
TICKETING TIPS  
& TRICKS 

 

SHORTCUTS TO SUCCESS 

CONTENT PLANNER 
 

Charlotte Pomroy : Grange Park Opera 
 

PRESENTERS 
Ryan Allen : Birmingham Hippodrome 
Chris Campbell : Grange Park Opera 
Mark Steel : Tessitura Network 
Ian Perry : Nottingham Lakeside Arts 
Jeremy Walker : Nottingham Playhouse 
 



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!  



 

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. 

 



 

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… 



 

Discount Limiting  



 

Price Type Available 

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



 

Price Type Available  



 

Price Type Available  

Symbols are added into specific 
price types if there is any 

information regarding the 
offer/discount 

  
This also works well if you have a 

production which has a lot of 
offers or Promo Codes 

 
This information is added at 

Production Elements level  



 

Price Type Available  



 

Groups Limits  



Any Questions…?  

Ryan Allen 
Information and Sales Supervisor (Systems) 

+44 (0) 121 689 3196  
ryanallen@birminghamhippodrome.com 

@rallen91  



Alternate addresses 



• Seasonal opera 

company 

 

• Four productions per 

year 

 

• Capacity of 550 

 

• Team of two Box Office 

staff 

About Us 



Dispatch to a 

different address 



Select Contact Points 



Select Contact Points 
• Accessed via “Alt Address” in 

order header 

 

• Tabs at the top for post and 

e-mail 

 

• Can add addresses on-the-fly 

 

• Changes ticket header (or e-

mail address for that order) 

 

• Works with both Owners and 

Initiators 

 

• Out-of-the-box 



E-mail acknowledgements 



Contact 
 

Chris Campbell 
 

 

Telephone: 

01962 73 73 75 

 

 

Email: 

chris@grangeparkopera.co.uk 

 

 

Twitter: 

@chriscampbellX 

 

 



THE GROUP SALE 

Mark Steel : Tessitura Network 



In this presentation… 

 Scanning performances for best availability 

  

 Selling many tickets at once 

 

 Applying a billing schedule 

 

 Automatic volume discounts 



 Product Search 

 

 Availability Window 

– Scroll by Title or Date 

– Shift+Click on Zone 

 Adds to cart 

 Selects the zone 

 Navigates to zone in SeatMap 

 

Availability searches… 



Lassoing Seats 



Seat Map – Performance Scrolling 

 

 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 

 Pre-defined schedules for payment plans 

 Shared among departments - so name 

appropriately 

 Amounts can be a mix of  fixed and 

percentages 

 Dates can be fixed or calculated relative 

to the billing start date 



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 

 

Ian Perry, 

Nottingham Lakeside Arts 



Nottingham Lakeside Arts 



Cats – sold out! 





Modes of Sale 









Don’t forget 







 
 



 
 







Pitfalls 



Ian.Perry@nottingham.ac.uk 



Ticketing Tips and Tricks - 
Shortcuts to Success 

 

• 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. 

 

 

 

 



Eye Tess 





Eye Tess (‘Hi Tess’) 

P 
 

D  P 

 
G  O  B 

 

             R                     O/L                  T             E                    U 
  

   M   N W K   Q   S   H   M   X 



Eye Tess (‘Hi Tess’) 

The Eye Tess Chart 

P 
 

D  P 
 

G     O  B 

 
R         O/L      T         E          U              
  

 

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

 

• Smaller Letters – these 
shortcuts are perhaps less 
obvious + more difficult to 
remember. 

 

• Larger Letters – we might know 
the shortcuts already but these 
are definitely advisable to know 
for box office efficiency. 
 

 

 

 

 

 



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. 

 

 



How many Shortcuts? 

• 70 Shortcuts listed on the Tessitura Network 
Site. 

 
• 6 Killer Time Reducing Shortcuts 
 
• The Ticketing Order Screen…or TOS for short. 
 

 

 



 Ticketing Order Screen 

Top 7 Shortcuts 



7. Load Last Order      ALT + O  +then  L 



6. Best Seat  ALT   + B  



5. Order Search       CTRL + O 



4.  Constituent Record     CTRL + G 



3. Payment Screen  CTRL + P  



2. Done (on order)  ALT + D 



1. Print    ALT + P    (Or just ‘P’) 



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’) 



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) 

 



Music by Henry Mancini – “Experiment in Terror” 



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… 

Quiz Me…70 Shortcuts… 



QUESTIONS? 

Please tell us who you are and where 
you are from…….. 

 



WHATS NEXT? 

NEXT SESSION : 2PM – 3.15PM  
CONFERENCE WELCOME in the Auditorium 
at the Royal Concert Hall  
 

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 
 


