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TICKETING TIPS
& TRICKS

\SHORTCUTS TO SUCCESS B
/o PRESENTERS a

Ryan Allen : Birmingham Hippodrome
Chris Campbell : Grange Park Opera
Mark Steel : Tessitura Network
| lan Perry : Nottingham Lakeside Arts
EUROPEAN Jeremy Walker : Nottingham Playhouse
CONFERENCE 2015 [Nl )
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© CONTENT PLANNER

Charlotte Pomroy : Grange Park Opera
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We can’t save your life..

But we can save you time!
We hope...
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You have a massive queue on the counter, and
you have a customer with no order number and
cannot remember what postcode they booked
their tickets at...

Nightmare to try and find!

BIRMINGHAM

HIPPODROME e




Quick Search

Quick search allows our staff
to locate a constituent simply
by the date and the surname.

You can search either
by:

- Date

Or simply saying
‘Today’

This will then list all
constituents who have a
booking with the designated
surname on this day.

BIRMINGHAM
HIPPODROME

-~ e .- iftoni
-. Tessitura Birmingham Hippodrome Theatre Version 11.0.4. - [Constituent Search f
. File GoTo Constituents Reports Window Help

ANerHr@lH-E| ADGEU M| @

Search Mode Include
@) Single Line Basic Advanced Attribute | Individua

Search Term  Performance date: 02/10/15, Last Mame: SMITH
Smith 02/10/15 -

| Last || Mew ||F'.E_S1I:|FE || Clear |

“E—
-. Tessitura Birmingham Hippodrome Theatre Version 11.0.4 - [Constituent Search for Orde
-' File GoTo Constituenis Repors  Window Help

QNS PEHPEEN=S| A0GEES | @

Search Mode Include
@ 5ingle Line Basic Advanced Attribute ¥ |Individuals |¥|H

Search Term Performance date: 02/10/2015 (Today), Last Name: SMITH
Smith todayl + | Search

| Last || Mew ||F‘.E5b::rel| Clear |
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Discount Limiting

When trying to protect your concessions; Caps and
limits on discounts are becoming far more common.

It’s often difficult when you are on the phones to
know when you can offer a discount on a limited
performance

Our bespoke ‘Discount Limiting’ report gives a full
breakdown of the concession and how close it is to
it’s limit...

BIRMINGHAM
HIPPODROME




H BIRMINGHAM Discount Limiting (Information)

HIPPODROME 2% ']

Parameters: Production: Cats / Available Only: ves

s N
Performance Date Group Limit Type Limit Level ~ Limit Current
(Contingency) Level
Cats
30/05/2016 07:30 PM Friends Special MNumber of Seats (#) Performance 250 (212.50) 131

(General)

z
BIRMINGHAM ASAAT
HIPPODROME H HAAA!AEA‘E




Price Type Available

Following on from ‘Discount Limiting” comes our ‘Price
Type Available’ function located in the custom tab on
the Performance Information section.

‘ Tessitura Birmingham Hippodrome Theatre Version 11.0.4 - [Performance Information for AN131015E]
' Eile GoTa Orders Repors Window Help

MePEHr@EH=| 4| AO0GEDE-=E| @

Performance | Code | Performance Date | Available | Performance St=hie | Farilitw

Annie AM131015E Tue, 13/10/2015 07:30 pm 913 On Sale Birmingham Hippodron =
Performance Details Availability Prices Performance Summar Custom |
Language: English Fole [ Artist
Composer:

BIRMINGHAM
HIPPODROME




Performance | Code | Performance Date | Available | Performance Status | Fadility
BRB - Swan Lake BRBOS1015E Mon, 05/10/2015 07:30 pm 480 On Sale Birmingham Hippodrome

| Performance Details | Availability | Prices | Performance Summary | Custom

@ Price Type Ava () Groups Limits Custom 3 Custom 4 Custom 5 Custom &

Pricing Availability for BRB - Swan Lake

Purple indicates the price type is available. Hover over a symbaol for more pricing information.

'
:

&0

ant to Leisure Standby

Half Price Child
Ower

k.
IE
]
g
5
in

Pas\

Mon 28/09/2015 07:30 PM [[ESI NI
Tue 29/09/2015 07:30 PM [ES NI

Wed 30/09/2015 02:00 PM [ES IR
Wed 30/09/2015 07:30 PM [
Thu 01/10/2015 07:30 PV [

Fri 02/10/2015 07:30 PM [ER R
Sat 03/10/2015 02:30 P B R
Sat 03/10/2015 07:30 PM [ES R
Mon 05/10/2015 07:30 PM [[ES RN
Tue 06/10/2015 02:00 PV [ES IR

[]
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BIRMINGHAM
HIPPODROME

efomence _ [Code [ PeromenceDate [ Avaioble |

RB - Swan Lake BRBOS1015E Mon, 05/10/2015 07:30 pm 480 ¢
Performance Details
@) Price Type Ava () Groups Limits Custom 3 Custom 4

Pricing Availability for BRB - Swan Lake
Purple indicates the price type is available. Hover over a symbaol for mo

:

o]
ol

3

[

:

Agency Standard

Bham Weekender Ticket

Agency Access
BRB Design-My-Owm Package

Access - Suppoit § Companion
Agency Acces/Comp

Mon 28/09/2015 07:30 PM
Tue 29/09/2015 07:30 PM

Wed 30/09/2015 02:00 PM
Wed 30/09/2015 07:30 PM
Thu 01/10/2015 07:30 PM

Fri 02/10/2015 07:30 PM

Sat 0311072015 02:30 PM

Sat 031072015 07:30 PM
Mon 0511072015 07:30 PM
Tue 06/10/2015 02:00 PM




Rank Type: Default TR_RANK_T[= | Type: Birmingham Royal E« |
Status: |Off Sale :| On Sale

Campaign: TKT- Main House (15/16) TV Indicator

ol [ reng | oieasse | sgnf @ S0 Prcng Ot o
|Defa|lt513rtDal:e: /03/2015 14:52:4

Mode of Sale
Agency
Counter

[ Source [ start Dt [ End Dt
[+ ||TKT- Offers | |BRBWAITROSE (8443) |jo1/06/2015 10:0 | [o1/10/2015 19:1 | | 4f+]

Terms: |£5 off all price bands - Limit of 4 tickets per person | SourceNo:| 8443

Development

Groups

Management
Marketing

Packages

Phaone

Subscription

|THWP (Memberships)
TNWP (Mobile)
THWP (Web)

BIRMINGHAM
HIPPODROME




Performance

Fadility

BRE - Swan Lzke

BRBO51015E Mon, 05/10/2015 07:30 pm 481 On Sale

Birmingham Hippodrome

Performance Details

Availability Prices Performance Summary

(7 Price Type Ava @ Groups Limits Custom 3 Custom 4 Custom 5 Custom &

Limit Type

Annie

Carlos Acosta

Jesus Christ Superstar
= Let It Be

Education Cap (General)
Education Cap (General)
Education Cap (General)
Education Cap (General)
Education Cap (General)
The Sound of Music

BIRMINGHAM
HIPPODROME

Performance Sales/Res Limit

Monday 25 April 2016 07:30 PM
Tuesday 26 April 2016 07:30 PM
Wednesday 27 April 2016 02:00 PM
Wednesday 27 April 2016 07:30 PM
Thursday 28 April 2016 07:30 PM

Custom

Remaining




Any Questions...?

Ryan Allen
Information and Sales Supervisor (Systems)
+44 (0) 121 689 3196

ryanallen@birminghamhippodrome.com
@rallen91

BIRMINGHAM
HIPPODROME




Alternate addresses

GRANGE PARK OPERA



« Seasonal opera
company

* Four productions per
year

« Capacity of 550

« Team of two Box Office
staff

GRANGE PARK OPERA



Dispatch to a
different address

. Tessitura UVE - Grange Park Opera. - Iarder 6201 & -
. File GoTo Orders Tools Window Help
NS 28 p@HE| 4] ADBEE ES |
Order Details ‘ Product Catalog | Seat Map | | Order History
ID: 2020093 Entered: 291272013 Grange: User ID: ChrisC
Mame:Chris Campbell MH: Batch: 8925
Prison: DP: 16/04/2014
Const: 12-Month Giving: £0.00 On Account: £0.00
Owner: 2020093 || Source: 1634 ] solicitor: | ChrisC |»| Delivery: Post [+]  Holduntik 16/10/2015 ||
Order #: 62017 || Date: 29/09/2015 [|  MOS: |Office [+] Channek: Default Channel [+ | Pmt Schedule: 1o 1
Initiator: =1l Category: (none) [+| AltAddress: No 1
Notes:
Line Items | Sub Line Items | Fees | Contributions | Custom Data |
Pkg Code Perf Code Desmptlon Performance Date Price Type | Zone Pur Pur Amt Ret | RetAmt Al [ 5p Req
Raros [socie b Dinocr [ 30/ 1912015 T PH mirt . [omeserved | 70 o000 0 000 | ||

GRANGE PARK OPERA



- @

Select Contact Points

. Select Contact Points | ? P
Electronic Address
Chris Campbell Household (owner)
;' Primary Email Address chriscampbelll 0@hotmail.comn g
Marketing HTML
Chris Campbell {Adult Member)
¢ Primary Email Address chriscampbelll 0@hotrmail.comn 7
Default Marketing HTML
Secondary Email Address chris@grangeparkopera.co.uk 4

Default

lf| 1n

Marketing HTML

[ Add to Owner | [ Add to Initiator

Save Cancel

@

ler History

On Account:

User ID: ChrisC

Batch: 8932
DP:16/04/2014
£0.00

| Delivery: Post

z| Channel: |Default Channel

Category: (none)

[+]  Hold untik 00/00/0000 [
[+| Pmt Schedule: No I
[+] AltAddress: o [

utions

| Custom Data |

ype

Zone

| Pur

| Pur Amt | Ret |[RetAmt [5td | AU| SpReq |

[ RA ][Sa'ue ][Can::el]

GRANGE PARK OPERA



Select Contact Points

 Accessed via “Alt Address” in

' Select Contact Points

Postal Address | Electronic Address

Chris Campbell Household (owner) O rd er h ead e r
Primary Email Address chriscampbelll 0@hotmail.comn g
Marketing HTML
v Campel G e « Tabs at the top for post and
Primary Email Address chriscamphbell 0@hotrmail.com . 4 .
Default Marketing HTML e-mall
Secondary Email Address chris@grangeparkopera.co.uk
Default Marketing HTML

« Can add addresses on-the-fly

« Changes ticket header (or e-
mail address for that order)

 Works with both Owners and
Initiators

4 I 2

11/[ Add to Owner | [ Add to Initiator

— e Qut-of-the-box

GRANGE PARK OPERA



E-mail acknowledgements

p
. Select Contact Points m
Chris Campbell Household
| v Primary Email Address chriscampbell 0@hotrmail. corn 4
Marketing HTML i
[ ]
o o Chris Campbell |
Descriptio # Primary Email Address chriscampbelll 0@hotrmail.com =z
Daonation Default Marketing HTML .00
00
Secondary Email Address chris@grangeparkopera.co.uk 7
Default Marketing HTML
00
Grange
Sutton M
Bishop's
Alresfore
Hampsh
5024 04
01962 %
WWW. e
| KN m r
| Add to Qwner | [ Add to Initiator

GRANGE PARK OPERA



Contact

Chris Campbell

Telephone:
01962 73 73 75

Email:
chris@grangeparkopera.co.uk

Twitter:
@chriscampbellX

GRANGE PARK OPERA



THE GROUP SALE

Mark Steel : Tessitura Network

EUROPEAN
CONFERENCE 2015




In this presentation...

" Scanning performances for best availability

" Selling many tickets at once

00 0
= Applying a billing schedule ¢ &
it

" Automatic volume discounts



Availability searches...

EUROPEAN

CONFERENCE 2015

" Product Search
® i W - PR O o S T N |

. File GoTo Orders Tools Window Help

 ANSerHoEH<E| 4 ADIGOE=S | @

' Order Details | Product Catalog | SeatMap |BrEEEE | orderfbistory |
Search For Match Infferests [ | Show Al &
@ Performances () Packages (any perf) ) Packages (all perfs) ) Packaglls Curmulati On Sale ﬁ
Criteria i
Season: Other events 2016 [=] Date Range: 00/00/0000 |to 00/po/0000 J Composer: | (3l]) [=] w
Title:|(al) [=] Day of the Week:|(al]) | [=] Language: | (all) [=]
. ' 00 0000 ¥ =%
Packa Time Slot: = = Artist:
I_JE:|[3||:| EI I:E":} Add ToOrder Basket |[3||:| EI
Pkg Tvpe:|[:-|||} El Facility: (al} Aenila {ewmntl[all] El
r ™
U=IE Availability for VIS061206 on 12/6/2014 08:00 pm
PkgCode [ PerfCode | Performance Date Price Zone [Base | Auaﬂ@e&d | Allacated right | Relevance Rank (1
Orchestra Front £65.00 1 i] 143 |7
Orchestra Rear £52.00 a8 i] a8
Mezzanine £60.00 69 0 69
[ ]
u NaV].; Balcony £41.00 121 0 121
] Title (] [« Date (]
A A




Lassoing Seats

EUROPEAN
CONFERENCE 2015

essif 3 13. - [Order 616
. File GoTo Orders Tools Window Help

AN o@HE| 4| APDIGOEE | @

Order Details | Product Catalog | seat map [areEsE | order History |

[ ID:0 Entered: Grange: User ID: ChrisC

‘ Name: NH: Batch: 8838

Prison: DP:00/00/0000

| Const: 12-Month Giving: £0.00 OnAccount:  £0.00

| owner: <Gen.Pubic> [] Source: || solicitor: | ChrisC [+] Delivery: Post [¥]  Holduntik 02/10/2015 ]
Order #: 61610 [ Dpate: 16/10/2015 []  Mos: Office [+] Channel: |Default Channel [+] Pmt Schedule: No I
Initiator: | =] Category: |(none) [¥] AltAddress: No i

Notes:
Line Items | Sub Line Items | Fees | contributions | custom Data |

PkgCode | PerfCode | Description | Performance Date | Price Type | Zone |Pur  [PurAmt [Ret |[RetAmt [std |AU|SpReq |




Seat Map — Performance Scrolling

|4 |[Title | ] (4 |Date »

" Title Button — every performance of that
production

" Date Button — a list of all performances by
date

= Arrow buttons scroll through performances

" Only shows performances for your selected
pricetype



Billing Schedules

ROPEAN
CONFERENCE 2015

F:essitum LIVE - Gran MNo:
. File GoTo Orders Tools Window Help

AWMe2Pp@HE| 4| AOWLEE=S | @
Order Details Product Catalog | Seat Map |GrEEaE | Order History |

ID:- 2020093 Entered: 29M1272013 Grange: User ID: ChrisC

Mame:Chris Campbell MH: Batch: 8966
Prison: DP: 16/04/2014

Const: 12-Month Giving: £0.00 On Account: £0.00

Owner: 2020093 || Source: 1634 || seliciter: | ChrisC [+| Delivery: Post [+] 6
Order #: 62196 || Date: 16/10/2015 ||  MOS:|Office [+| Channek Default Channel [« Pmt Schedule: No
Initiator: | [+][] Category: (none) [w] Ak

Notes:
Line Items |S|tli_i1eltems |Fees |lertntmns |{1ismm[laia |
Pkg Code Perf Code | Description Performance Date Price Type Pur | Pur Amt | Ret | RetAmt | Std | AU SpReg

BoOk [TheGranoebook iset,31/12/2006500 P umpk wmopk | 190 L0000 0 000 18 | | |
[ | SRR J|

LU LLIC ||




- Seat Volume Pricing Rule

» Prices based on number of seats in the order

* Use multiple rules to cover the range of prices
— Rule 1-10 to 19 seats get 5% off
— Rule 2 — 20 to 39 seats get 10% off
— Rule 3 — 40 to 9999 seats get 20% off



Waiting Lists

lan Perry,
Nottingham Lakeside Arts

NOTTINGHAM
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Nottmgham Lakeside Arts




Cats — sold out!

rder 2067218 - CA1512241L (Cats): 24 December 2015 2:00 PM inogly Theatre)
Order Details | Product Catalag Seat Map | Order Histary |

Seat Types |Pr|ce Zones [ Best Seating [ Sections [ Allocations [ Halds I Perf List H Housemapl I~ Seat Type Legend ()

1|T|t\e k| A |Date P| FEX I~ upgrade Mode ﬂﬂ_ﬂ

= W0l W







Modes of Sale

Premiums Source Eraup I Media I Magazines | Fund | Appeal Cakegary I Acknowledgements Gl Accounts
Descripkion | | Gereral | SliAuko | MuskBe | Musk Be | Musk Be Allo Clear | Edit Srce | Clr Sroe Edit Req Req Req HABD
Pubilic Delete Paid Seated | Ticketed | Uns/Paid [Source Mo| Reload Reload Date Subs | Category | ConstSR | Foreign
Lk Baox Office Lakesi - r r vl r r ~ r r r r r - v
LK Gallery Lakesi r - 2l [l r — [ r r r - - - v
Lk Mobile Lakesi - r (" ra 2l r r ~ r r r r - =
Lk waiting List Lakesi - r r - r 2 2 r r r r - -
LK wieh Lakesi r r I el r r 2 r r r r - v
\




File ~ GoTo  Orders

Tools

wiindow  Help

ANe R p@FH=| 4| AOGRE=E| @

Order Details | Product Catalog |
DF Last Asked :

I0:0
MName:

Const:

Const ID: < Gen.Public= J Source:

Seat Map

I Crder History I

J solicitor: perry

Entered:
12-Maonth Giving: £0.00

User ID: inerrvy
Batch: 58935

LK Ticketing
D Account: £0.00
Deliviry: In Person Bd|

Hold Until: 00;00/0000 | |

m

Order #: =Mew: J Date: 30/09/2015 el: LK waiting List ;l Pmt: Mo JAII: Adr: Mo J
MNotes: Category: (none) ;I
Line Items | Sub Line Items I Fees Cantributions I Custom Diata I
Pkg Code Perf Code [ Description | Performance Date Price Type | Zone [Pur  JPuramt JRet JRetame [Std [AU[SpReq |
Purchase Return Fees Contributions Total Amount Total Paid Total Due
u] 0.00 u] 0.00 0.00 0.00 0.00 0.00 0.00
Add Delete Unseatable | | Frod Infa | | Spec Req | | Best Seat || Price Dtls || Comnp Rsn Hotlisk | Alcfpgr I

[l




Order Mo : 2067219

Order Details IPdeuct Catalog l Seat Map l Order Hiskory ]
|D: 3012047 DP Last Asked : Level: User ID: inerrv
Mame:lan Perry Wemb. Expiration: Batch: 54116
Entered; 08/02/2002 LK Ticketing
Const: 12-Manth Giving: £0.00 On Account:
Const ID: 3012047 _|source: 15 _| solicitor: iperry ~| Delivery: In Parson x| Holduntil: 23/12/2015 ||
Order #: 2067218 | pate: 07j10/2015 ||  MOS: LK Waiting List >|  Channel: LK Waiting List x| Pmbt Mo |alkAde: o |
Notes: Category: (nong) ﬂ
Line Items lSub Line Items l Fees l Contributions ] Custom Data ]
Pkg Code Perf Code Descripkion Performance Date Price Type | Zone Pur Pur Amk Ret | Fet Amt Std | AU | SpReg
oiszo0eM Fl | | oB om0 o000 o |
Purchase Return Fees Contributions Total Amount Total Paid Total Due
2 0.00 1] .00 0.00 0.0 0.00 0.00 0.00
Add Delete Prod Info | SpecReg | Best Seat | Price Dhls | Comp Rsn Haotlisk Alternate




-::ZZTessitura ’ Live to Test done on 29/04,/2015.
File @oTa Ordetrs Tools  Window  Help

0,205 08855 5] A0 0830

{5} 0rder No : 2067237

Crder Datails |Product Catalog | Seat Map | Order History |
|0: 3012047 DF Last Asked : Lewvel: User ID: inerry
Mame:lan Perry femb. Expiration: Batch: 94121
Entered: 08/02/2002 LK Ticketing
Const: 12-Manth Giving: £0.00 On Account:
Const ID: 47 JSour 5 J solicitor: inerry >| Delivery: In Person x| Holduntil: 237122015 |
Order ¢ 2067237 | pate: 15/3Qj2015 ||  MOS: LK Waiting List x|  channel: LK Waiting List x| Pmb:ho [AltAde o |

Nolles: 2 tickets 0115 846 7375 Category: (none) =|

Lire: Tkemm |Sub Lire Itly | Fees | Contributions | Cuskann Daka |

Flg Code ode Diescrisdtn Performance Date Price Type Zone Prur Pur Ak Ret [RetAmt | 5Std | AU | SpReg
cAistozatifats  [thuoa/izjporszoor bl | | oE o o om0 | |

Purchase Return Fees Contributions Total Amount Total Paid Total Due
2 0.a0 a 0.0a 0.0 0.00 0.00 0.00 0.00

Add Delete Unseatable | Prod Info Spec Reg | BestSeat | Price Dbs | Comp Rsn Huotlisk Alternate




_ Don’t forget

::ZTEssitura 4k TEST *4+ TEST *+* TEST *** Live to Test done on 29/04,/2015
dle G@oTo  Orders  Tools  Window  Help

e rEp@EMH=]| 5| A0 G€E=5| O

{0

| Product Cakalog | Seat Map | Order History |

DP Last Asked Level: User ID: inerrv
temb. Expiration: Batch: 54120
Entered: | K Ticketing

Const: 1Z-Manth Giving:. £0.00 On Account: £0.00
Const ID: <Gen.Public= JSource: J Solicitor: iperry ;l Delivgfy: Post Hold Until: 00/00/0000 J
Order #: <New> | Date: 14/10/2015 ||  MOS: LK Box Office x| Chagnek: LK Box Office Pmt: lo | [Alt Adr: o ||
Notes: (none) LI
Line Items |Sub Line Items | Fees | Contributions | Custam Data I

Pkg Code Perf Code | Description | Performance Date | Price Type | Zone | Pur Pur Amt | Ret | Ret Amt | Skd | Al | Sp Reg |




m | =~ = D el - L] - A “h Fed SEr L) =] e

.{:_::l]rder 2067235 - CA1512241L (Cats): 24 December 2015 2:00 PM (Djanogly Theatre)

Order Details l Produck Catalog Seat Map l Order History l
Seat Types lF‘rice Zones l Best Seating l Sections l Allocations l Holds l Perf List i‘ Housemap| [ Seat Type Legend ()
Al
A |Title | ¥| o |Date| #| | [T upgrade Mode ﬂﬂﬂ

W= =TI

W=




File GoTo ©Orders Tools Window Help

W28 r@HM=S| 6 A& E-<E | @

) Order Search

Search Dptions
= Constituent * Product " Performance Date = Credit Card i~ Ticket

I | Season: [LK University Music 2015- =] From: [A0/o0/o000: || I I
¥ Search Househaold Perf Code: [C41512241L - Ta: IDD]DD{DDDD J [T Last 4 Digits Only Unlacked Rows to

¥ Include Special Reguest: png(r:Dde: |: [T Include Payment Schedule: Return: [ 0=

Filter

Cateqgory:| {all) | MOS: 15 - Paid: |(a||) j Seated:l(a") j Printed: I(au) vI

Delivery: | (all) =] channel: g: Eq':'};_‘l:]fﬁ':e =1 I FutureDates Only  Order Date Range: [01/04/2010 | - [B1/oz/z016 |
obile

Order Mo [ Crder Date | Constip | coP4 Pop Test | First Praduct | Perf Date [ Tatal | Balance | Delivery | Made of Sale Cateqory Order MNotes
D4 weh -
Default Mode of Sale
LK Box Office

Lk Gallery

LK Mobile

K wish
k. web Prormotions -




-:::ZTessitura ok TEQT #4+ TEST *+4+* TEST *** Live bo Test done on 29,04 ,/2015.

File GoTo Orders Tools  Window  Help

e PEHPp@HAX=E| S ADGOEE | @

) order search

Search Options

™ Constituent % Product " Performance Date = Credit Card = Ticket

| Season: |LK University Music 2015-; =] From: [AEfEmooo0, | e e

¥ Search Househcld Perf Code: To: MJ [T Last 4 Digits Only Unlocked Rows ta

[T Include Special Reguest: pngEDde: E T Include Payment Schedule: Returm: [ 0=

Filter

Categary: | (all) = mMosiis | Paid: [(al) ] Seated:[(al) <] Printed: m

Delivery: | (al) x| channel:|(all} | [ Future Dates Only  Order Date Range: [01/04/2010 J - |21j03/2018 J

| Crder Date .l| Canst ID | Constituent Name | First Praduct | Petf Date | Total | Balance | Delivery | Maode of Sale | Cateqgory AOrder Mates \
O7f10/2015 13:59:49 4270385 Welman Braud CA1S12241L 24f12f2015 £0.00 £0.00 In Person LK Waiting List / 2 tickets 01158457379 )
07/10/2015 14:00:56 4270382 Bubber Miley Ca15122410 24/12f2015 £0.00 £0.00 In Person LK Waiting List 1 ticket - not restricted view O1
071072015 14:02:10 4270383 Tricky Sam Nanton CA1S12241L 24f12f2015 £0.00 £0.00 In Person LK wWaiting List 4 or 2 tickets anywhere 011584
07f10/2015 14:15:36 4270386 Tyree Glenn CA1S12241L 24f12f2015 £0.00 £0.00 In Person LK Waiting List 3 tickets 01158457378
077102015 14:25:24 3012047 Ian Perry CA1S12241L 24/12f2015 £0.00 £0.00 In Perzon Lk Waiting List 2 tickets 0115 847 1562




f Tessitura **¥ TEST **¥ TEST *** TEST *** Live to Test done on 29/04,/2015.

Flle GoTo  Comstituents  Tools  Wwindow
H I

Help

e 05 r@EHAe| A ESE | O

:f:::l:lrder Search

Search Options

(% Constituent = Product = Performance Date = Credit Card = Ticket
ENETAN Season; [TNEM Crossing Seling 201 =] From: [AEE07o000 . e —
W Search Househald Perf Code: |:| Tao: IWJ = Last 4 Digits Only Unlacked Rows to
[T Include Special Request: Png(r:DdE: |:I = Include Payrment Schedule: Retum: | 0=
Filter
Category:|(all) | mMOs:15 | Paid: |(a||) =] Seated:l(a”) | Printed: [ial) =
Celivery: | (all) | Charnel: {al) =| I Future Dates Only  Order Date Range: [01/04/2010 J - [31/03f2018 J
[ order Date [ Const D | Comstituent Mame First Praduct | Perf Date | Tatal [ Balance | Delivery | Made of Sale | Categary | Order Hotes
07f10f2015 14:25:24 3012047 lan Perry CA1512241L 24122015 £0.00 £0.00 In Person LK Waiting List 2 tickets 0115 847 1562




::: Tessitura *+* TEST *++ TEST *** TEST *** Live to Test done on 29,/04,/2015

Gle GoTo  Orders  Tools  Window  Help

e p@H9=S |6 AAGOM=5| @

7] Order Mo : 2067213

Order Details | Product Catalog | Seat Map | Order Hiskory |
|0: 4270385 OF Last Asked : Level: User ID; inerrvy
Mame: Wellman Braud Mermb. Expiration: Batch: 54118
Entered: 07/10/2015 Lk Ticketing
Const: T o On Account:
Const ID: | source: 15 _| soicitor Delivery: In Person x| Holduntil: 2371272015 ||
Order #: 2067213 J Date: 07/10/2015 J MO Channel: LK WWaiting List ;| Pmk: Mo JAIt Adr: No J
Notes: 2 tickets 01158467379 Category: | (none) |
Line Items |Sub Line Ttems | Fees arftributions | Custom Data |
Pkg Code Perf Code Description Performance Date Price Type | Zone Ret [FRetamt | Skd | AU | SpReq

Contributions Total Amount Total Paid Total Due

Purchase Return Fees
0.00

2 0.00 u] 0.00 0.00 0.00 0.00 0.00

Add Delete Unseatable | Prod Info | SpecReq | BestSeat | Price Dbls | Comp Rsn Haotlist Alternate

ild



“Tessitura *** TEST *** TEST *** TEST *** |jve to Test done on 29/04,/2015
Sle  GoTo  Orders  Tools  Window  Help

RS2 @M 5|4 A& ES5 | O

" 'Order No : 2067213

Order Details | Product Catalog | Seat Map | Order History |
ID: 4270385 DF Last Asked : Level; User ID: inerry
Mame: Wellman Braud hWlemb. Expiration: Batch: 54118
Entered: 0FA10/2015 LK Ticketing
Const: eliiying: On Account:
Const ID: 42703285 J Source: |15 J Solicitoy! iperry Delivery: In Person LI Hold Until: 23{12/2015 J
Order #: 2057213 J Date: 07(10f2015 || Ns: LK Box Office Channel: LK Waiting List x| Pmk Mo Jnlt ade: Mo J
Notes: 2 tickets 01158467379 Category: |(none) R
Line Tkems | Sub Ling Ttems | Fees artributions | Custom Data |
Pkg Code Perf Code Description Performance Date Frice Type | Zone Pur Pur Amk Fet | Retamt | std | Ad] SpReg

i/izo05000eM il | | o= o0 o o000 o | |

Confirm

@ Are wou sure wwant to change the Mode of Sale for this order?

Zancel |




Pitfalls



lan.Perry@nottingham.ac.uk
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Ticketing Tips and Tricks - Zow
Shortcuts to Success ﬁ

* Box Office Supervisor at Nottingham Playhouse.
» Keyboard Shortcuts on Tessitura.

** A Useful Chart to remember Shortcuts.
** How to use a Keyboard Shortcut.
¢ Top 7 — Ticketing Order Shortcuts.

** A Video — How to process an order exclusively with
Keyboard Shortcuts.
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Eye Tess (‘Hi Tess’)

R O/L T E
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Eye Tess (‘Hi Tess’)

The Eye Tess Chart

* The Eye Tess Chart - represents
P some of the most useful
Keyboard Shortcuts on
Tessitura.

D P * Smaller Letters — these
shortcuts are perhaps less
obvious + more difficult to

G O B remember.

* Larger Letters — we might know
R OL T E U the shortcuts alreadg but these
are definitely advisable to know

for box office efficiency.
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Using Keyboard Shortcuts

* Follows Windows Convention — Hold down ALT key and press
a letter to use a[function button.

* Once you use your first shortcut using an ALT key — the
shortcut letter on all function buttons is underlined.

* For example:|Best Seat|has the B underlined on your screen.
Another example would be:|Cancel.

* You can also use the CTRL key to carry out shortcuts.
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How many Shortcuts?

. gO Shortcuts listed on the Tessitura Network
ite.

6 Killer Time Reducing Shortcuts

* The Ticketing Order Screen...or TOS for short.




Ticketing Order Screen
Top 7 Shortcuts
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7.Load Last Order ALT+0O +then L

1 2 F3 F4
% |a &
5 8
Q w E R T Y U |

A S D F G H J K L

-

z X Cc v B N M 5 2
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6. Best Seat AT + B
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5. Order Search CTRL+O
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4. Constituent Record CTRL+G
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3.
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2. Done (on order) ALT + D
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1. Print ALT +P (Orjust ‘P’)
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TOS (Ticketing Order Screen) Top 7

Shortcuts
7. ALT + O + then L |Load Last Order
6. ALT + B Best Seat
5. CTRL+ O Order Search
4. CTRL+ G Constituent Record
3. CTRL+P Payment Screen
2. ALT +D Done (on order)
1. ALT + P Print (or just ‘P’)
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Eye Tess (‘Hi Tess’)

P

(print)
D P
(done) (payment)
G O B
(Constit Record) (Order Search) (Best Seat)
R O/L T E U

(Load last Order)
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Quiz Me...70 Shortcuts... |-

Thank you for listening to the
Tessitura Keyboard Shortcut
Experience

If you are having any problems with your shortcuts,
please check in for your latest Eye Tess...



EUROPEAN
CONFERENCE 2015

QUESTIONS?

J

-

© Please tell us who you are and where

\_

you are from........

~
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EUROPEAN
CONFERENCE 2015

WHATS NEXT?
4 )

@ LUNCH! 1.15PM - 2PM
Lunch will be served in the Royal Suite at
the Crowne Plaza Hotel. Access is on the

lower level off reception

o J

" ©® NEXT SESSION : 2PM — 3.15PM D
CONFERENCE WELCOME in the Auditorium
at the Royal Concert Hall

\_ J




