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TO DO LIST: 
Performance Details 
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TO DO LIST: PERFORMANCE AND PACKAGE DETAILS 
 

1. Check Price Codes: make sure any price codes that need to be private are set 
to private, and that all price codes are displaying correctly . 

 
2. Check Day Of Sales Schedule: confirm that all price codes are scheduled (at 

least in the Box Office) to sell through the entire performance, in case any 
order service issues arise. 

 
3. Check Day Of Pricing: make sure that all pricing is correct online and in the 

Box Office, especially if there is a different price code for Day Of sales. 
 

4. Check Users and User Groups: confirm that all user permissions and user 
groups are set up correctly, to ensure smooth Box Office operations 
throughout show day. 
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TO DO LIST: 
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TO DO LIST: INVENTORY MANAGEMENT 
 

1. Update Inventory: This can be done by Holding/Opening Seats by Manifest, 
Changing a Seat Removal Status or Killing Seats 

 
2. Add Seat Inventory: This can be done for General Admission performances, if 

needed 
 

3. View of House Seating Chart: make sure the layout of your venue and status 
of all inventory are displayed correctly in one easy step. 
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TO DO LIST: 
Printing 
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PRINT WILL CALL 
 
To conveniently print all will call orders at once, use the Print Will Call  feature. 

1. From the Performance Dashboard, click Printing, then Print Will Call. 
2. Print Tickets browser printing is recommended; this option displays the 

entire batch on the screen. 
3. View Comma Delimited allows you to view all orders in your browser before 

printing.  The file will open in another tab. 
4. After you click Print Tickets, the tickets will display in the browser in 

alphabetical order by last name.  If an order has multiple performances, all 
tickets within the order will print at this time. 

 
Feature Display 
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BATCH PRINT 
 
To print large quantities of orders with varying delivery methods, use the Batch 
Print feature: 

1. From the Venue Dashboard, click Printing Tickets, then Batch Print 
2. Select the Start and End Date 
3. Choose to search by Sales Date or Performance Date 
4. Choose to Filter Last Name by Starting Characters - This will allow you to 

break up large batch orders, such as printing season tickets. You can leave 
this section blank if printing the entire batch. 

5. Select the Venue and Delivery Method to print 
6. Select the desired Performances 
7. Select to filter by section, price code or misc. Info 
8. Click Print Tickets 
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RESET PRINT COUNT 
 
A user will generally need to Reset Print Count for several reasons: 

- The margins were not set correctly 
- The Internet connection was lost when the tickets were being loaded in the 

browser 
- The printer was not set up properly 
- The printer was not set as the default printer 

 
To reset print count: 

1. From the Venue Dashboard, click Printing Tickets, followed by Reset Print 
Count 

2. Search for the batch you need to report by entering an Order ID or Serial 
number from that batch 

3. You then have 2 options: 
a. Reset whole batch print count 
b. Reset individual order print count 

4. A confirmation page will appear indicating that you have successfully reset 
the print count to 0, and you are able to reprint through Batch Print or Print 
Will Call 
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RESTRICT BATCH PRINT 
 
To restrict a performance from printing through the batch, Restrict Batch Print: 

1. From the Performance Dashboard, click Printing, then Restrict Batch Print 
2. A confirmation message will appear stating batch printing is now disabled 

on this performance. Click return. 
 
To allow batch printing for a performance: 

1. From the Performance Dashboard, click Printing, then Allow Batch Print 
2. A confirmation message will appear stating batch printing is now allowed 

on this performance. Click return. 
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RESTRICT PERFORMANCE TICKET PRINT 
 
To restrict tickets within a performance from being printed in any of the Sales 
Applets, use Restrict Performance Ticket Print: 
 

1. From the Performance Dashboard, click Printing, then Restrict 
Performance Ticket Print 

2. Select Restrict Ticket Print  and click Submit 
 
This is a helpful feature for: 

- Fairs selling ride sheets where you do not want a ticket to print, but you will 
fulfill it with an actual ride sheet 

- Venues selling drink tickets that need to confirm the customer’s age, so they 
must print those in person 
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TO DO LIST: 
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QUICK SALE 
 
This is a great tool for GA performances to sell and get ticket holders in the door as 
quickly as possible. 
 

1. From the Performance Dashboard, click Sell Tickets and then Quick Sale 
2. A simple selling screen will display 
3. Select the Number of Tickets by entering the number into the box, or using 

the + and - buttons 
4. Add tickets to Cart 
5. Add any additional performances using the drop down at the top 
6. The tickets will populate in the cart 
7. Select Payment Method and collect payment information 
8. Click Purchase/Print 
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SINGLE PAGE - BETA version 
 
This selling page is currently in a Beta version and is being vigorously tested.  This 
page will eventually replace the other forms of selling a ticket within the system.  
 

1. From the Performance Dashboard, click Sell Tickets and then New Ticket 
Sale BETA 

2. A Single Page Ticket Sale screen will display 
3. Select tickets by Best Available by adding tickets using the plus and minus 

buttons 
4. Select tickets by Sell by Map by first selecting the section. Then a map of 

that section will display. Click on an individual seat to add that ticket to the 
shopping cart 

5. Add any additional performances using the drop down at the top 
6. The tickets will populate in the cart 
7. Select Payment Method and collect payment information 
8. Click Purchase/Print 
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TO DO LIST: 
Order Details 
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SEARCH ORDER OPTIONS 
 

1. Use the Search Orders box to search using a customer’s Order ID, Last Name, 
First and Last Name, Email Address, or Serial Number. 

2. Use the Advanced Search option found as a dropdown in the Search Orders 
box.  This will allow you to search by other additional information, like credit 
card number, shipping contact information 

3. From the Venue Dashboard, click Advanced followed by Search Order.  This 
will allow you to search by other additional information, like seat location, 
unpaid orders and contact information. 

4. Once your customer’s order has been located, you will be able to view their 
Order Details Page 
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READ THE ORDER DETAILS PAGE 
 
The Order Details Page allows you to review important information about an 
order. 
 
The top portion of the page displays the Order ID and your action items. 

● Click Resend to resend the email confirmation to a ticket buyer. It will 
automatically send to the email address attached to the order. If the patron 
entered their Mobile Number, you will also have the option here to resend 
the Mobile Ticket. 

● Click Reissue to change the barcode number on existing tickets.  
● Click Refunds to refund an order.  

 
Print Tab: 

● Click Reprint Order to reprint an order. 
● If a receipt template has been added to your venue, you can click Print 

Receipt. 
● If an invoice template has been added to your venue, you can click Print 

Invoice. 
● Click Print Header Ticket to print a header ticket that includes the Patron's 

Name (and/or Alternate Pickup Name) and Address for this order. 
● Click Prevent Order Printing if you do not want this order to print in a batch 

print. 
 
Reserves Tab: 

● Click Purchase Reserved Order if tickets have been placed into a 
reservation status and you need to make a payment. 

● Click Split Reserved Order to split tickets previously placed into a reserved 
status. 

 
More Tab: 

● Click Scan History to see the history of tickets scanned.  It will show where 
the ticket was scanned, the user that scanned the ticket and when it was 
scanned. 

 
The middle of the page shows the ticket information including the serial number 
(barcode), ticket status, performance information and price code details. 
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Note: If an order contains more than 20 tickets, they will be collapsed to make the page 
easier to view.  You will have the ability to expand the order to view all of the tickets if 
needed. 

● Click the ticket icon under Seat Info to View Ticket History. 
● Click History in the top right corner to View Order Print History. 
● Click History next to Delivery Fee to view Order Delivery Method History. 
● Click Edit next to Delivery Fee to change an order from one Delivery Method 

to another. 
 
Below the ticket information the following will display: 

● Transaction History displays a financial history of the order. This page may 
be restricted from some users based on the permissions they have been 
given. 

● Click Transaction ID to review in detail the actions of a seller. 
● Click Payment Account to view the Method of Payment used. 
● Select the Printer Icon by the transaction line, to print a transaction receipt. 

 
If Miscellaneous Information questions were asked upon completion of the 
transaction and the answers need to be updated, it can be done here, you can also 
view/edit any Ticket Level Miscellaneous Information as well. 
 
The following information will display on the right side of the page: 

● Account Info & Customer Profile Button 
● Shipping Info: If any contact information needs to be updated, it can be 

done here.  This allows you to change mailing address, email, or phone 
number. 

● Billing Info 
● Alternate Pick Up Name 
● Passcode or Member Code 
● Notes: Allows you to enter a note about the order.  For example, tickets lost 

in mail, patron was contacted about relocating seats, etc. 
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RESEND EMAIL 
 
If a patron has lost their confirmation email with the link to their Print At Home 
ticket, you are able to resend them an email from the system. 
 

1. Search for the order utilizing Guest List - All or by using the Search Order 
tab 

2. From the Order Details Page, choose Resend Email 
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REISSUE TICKETS 
 
If a customer has lost their tickets, you are able to reissue and assign new 
barcodes/serial numbers to their order. This will void the original tickets, which can 
decrease potential fraud. 
 

1. Search for the order utilizing Guest List - All or by using the Search Order 
tab 

2. From the Order Details Page, choose Reissue 
3. Place a checkmark next to the tickets to be reissued, then click Submit 

 
 

4. Click on a serial number to return to the Order Details Page 
5. Click Reissued to view the new serial number and old serial number 
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REFUND TICKETS 
 
To refund a patron’s tickets, navigate to the their order. 
 

1. From the Order Details Page, choose Refunds. 
2. Select the tickets and amount to be refunded, and select if you are refunding 

additional fees. Then click submit. 
3. Select the Seat Status. The seats will return to the status in which the 

seats were originally by default, but you will be able to return them to a 
hold or open if necessary. To do this, change the Seat Status using the drop 
down. 

4. Select Refund Method. This will default to the original method of payment, 
but another method of payment can be added. 

5. Choose to Send An Email to Customer confirming the refund. Please note 
that anything you type in the note section will display in the email sent to the 
customer. 

6. Withhold: Leaving the withhold button checked will show a zero balance on 
the order. If you would like to show a balance of the money not returned to 
the customer (ex: fees) please uncheck the button.  If refunding during a 
reservation process, please uncheck the button to keep any partial payments 
on the order to be applied toward the outstanding balance. 

7. Confirm you are returning the seats to the correct status 
8. Enter a note 
9. Click Submit 
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EXCHANGES 
 
Exchanges can be done within the same performance, or another performance 
within the same venue. The ticket count must be the same, and the order, 
convenience and delivery fees are pulled from the original tickets and cannot be 
adjusted during an exchange. 
 

1. In the Order Details Page, click on the Customer User Name 
2. On the Customer Details page, click the Orders tab. 
3. All Upcoming Orders for the customer will display. 
4. Select the Gear Symbol below Actions and click Exchange for the desired 

order. 
5. Select the tickets you need to exchange from the order. 
6. Select the new performance for the exchange. 
7. Click the Choose New Seats button and select the seats the customer would 

like to exchange to.  
8. Click Continue 
9. After the new tickets are selected, you will be directed to the Invoice Page. 

The original tickets and the new tickets will display, and you will be able to 
make any changes needed.  Click Continue to complete the exchange. 

10.Even Exchanges will show a zero balance, so a method of payment will not 
have to be selected. 

11.Upgrading:  You will be able charge the customer for the balance by 
selecting a new method of payment and entering their information. 

12.Downgrading: You will be able to refund the customer for the balance using 
the original method of payment, or by entering a new method of payment. 

13.The Confirmation page will appear. From this screen, you will be able to Print 
the tickets, as well as view the new and old tickets. 
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RECLASS 
 
The Reclass feature allows you to change any Price Code to a different Price Code 
while keeping the original barcode. 
 

1. From the Order Details Page, click on the Customer User Name 
2. Select the Orders tab.  All Upcoming Orders for the customer will display. 
3. Select the Gear Symbol below Actions and click Reclass for the desired order. 
4. Select Tickets 
5. Choose a New Price Code 
6. Click Continue 
7. The new and original tickets will display, as well as the Price Difference.  Add 

a note and click Continue. 
8. If the Price Code Value increased, you will be able to charge the customer for 

the remaining balance 
9. If the Price Code Value decreased, you will be able to refund the customer for 

the difference 
10.From the confirmation page, you will be able to click the Order ID to review 

the Order Details Page. 
11.Click Reclassed next to each ticket to see the change history.  This page will 

display: 
a. Original Price Code 
b. Original Price 
c. Original Fees 
d. Username that Reclassed the tickets 
e. Date and Time of Reclass 
f. Process Type 
g. Notes 
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CHANGE A DELIVERY METHOD 
 

1. When looking at the Order Details Page, click Edit at the bottom next to the 
current Delivery Method 

2. Choose new Delivery Method 
3. Enter Comments (required) 
4. Choose an Account: This will default to the original method of payment, but 

can be changed 
5. Pay At Once: Select Yes to pay any applicable delivery method fee, or select 

No to not pay any applicable fee 

 
6. The Order Details Page will appear with the updated Delivery Method. 
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ALTERNATE PICK UP 
 
If a customer would like to add an alternate pick up name, you will be able to do 
so from the Order Details Page 
 
To add an alternate pick up name, click Add in the alternate pick up section, type in 
the name and click Update. The updated name will then display on the Order 
Details Page. 
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TO DO LIST: 
Scanning Parameters 
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ACCESS CONTROL 
 
This feature allows you to create and set up Scanning Parameters and Venue 
Zones.  Along with setting this up, be sure to make sure your scanners are fully 
charged first thing in the morning and then test scan tickets to each performance to 
verify the scanning parameters are setup correctly. 
 

1. From the main Venue Page, select Advanced followed by Access Control 
2. Select Access Control Admin 
3. Select View/Create Venue Zones and Entrances 
4. Select Set Up Live Validation for the Entire Venue to view parameters 

without Venue Zones. 
5. Select View/Create Venue Zones and Entrances to view scanning 

parameters with Venue Zones. 
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REPORTS: 
Printing 
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WILL CALL REPORT 
 
Report Details 
List of all orders flagged for will call at the Performance level.  The list is ordered 
alphabetically by last name.  Each name is accompanied by an order number that is 
a link to the customer’s order detail and the number of tickets for that 
Performance.  This may not be the total number of tickets in the customer's order. 
By simply clicking on the order number, the user can view the customer’s entire 
order detail. Lastly, there is a column in the list that will notify the box office if there 
is an alternate name that will pick up the order. 
 
Run Report 
From the Performance Dashboard, click Reports on the left followed by Will Call 
Report.  
 
Report Display 
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REPORTS: 
Group Sales 
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UNBALANCED ORDER REPORT 
 
Levels: Performance & Venue 
 
Description 
This report displays all orders that are not balanced for a performance, or all 
performances in a venue. Generally, unbalanced orders are due to Reserved Orders 
not being paid in full. 
 
Run Report: 

1. Select Transaction Start and End Dates 
2. Select whether to include web sales or not 
3. Select Performance Date Range (Venue Level Only) 

 
Report Displays: 

Order ID Revenue 
FIrst Name Receipts  
Last Name Balance 
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ACCOUNTS RECEIVABLE REPORT 
 
Levels: Venue 
 
Receipt or Revenue: Receipt 
 
Description 
This report is for clients using the reservation function of the system. This report 
will show any payments made within the transaction time selected as well as 
balance due for the time period selected. Once a reservation has been paid in full, it 
will no longer appear on this report. 
 
Run Report 

1. Select Transaction Date Range 
 
Report Displays  

Date Reserved Ticket Fee 
Order ID Ticket Amount Due 
Customer Name Fees Due 
Performance Total Order Amount 
Performance Date Amount Paid for Selected Dates  
Number of Tickets Amount Outstanding for Selected Dates  
Ticket Price  
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REPORTS: 
Balance Sellers 
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ORGANIZATION RECEIPTS REPORT 
 
Levels: Organization 
 
Report Details 
Receipt report that is commonly used to balance sellers who sell across multiple 
venues, sell tickets and memberships, as well as take donations. 
 
Run Report 

1. Select Transaction Date Range 
2. Click View Reports 

 
Report Display 
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BOX OFFICE SALES REPORT 
 
Levels: Organization and Venue 
 
Report Details 
Receipt report used for balancing sellers at the end of a shift across one or multiple 
Venues.  View specific transactions that a user has done within the specified date 
range.  This report will only reflect ticket money and does not include Memberships 
or Donations.  
 
Run Report 

1. Select Transaction Date Range and click View Report 
2. The report will display as shown below 
3. Filter results as needed 

 
Report Display 
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SELLER PRICE CODE BY METHOD OF PAYMENT 
 
Levels: Organization and Venue 
 
Report Details 
Receipt report that consolidates the Venue Box Office Report and Price Code Sales 
Report by User to make it easier to balance your ticket sellers.  
 
Run Report 

1. Select Transaction Date Range and click Next 
2. Check to condense credit cards 
3. Select sellers whose transaction data you will view 
4. Select Performances 
5. Click View Report 

 
Report Display 
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OPERATOR RECEIPT REPORT 
 
Report Details 
Generates transactions made by your username only.  This report is permission 
based and can be enabled or disabled based on your business practices. 
 
Run Report 

1. Click your username in the top right corner 
2. Click Operator Report 
3. Select Transaction Date Range and click Generate Report 

 
Report Displays 
Venue 
Tickets Sold 1 (count by Performance) 
Tickets Sold 2 (count by Package) 
Tickets Refunded 1 (count by Performance) 
Tickets Refunded 2 (count by Package) 
Transaction Totals by Method of Payment 
Total Sales 
 
Note: Selecting the Venue Name will provide details of all transactions specific to that 
Venue. 
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REPORTS: 
Validation 
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VALIDATION REPORT 
 
Levels: Performance 
 
Report Details 
Displays number of tickets that have been scanned and gives a breakdown of 
Issued vs. Redeemed status tickets by price code at the Performance Level. 
 
Run Report 
To run the report, click the Report tab in the top blue bar and select the 
Performance tab.  The report is located near the top of the first column.  
 
Report Display 
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VALIDATION DAILY SCAN REPORT 
 
Levels: Organization and Venue 
 
Report Details 
This report allows a user to view scans across all performances in the venue within 
a designated 24-hour period. This report counts the attendance each time a ticket 
or credential card is scanned. 
 
Run Report 

1. Select Time Frame to include in the report OR 
2. Select a Date Time Range to Export Scan Data and save as a CSV file 

Use this step to run the report outside of the system for a longer date range. If the 
range is greater than 10 days, the report will only be sent via email. 

3. Click Submit 
 
Report Display 
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ATTENDANCE REPORT 
 
Levels: Organization 
 
Report Details 
This report allows a user to see attendance across all the venues in an organization 
within a specified date range 
 
Run Report 

1. Select Date Range to include in the report 
 
Report Display 
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EQUIPMENT 
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PRINTING A TEST TICKET 
 
Before printing the test ticket be sure you have completed these steps: 

● Loaded the ticket stock 
● Installed the printer driver 
● Set the BOCA as the default printer 
● Set your print margins 
● Set Username preferences 

 
1. From the Venue Dashboard, click Advanced followed by Preview Ticket 

Layout 
2. Click EtixNewHard10-08 
3. The print test ticket(s) will appear. If a ticket has been sold it will pull a REAL 

order.  If the venue has no sold ticket it will pull "dummy" information. 
4. Go to File, Print or Ctrl P. 
5. When the print dialog box opens, click Print 

 
  

53 



HOW TO TURN THE TICKET PRINTER CUTTER ON OR OFF 
 
Here are the steps to turn the cutter ON or OFF.  Turning the cutter off is generally 
used when Batch Printing. 
  

1. Turn the printer on 
2. Hold the MENU and CHOICES buttons on the printer down at the same time. 
3. Once you see FACTORY MENU on the screen, release the buttons.  
4. Press the MENU button two times or until you see Mini/Micro  
5. Press the CHOICES button to select either Mini or Micro  

a. MINI = turns cutter ON  
b. MICRO = turns cutter OFF (remove ticket catch tray)  

6. Press the TEST Button (middle button) to select that choice and then press 
the TEST button again to Save and Exit.  

7. Then printer will restart. 
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SETTING PRINTER MARGINS 
 
Internet Explorer 
Top: 0.25 
Left 0.4 
Right: 0.3 
Bottom: 6.15 
 
Firefox  
Top: 0.0 
Left: 0.1 
Right: 0.3 
Bottom: 6.0 
 
Chrome 
Top: 0.2 
Left: 0.3 
Right: 5.1 

Bottom: 6.15  
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BOCA TROUBLESHOOTING 
 
Description: A couple tickets print fine, but then tickets start jamming or sticking 
just enough to cause subsequent tickets to back up, resulting in a print that goes 
"off the page" or overlays on top of previous print.  
  
The Issue:  The print head is most likely pressing down too tightly on the ticket 
stock as it feeds through. 
  
The Fix:  Follow the steps below to loosen the pressure of the print head: 

1. Turn printer off, and pull up the plastic print-head lever 
2. Notice the 2 black "screw holes" directly on top of the metal print-head itself. 

These are print-head height adjusters. 
3. Carefully pull the print head up and out of its saddle, and hold in the palm of 

your hand. 
4. Using a 1/16th inch allen wrench, insert and give 1 full turn counterclockwise 

(to the left) on each adjuster. 
5. Return print-head to proper position in the printer and lock in place with the 

plastic lever. 
6. Turn printer back on and reload stock. 
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