:

Tier/Inventory | Showing | Show|
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Show - This is where you will build the information about the show, film, or event.
Showing - This is where you will associate the day, date, and time of your event with
a specific venue. Note: Venue Templates should already be built before you add your
showing times. To learn how to build a Venue Template, click here.

Tier / Inventory - This is where you will manage the inventory for a specific
showing. Venue Templates should have the total capacity in place before adding your
showing dates.
Event Price - This is where any unique pricing for this event will be

added. Note: Some organizations will have the same pricing for all events. In this
case, the pricing should be added to the Venue Templates for easy management and
addition to all showings.

Intemal Name Mext Showing Extemnal Name Event Type Enabled

ACatin Paris 3/12/2020 8:00 PM A Catin Paris Kids Fest Screening True

Agile Shorts Might 3/11/2020 5:00 PM Agile Shorts Night Shorts Comp True

All Good Things 31372020 5:00 PM Al Good Things Sereening True

An Encounter 3/12/2020 8:00 PM An Encounter with Simone Weil  Screening True

BiB 3/11/2020 3.00 PM Beauty and the Beast Screening True

Being Elma: 3112020 1:00 PM Being Elmo: A Puppeteer's Jo...  Kids True

Bill Cunningham Mew York 3/11/2020 5:00 PM Bill Cunningham MNew York Screening True

Black Butterflies 3M12/2020 8:00 PM Black Butterflies Screening True

Bride Flight 312/2020 5:00 PM Bride Flight Screening True

Brothers on the Line 3/13/2020 5:00 PM Brothers on the Line Screening True

Cave of Forgotten Dreams 3/11/2020 8:00 PM Cave of Forgotten Dreams Screening True
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Start Date Venue Event Type Enabled

3/12/2020 3:00 PM Agile Main Stage Daity Event True

31472020 8:00 PM Agile Main Stage Daity Event True

Mame Sales Line Type Priorty ~ G/A Enabled Default ADA Cther Order Disabled  Total
B General Admission General Admission 0 3

Industry Reservation 2 True True 25 0 0 0 0 25
Stand By / Rush General Admission 3 True True 20 0 0 0 0 20
Sales Channel Ticket Type Sale Date Price Fee Total Sequenc... Enabled Function Area Plg Price
AMS POS Sales Member Discourt Tic...  1/14/2016 31500 $0.00 515.00 20 True Level 1- Restricted Pr... False
Web Online Sales Member Discount Tic...  1/14/2016  §15.00 £0.00 £15.00 20 True Level 1- Restricted Pr... False
AMS POS Sales Member Comp Ticket 1/14/2016  s0.00 $0.00 5$0.00 10 True Lewel 1- Restricted Pr... False
Web Online Sales Member Comp Ticket 11472006 s0.00 £0.00 50.00 10 True Level 1- Restricted Pr... False
AMS POS Sales Complimentary 1142016 50.00 £0.00 £0.00 600 True Level 3 - Restricted Pr... False
Web Online Sales Complimentary 1/14/2016  s0.00 $0.00 5$0.00 00 True Lewel 3 - Restricted Pr... False
AMS POS Sales 4/22/2016  $25.00 s0.00 $25.00 100 True Level 0 - Default Unre...  False


https://support.agiletix.com/hc/en-us/articles/204659554-Building-a-Venue-Template
https://support.agiletix.com/hc/article_attachments/360051929071/BISstep1.png

2. In the Show area, right-click and select New.

=| Intemal Name Mext Showing Extemal Mame Event Type Enabled &
-E A Cat in Paris 322020 3:00 PM A Catin Pars Kids Fest Screening True
w Agile Shorts Might 311.2020 5:00 PM Agile Shorts Night Shorts Comp True

All Good Things Lt = - fecad Thics Screening

An Encounter Mew hSi..  Screening True

B&B Properties past  Screening True

Being Elmo: Delete pp... Kids True

Bill Cunningham MNew e...  Screening True

Black Butterflies Sales Channel Maintenance Screening True

Bride Flight Seazon Renewal Hold Screening True

Brothers on the Line ne Screening True

Cave of Forgotten Dr. Impart Dr... Screening True
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3. The Show: New window will appear. This is where you will begin filling out information
about the show/film.
4. In the General tab, you will select the Event Type, add the name of the Show/Film in
the External Name and Internal Name fields, add the Duration of the Show/film, and
then, if necessary, add/select your Distributor. If you send gross money reports to
Rentrak, make sure to check the box next to comScore (Rentrak).
A Show: New — ] >
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Included Shorts  Motes
General Description Images Ticket Verbiage Search Category Web Descriptives  Web Availabilty Extra HTML Confimation  Show Info  Custom Properties

Event Type Show =
External Name |The Best Mavie |
Internal Mame |Begt Maovie, The |
Duration 1 = hours 30 5| minutes

Caolor

Project Code i
Distributor o

comScore (Rentrak) O
Enabled

Mvailable to &Il Folders [

Crested (Mew Event)

Delete OK Cancel Apply
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5. Description - This is where you can add a full description of the show/film.
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A detailed description of how this is going to be the best movie of all time! It's not to be missed. Add TONS of information A
about the film right here.
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6. Images - This is the tab that you will use to upload images and videos that will appear
on the event's page online. To an upload image, click the Upload arrow and select the
image that will become the Main Image and Thumbnail Image. To add additional images,

click Add Image. To add a trailer, click Add Trailer and add the YouTube or Vimeo embed
link. Click Preview to finalize the trailer.
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7. Ticket Verbiage - This is where you can add specific information that needs to appear
on the ticket (Note: most ticket formats pull the elements directly from the database, but
these fields can be added to the ticket formats if you need special information to appear on
the ticket).

A Show: New — O *
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Included Shorts  Motes
General Description Images Ticket Verbiage = Search Category Web Descriptives  Web Availabilty Extra HTML Corfimmation  Show Info  Custom Properties

Line 1 ‘ Film Festival Presents |

Line 2 ‘The Best Movie

Line 3 ‘Doors Open 5:00 PM

|
|
Line 4 ‘No Cameras or Video |
|

Line 5 ‘

Delete QK Cancel Apply

8. Web Descriptive - This is where you can add a short description of the event that will
appear with an event's thumbnail image.

A Show: New - O *
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General Desciption Images  Ticket Verbiage Search Category Web Descriptives  Web Availabilty Extra HTML Confirmation  Show Info  Custom Properties

Mame Secondary Text | |

Date Secondary Text | |

Short Description Best. Movie. Ever.
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Tier Type Selection Prompt | |
External Event [dentifier |
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9. Web Availability - this is an area where you can put additional information about a sold-
out performance. (Most film festivals use this to give specific instructions on how to get
tickets via Rush or Stand by Line).
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Information that will appear on the web page fo a movie or event once inventory has reached 0. Film Festivals usually use this area
to give specific instructions about Stand By or Rush Lines.
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10. Extra HTML - This will allow you to add additional information about the event that will
show up on the ticket page online.
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When you have run out of characters or space in the Description tab, you can use this area to add more information about the
movie.
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11. Confirmation - This tab allows you to add confirmation text about this specific event
which customers will receive via email confirmation once their purchase online is complete.
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Thank you for your order. This film is NOT RATED and has strong adult content. Must be 18 years or older with a vaild ™
picture ID to enter this film.
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12. Show Info - This area is generally used for sponsorship information and logo image
for this specific show (INSHO10).

A Show: New

- O *
g Evenis

Included Shorts  Motes

General Description Images Ticket Vierbiage Search Category Web Descriptives  Web Availabilty —Extra HTML

Times Mew Roman  ~ 3 - b i u @@ %
JRAEME DX N

Corfiration Show Info  Custom Properties

i— i e=sFE
A EF AT

|
Il
]

Design [ HTML

Delete

QK Cancel Apply



https://support.agiletix.com/hc/article_attachments/360051805012/BISstep11.png
https://support.agiletix.com/hc/article_attachments/360051805072/BISstep12.png

13. Custom Properties - These properties are specified by the organization but are
generally used for information about a specific show/film (i.e. Run Time, Country of Origin,
Cast and Crew, etc.)
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14. Included Shorts - This is generally used by Art Houses and Film Festivals that either
show short films prior to a feature length film or have a shorts program with many shorts
combined into a feature-length show. (INSHO12)
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Once you have filled out the information for the show, you are now ready to add your
showing dates and times.

15. Select the Show. In the Showing area, right-click and select New.

g’ Start Date Venue Evert Type Enabled
'S [13/11/2020 9:14 AM o :

=1 31120201220 P o True
]

Properties
Delete

Sales Channel Maintenance

Seat Maintenance

Name  Sales.. | Showing Renewal Hold RDA Cther Crder Disabled

Ge.. Admi.. | Season Renewal Hold b 15 0 0 :

Import
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16. The Show: Copy window will appear.
17. Select the Template/Venue that is associated with this screening's date and time.

A Show: Copy x
g Eventis
General
Sales Folder Everts
Show 1h Annual Game Developers Choice Awards ~ +

Template'Venue | Theater 1

Start Date
Theater 4 -
Su Mo Tu We Th Fr Sa LI sunday
2 24 25 26 27 28 29 [ Monday
1 2 3 4 5 6 7 [] Tuesday
[ Wednesday
a o w[flliz 13 14 D] Trursday
15 16 17 18 19 20 21 O] Fridoy
22 23 24 25 26 27 28
29 33 31 1 2 3 4 [ Saturday
o Through [Wednesday, March 13,2020 [~ |
Dwuration 2 = hours 0 = minutes

Show End Date [ 31172020 2:00 PM
Exact Date TBD [

Set On Sale O

Add Close
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18.Choose the Start Date and Time of the screening.

Start Date | Fiday . March 13,2020 :|ﬂﬁ:3ﬂPM =l 4 Show time with date

Su Mo Tu We Th Fr Sa [] Sunday

a4 or ar o o on [] Monday

1 2 3 4 5 7 L] Tuesday

8 9 10[11]12 14 E;ﬁ;ﬁd“
15 16 17 18 19 20 21 O] Fridey 4
22 23 24 25 26 27 28

20 30 31 1 - ) [] Saturday

S Through | Fiday . March 20, 2020 C|v|

19. Recurring Showing Every allows you to copy the same Venue Template and Showing
Time to the days of the week of your choice. For the Through date, make sure to select
the last date to which this template and time will be copied.

Start Date | Fiday . March 13,2020 |2 | 7:30PM |3| [ Show time with date
r
Su Mo Tu We Th Fr Sa L] Sunday
e on ok or oo an on [+] Monday
12 3 4 5 & 7 Ifjda*;
Y nesag
g 9 1w[1]e2 14 DThumdav"’
15 16 17 18 19 20 21 _
[] Friday
22 23 24 25 26 27 28
25 30 31 T ) [ Saturday
D Through |5-aturda:.'. Jume 13, 2020 C|v|
Dwuration 2 = hours 0 = minutes

20. If you are ready for this showing to be set on sale, check the box next to Set On
Sale. Click Add to add the date(s) and time(s) of the showing.

Show End Date [ 3M13/2020 9:30 PM

Exact Date TED

]
[SetClnSale II

Add Close

21. The Show: Copy window is designed so that you do not have to close the window to
create multiple showings at once. If you need to create other showings at different times or

with other templates, repeat Steps 17 through 20 until all the showings are built. Then,
click Close.
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