1 MANUAL TICKET
T1ip of the Week SGANNING

YOU DON'T NEED A TICKT SCANNER TO MARK ATTENDANCE:

1. GOTO THEATTNDANCE TAB IN THE EVENT WINDOW
2 SElEcT PEHF“HMANBE | Event  Accounting Performance Pricing  Promotions Map
L |
.

Perf # Perform... ~ Date’ |||Status First Name Last Name  Compa.
28714:1-MON-1  :AUG 28 20 g,» H

{Richardson... |

3. GLICK “SET” BUTTON AT BOTTOM LEFT
L |
i j Set attendance flag for all patrons automatically?
4 SElEcT “N 0 nEnsoN GI“EN” ALL indicates that all patrons attended
[ ] SCAN sets dance individually by ticket ber or patron number.
i nNu C1 @ Cancel @A Cl sany

6 ENTEH nTTENnEn TIcKET N“MBEHS [ IO ] Attendance: Patrons who came to Thelma & Louise : 17-MTL : 1-MON-3
[ ] Scan the ticket numbers for the patrons attending the performance (using patron number
confirms all tickets).
[ ]

This marks the ticket used. Optionally, you can check balances owing for the patron or
the specific order that the tickets are part of.

Event Title Thelma & Louise
Venue GE Theatre
Performance Date AUG 28 2017 : 7:00 PM

Scanned 2| Perf# Ticket... ~ Patron # First Name Last Name C Set
Attended 2| 28716 13286456§ 507068:Elizabeth iEllis Proctors
Not Used 8| 28716 13286457, 507068 Elizabeth iEllis Proctors

Tickets Sold 10

Show Statistics |

Validate ) Patron balance Ticket Number [13286457

(" Order balance
(" Dont check balances

@ Explain = Clear Attendance ( O Finished !

ONLY DOING A FEW ATATIME?
* FIND TICKET IN ATTENDANGE TAB

-or- Patroi

* RIGHT CLICK OR CONTROL CLICK
* SET ATTENDANCE

This TMTip compliments of: Liz Ellis, Proctors — Thank you!




