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PACKAGE RENEWALS 
 
Feature Details 
When the same series is used from one package to the other your orders can be 
mass renewed or rolled over from one year to the next.  For example your Tuesday 
evening package from last year can be rolled into your Tuesday evening package for 
next year by following the below steps.  It is recommended to follow these steps in 
a unique username to quickly identify the orders that have been renewed. 
 
Enable Feature 

1. From the Package Dashboard, click Renewals followed by Generate 
Reserve Order for Package Renewal 

2. Select the original price code and the price to map to. 
3. Select the original delivery method and the delivery method to map to. 
4. Enter deadline of order payment. 
5. Click Export to Text 
6. A confirmation message will appear to let you know the reserve orders have 

generated. 
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Once the package renewals have been completed you will need to review the 
Package Renewal Batch Status Report.  This allows you to see what orders did not 
renew and determine whether they should be manually reserved or not. 
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PACKAGE PAYMENT PLAN 
 
To edit a Package Payment Plan: 
 

1. From the Venue Dashboard, select the Packages Tab. 
2. Select the desired Package. 
3. From the Package Dashboard, click Advanced to expand, followed by 

Package Payment Plan. 
4. From this page, you will be able to choose absolute or relative due dates, add 

a down payment, add an additional payment and view the percentage due. 
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GETTING YOUR PACKAGE READY FOR THE ONSALE 
 
Contact Client Services to help you with the following items: 

1. Do any of the performances included in your package need to be masked 
from online sales? 

2. Do you any of the performances included in your package need to be 
masked in the confirmation email? 

3. Do you have any performances included in your package that need to be 
masked in Account Manager? 

4. Do you need to have an invoice created to mass print invoices in the Etix 
system? 

 
To adjust any printing specifics for a package: 

1. From the Package Dashboard, click Printing, followed by Set Up Package 
Ticket Applet Print 

2. Select to use a single Package Barcode 
3. Select to use a Package Ticket Header 
4. Select to include the ticket price on the package ticket 
5. Click Submit 
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ACCOUNT MANAGER SETUP 
 

1. If you currently are not using Account Manager, contact 
clientservices@etix.com to have a link created for your Organization. 

2. From the Venue Dashboard, click Advanced followed by Organization Details. 
3. Click Organization / Promoter Public Info  
4. Scroll down to the Account Manager Section 
5. Select to enable customer ticket forwarding 
6. Select to enable ticket donation 
7. Enter an email address to receive notifications of customer ticket donations. 
8. Enter ticket exchange request form text. 
9. Enter customer ticket exchange confirmation message. 
10.Enter the partial payment confirmation message. 
11.Enter the full payment confirmation message. 
12.Click Submit 
13.Go back to the Organization Details page. 
14.Click Organization Customer Message 
15.Enter any messages you would like to appear on the Account Manager home 

page when customers login.  Show the begin and end time for this message 
to display. 

16.Click Submit 
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ACCOUNT MANAGER 
OVERVIEW 
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HOW TO LOGIN TO ACCOUNT MANAGER (CUSTOMER VIEW) 
 
How to Login to Your Account 

1. Go to your Venue’s Account Manager Link 
2. Enter your username and password.  In most cases your username is your 

email. 
3. If you forgot your password or have never set one up, click “Having trouble 

logging in?” which is in blue to the right of the password box.  At the top of 
this page you’ll see the option to enter your username and click “Reset 
Password” under the “Forgot your password” header.  Once you click “Reset 
Password” you will be sent password reset instructions via email that will 
include a temporary password.  This password will expire in 10 minutes. 
You’ll now be able to login to your account. 

  
Page Overview 

1. After logging into your account, you will be on your Home Page.  
2. Any important messages will display at the top of your home page in yellow.  
3. Next you will see a list of all of your upcoming tickets with your most recent 

upcoming tickets at the top.  If you are renewing from last year, you may still 
see tickets from last season at the top of this list if some performances 
haven’t occurred yet.  

4. Scroll down past the “My Tickets” section and you’ll next see “My Invoices”. 
This will include your total invoice amount, amount paid to date, any overdue 
amount, when your next payment is due and how much your next payment 
is. 

5. Below that you will see “My Orders”.  Next season’s tickets should be in a 
single order. 

6. Back up at the top right of the page you’ll see your account summary 
information which includes any invoices you may have, options to edit your 
account, and information on who to contact with any questions. 

  
How to Update Your Account Information 

1. In the summary section on the home page, you will see a section on the right 
labeled “Edit My Account”.  

2. Click “Mailing Address & Phone Number” to update the name, address, and 
phone number on your account.  

3. Click “Email Address” to update the email tied to your account.  
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4. Finally, click “Password” to change the password assigned to your account. 
To do this you will first have to enter your current password and then enter a 
new password.  Please note that your password must be between 6 and 32 
characters. 
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HOW TO MAKE A CHANGE REQUEST IN ACCOUNT MANAGER 
(CUSTOMER VIEW) 
  

1. You can only add notes regarding changes and upgrades before paying your 
account in full, so you will want to do this first.  

2. To add a note, click the home button on the top left of the page.  Scroll down 
to “My Orders” and click on the Order ID number for your subscription 
renewal.  

3. You will see all the details of your order at the top of the page including the 
total order amount and balance.  Next you will be able to view all tickets in 
the order.  

4. Right above the orders tickets box, you will see an orange “Request Change” 
button.  Click this button and the page will refresh for you to enter in your 
change request.  

5. First select the package name from the first dropdown.  
6. Next select the note type from the second dropdown.  This note will inform 

the venue of the type of change you are requesting.  If more than one type 
applies, you can add multiple notes.  The note type options include: 

a. Change Date/Time 
b. Upgrade Seat Location 
c. Downgrade Seat Location 
d. Add Seats to Subscription 
e. Remove Seats from Subscription 
f. Request ADA Seats 
g. Release ADA Seats 
h. Other 

7. Finally you will enter any details of your request in the open textbox.  As an 
example, if you select “upgrade seat location” as the note type, you would 
enter “Last season my seats were located in the Rear Orchestra (price level 6) 
and I would like to move to the Front Orchestra (price level 4) this season.”  

8. After you enter the request details, click the submit button at the bottom of 
the page.  Once you click submit, you will see a green message appear at the 
top of the page confirming your request was successfully submitted.  From 
here, you can submit additional requests as needed or go back to the home 
page. 
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When filling in the request details box, please add enough specifics so the box 
office staff knows what to do if obviously better seats are not available.  For 
example: 
  
Do you need to change the Date/Time of your season tickets even if comparable 
seats are not available? 
 
How important is being on an aisle?  Would you be willing to move further back to 
be closer to the center and/or on an inside aisle? 
 
Which performances (Date/Time), if any, would you be willing to change to in order 
to improve your seats? 
 
If you are adding seats to your subscription and the adjacent seats are not 
available, would you prefer to move further back and/or further to the side so you 
can all sit together or leave your current seats where they are and put the 
additional season tickets as close as possible? 
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HOW TO MAKE A PAYMENT IN ACCOUNT MANAGER 
(CUSTOMER VIEW) 
 

1. When you login for the first time you will have the first payment due.  
2. To make a payment you can click “Make a Payment” in the summary section 

at the top right of the home page under “Account Invoices”.  You can also you 
can scroll down to “My Invoices” and click the orange “Pay Now” button.  Both 
of these options will bring you to the same page to make a payment. 

3. At the top of this page you will see your order ID number, package name and 
total amount of the order.  

4. The next section will list amount paid to date, any overdue amount and the 
outstanding balance.  

5. Finally, at the very bottom you will have the option to pay the overdue 
amount, pay the overdue amount plus the upcoming amount due or pay the 
entire total.  

6. Once you select one of those options, click the blue submit button. 
7. This next page is where you will enter all of your payment details starting 

with card number, credit card type, expiration date, and security code.  
8. our billing information will display next.  You will have the option to update 

the billing information and choose to update and save it. 
9.  Finally, click the orange pay button at the bottom of the page.  
10. Once you click pay you will be brought to the confirmation page or payment 

result page.  You will be able to review your payment on this page and you 
will also receive an email confirmation of payment.  

11.In the top right corner you will have the option to view your payment history 
for this order. 
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HOW TO MAKE AN EXCHANGE REQUEST IN ACCOUNT 
MANAGER (CUSTOMER VIEW) 
  

1. To exchange tickets, click the “My Tickets” tab at the top of the home page 
2. All upcoming orders will display. Click the “Exchange Tickets” tab at the top of 

the list of upcoming orders.  
3. Click into the order with the specific tickets you’d like to exchange.  
4. Select the tickets you’d like to exchange and click Continue 
5. A Ticket Exchange Request form will display. Fill out all required information, 

including your contact information and detailed information on the 
performance you’d like to exchange tickets to, as well as any special requests 
from the Venue. Click Submit. 

6. A confirmation message will display, stating that your exchange request has 
been sent to the venue, and to allow then 48 hours to get in contact with you 
regarding your exchange. 
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HOW TO FORWARD TICKETS TO A FRIEND IN ACCOUNT 
MANAGER (CUSTOMER VIEW) 
 

1. To forward your tickets to a friend, click the “My Tickets” tab at the top of the 
home page. 

2. All upcoming orders will display. Click the “Print/Forward Tickets” tab at the 
top of the list of upcoming orders.  

3. Click into the order with the specific tickets you’d like to forward.  
4. Select the tickets you’d like to send and click Forward 
5. A request form will display. Fill out all required information, including your 

friend’s contact information and detailed message. Also select the number of 
days before the offer will expire. Click Submit. 

6. A confirmation message will display. Verify the information listed is correct, 
then click Forward Ticket. 

7. Your friend will receive an email with the transferred tickets, however the 
tickets will remain in your name in the Etix system. If your friend does not 
accept the tickets in the amount of days designated, the tickets will be 
reverted back to your account and display as available in your account 
system. 
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HOW TO DONATE TICKETS BACK TO THE VENUE IN ACCOUNT 
MANAGER (CUSTOMER VIEW) 
 

1. To donate your tickets back to the venue, click the “My Tickets” tab at the top 
of the home page 

2. All upcoming orders will display. Click the “Donate Your Tickets” tab at the 
top of the list of upcoming orders.  

3. Click into the order with the specific tickets you’d like to donate.  
4. Select the tickets you’d like to donate and click Continue 
5. Click Donate Tickets. 
6. A confirmation message and donation receipt will display, which will include 

a Tax ID. You will also be able to view past donations. 
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