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ZIP CODE RESTRICTIONS 
 
Restrict Sales by Zip Code 
Feature Details 
Venues can restrict which zip codes can purchase tickets.  This will assist in venues 
managing brokers, fraudulent orders and charge back requests. This can be set at 
the Venue, Performance and Package levels and be set by Sales Channel. 
 
Enable Feature 

1. If setting up this feature at the performance or package level, click into the 
performance or package. If setting it up at the venue level, remain on the 
venue dashboard. 

2. Click Advanced followed by Zip Codes Allowed to Purchase Tickets 
3. Add Individual Zip Codes OR Add Zip Codes by Distance or Radius from your 

Venue. 
 
Feature Display 
If a customer is outside the specified zip code radius and attempts to purchase 
tickets, they will be given a message stating their billing address is not allowed to 
purchase tickets and they will need to contact the Venue to do so.  The message will 
display online after they have entered their billing information and click the 
"Purchase" button. 
 
Delivery Method Restriction by Zip Code 
Feature Details 
Venues can restrict the delivery method available to customers outside of a specific 
zip code or zip code radius. This can help ensure that tickets are delivered on time, 
or more conveniently for customers. This can be set at the Venue, Performance and 
Package levels. 
 
Enable Feature (Venue Level Example) 

1. The Delivery Method must be created first 
2. Click Manage followed by Delivery Methods 
3. Click Edit Delivery Method Distance 
4. Click the checkbox and the radius boxes will appear 
5. Enter the desired Minimum and Maximum distance from the venue 
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Enable Feature (Performance Level Example) 
1. The Delivery Method must be created first. 
2. Click Advanced followed by Edit Delivery Method 
3. Scroll to the bottom of the page and click Edit Delivery Method Distance 
4. Click the checkbox and the radius boxes will appear 
5. Enter the desired Minimum and Maximum distance from the venue 

 
Enable Feature (Package Level Example) 

1. The Delivery Method must be created first. 
2. Click Manage followed by Edit Delivery Method 
3. Scroll to the bottom of the page and click Edit Delivery Method Distance 
4. Click the checkbox and the radius boxes will appear 
5. Enter the desired Minimum and Maximum distance from the venue 

 
Feature Display 
Online, the customer will enter their Zip Code and click Show Delivery Methods. The 
available Delivery Methods will appear and the customer will continue with their 
purchase. 
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PRICE CODE DELIVERY METHOD RESTRICTION 
 
Feature Details 
Allows you to restrict a specific Delivery Method to one or more Price Codes.  Note 
that the option to restrict a Price Code Delivery Method will only display if there are 
Delivery Methods created at the Performance, Package or Campaign levels. 
 
Enable Feature 

1. From the Performance Dashboard, click Manage followed by Price Codes 
2. From the Package Dashboard, click Manage followed by Edit Price Code 
3. Click Restrict Delivery Method 
4. Uncheck the box next to any unwanted Delivery Methods for the desired 

Price Codes, so that only the Delivery Methods you would like to offer for 
each Price Code are checked. 

5. Click Apply 
Note: Be aware this feature may cause conflicting Delivery Methods which can result in a 
customer not being able to complete online checkout.  To avoid this, be sure there are 
common Delivery Methods for all of your Price Codes. 
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EDIT BOT STOPPER 
 
Feature Details 
Bot Stopper/Captcha is the function used to verify humans when purchasing online. 
When activated, Bot Stopper/Captcha will applied to every online sales schedule. 
 
Enable Feature 

1. From the Performance or Package Dashboard, click Advanced followed by 
Edit Bot Stopper 

2. Click Use and select Google Captcha v2 which is ADA compliant. 
3. Enter the number of minutes Bot Stopper/Captcha should be on after the 

onsale starts. 
4. Click Submit 

 
Google Captcha v2 will display online as such: 
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MULTIPLE CUSTOMER ORDER REPORT (ORGANIZATION 
LEVEL) 
 
Report Details 
The Multiple Customer Order Report allows a user to search all performances 
and venues to determine which patrons have multiple orders.  This report is 
commonly used when looking into fraud or brokers.  
 
Run Report 

1. Select the Reports Tab and click the Organization tab followed by Multiple 
Customer Order Report. 

2. Select the Sales Date Range and determine why you would like to search the 
system.  Click View Report. 

 
If Where Credit Card or Email or Phone are the same was selected, the report 
will display: 
Venue name 
Performance Name 
Performance Date and Time 
Last Name 
First Name 
Email Address 
Phone Number 
Order ID Number 
Last four numbers of credit card will appear if report was run using 
Number of tickets 
 
If Where Customer IP address is the same was selected, the report will display: 
Ticket buyer IP address 
Venue name 
Performance Name 
Performance Date and Time 
Last Name 
First Name 
Email Address 
Phone Number 
Order ID Number 
Number of tickets 
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THE EXTRAS 
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MISCELLANEOUS INFORMATION 
 
Feature Details 
Allows a venue to ask questions and gain demographic information or buying 
trends of customers during the checkout process.  This can be done on the Invoice 
or Confirmation page.  Questions can be made optional or mandatory, and can be 
set at the Venue, Performance and Package levels.Client Services will have to add 
miscellaneous information questions to your Organization.  Below is a list of 
options on how miscellaneous information questions can be added. 
 
Checkbox Option: Customer can select multiple answers 

 
 
Radio Option: Customer can select one answer 

 
 
Label Option: Enter instructions regarding any miscellaneous information you 
have listed below. 
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List Option: Customer can select one or multiple answers 

 
 
Menu Option: Customer can select one answer 

 
 
Text Option: Customer can enter a short answer 

 
 
Textarea Option: Customer can enter a long answer 
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Date Option: Customer can enter a date 
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MANAGE VENUE MISCELLANEOUS INFORMATION 
 

1. From the Venue Dashboard, click Manage followed by Miscellaneous 
Information. 

2. Click Add Venue Miscellaneous Information 
3. Select the Usage Type.  Will the question be asked per Ticket or per Order? 
4. Select the Miscellaneous Information questions from the drop down. 
5. Select the Sales Channel.  You will need to add the question multiple times if 

offering at multiple Sales Channels. 
6. Select if User Input is Required.  If the question is mandatory select True 

and if the question is option select False. 
7. If applicable, select for the question to display on the Invoice or Confirmation 

page. 
8. Select the Display Order if using more than one question. 
9. Click Submit  

 

MANAGE PERFORMANCE MISCELLANEOUS INFORMATION 
 

1. From the Performance Dashboard, click Manage followed by 
Miscellaneous Information. 

2. Click Add Performance Miscellaneous Information 
3. Select the Usage Type.  Will the question be asked per Ticket or per Order? 
4. Select the Miscellaneous Information questions from the drop down. 
5. Select the Sales Channel.  You will need to add the question multiple times if 

offering at multiple Sales Channels. 
6. Select if User Input is Required.  If the question is mandatory select True 

and if the question is option select False. 
7. If applicable, select for the question to display on the Invoice or Confirmation 

page. 
8. Select the Display Order if using more than one question. 
9. Click Submit  

 
MANAGE PACKAGE MISCELLANEOUS INFORMATION 
 

1. From the Package Dashboard, click Manage followed by Manage Package 
Miscellaneous Information. 

2. Click Add Package Miscellaneous Information 
3. Select the Usage Type.  Will the question be asked per Ticket or per Order? 
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4. Select the Miscellaneous Information questions from the drop down. 
5. Select the Sales Channel.  You will need to add the question multiple times if 

offering at multiple Sales Channels. 
6. Select if User Input is Required.  If the question is mandatory select True 

and if the question is option select False. 
7. If applicable, select for the question to display on the Invoice or Confirmation 

page. 
8. Select the Display Order if using more than one question. 
9. Click Submit  
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UPSELLS 
 
Feature Details 
Allows patrons to purchase an additional performance at checkout. This can be 
done to promote another performance, parking, merchandise, etc. This feature is 
available for both Performances and Packages 
 
Enable Feature for a Performance: 

1. From the Performance Dashboard, click Manage followed by Upsells 
2. Click Add Performance Upsell 
3. Select the Upsell Performance, enter Upsell message and click Continue. 

The message will be hyper-linked to the selected performance. 
 
Enable Feature for a Package: 

1. From the Package Dashboard, click Manage followed by Add Package 
Upsell 

2. Select the Venue 
3. Select the Upsell Performance, enter Upsell message and click Continue. 

The message will be hyper-linked to the selected performance. 
 
Customer View 
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PRIVATE PERFORMANCE NOTES 
 
Feature Details 
Occasionally, venues may need to add a Performance Note to a performance. The 
Performance Note will not appear to the general public, but only internally to venue 
staff or the Etix phone center. Generally, the Performance Note is used to inform 
the Etix phone center of specific information about the performance. 
 
Enable Feature 

1. From the Performance Dashboard, click Add next to Internal Notes (bottom 
right corner) 

2. Enter the performance note and click Submit 
3. A confirmation page will appear showing Note Added 
4. The note will then appear on the Performance Dashboard.  The note will also 

appear at the bottom of the Performance Detail Report. 
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DISPLAY DATETIME 
 
Feature Details 
Display Datetime allows you to select whether or not the date and time of the 
performance displays online. 
 
Enable Feature 

1. From the Performance Dashboard, click Manage followed by Display 
Datetime 

2. Select Yes to display the date and time on online purchases or select No to 
hide the date and time on online purchases. 

3. Click Submit 
4. A confirmation message will display that the performance has been updated. 

 
If Display Datetime is selected, your performance will appear like this online: 

 
 
If Display Datetime is not selected, your performance will appear like this online: 
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SUSPEND ONLINE SALES 
 
Feature Details 
Suspend Online Sales allows you to immediately take a performance off sale online 
so your customers will not be able to purchase tickets online.  However, our phone 
center and your box office will still be able to sell tickets.  If you want the 
Performance to be off sale through all sales channels, you will have to update the 
sales schedules. 
 
Enable Feature 

1. From the Performance Dashboard, click Manage followed by Suspend 
Online Sales 

2. Select On Sales Online or Off Sale Online 
3. Click Submit 
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ATTACH VIEWABLE CHART 
 
Feature Details 
Venues have the option to Attach a Viewable Chart for the purchasing customer. 
This will appear both online and in the box office.  Online, the customer will see a 
hyperlink that says "View Seating Chart".  A graphical image of the venue will 
appear. 
 
Enable Feature 

1. From the Performance or Package Dashboard, click Advanced followed by 
Attach Viewable Chart 

2. Choose a File and click Add Image 
3. View the file if needed and then click Attach As Viewable Seating Chart 

 
Below is where the link to View the Seating Chart will appear online. 
Click View Seating Chart 

 
 
The Seating Chart will appear: 
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The Viewable Chart will also display in the Sales Applet 
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CREATE DELIVERY METHODS 
 
Feature Details 
Occasionally, venues will need to have a specific Delivery Method for a performance 
(Example: if a performance will be subject to fraud and/or scalping, Will Call may be 
the only Delivery Method available).  Each venue has Delivery Methods setup at the 
venue level, but performance Delivery Methods will override the venue setup. 
 
Enable Feature (Performance) 

1. From the Performance Dashboard, click Advanced followed by Create 
Delivery Methods 

2. Select the Delivery Method 
3. Select the Sales Channel.  You will need to add the Delivery Method multiple 

times if you are selling tickets at multiple Sales Channels.  
4. Select Payment.  If you are setting up Ticket Reserve Delivery Methods, 

change to Reserve. 
5. Enter the number of days before the performance to start offering this 

Delivery Method 
6. Enter the number of days before the performance to end offering this 

Delivery Method 
7. If applicable, enter the Delivery Fee 
8. When mailing tickets enter the number of days and Fulfillment Criteria. 

(Example: "Your tickets will be mailed 3 days after Purchase".) 
9. Select if you would like to add a Custom Delivery Method Description or 

use the System Default.  Custom Descriptions are only for online Delivery 
Methods. 

10.Click Save 
 
Enable Feature (Package) 

1. From the Package Dashboard, click Manage followed by Edit Delivery Method 
2. Click Create Delivery Method 
3. Select the Delivery Method 
4. Select the Sales Channel.  You will need to add the Delivery Method multiple 

times if you are selling tickets at multiple Sales Channels.  
5. Select Payment.  If you are setting up Ticket Reserve Delivery Methods, 

change to Reserve. 
6. Enter the number of days before the performance to start offering this 

Delivery Method 
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7. Enter the number of days before the performance to end offering this 
Delivery Method 

8. If applicable, enter the Delivery Fee 
9. When mailing tickets enter the number of days and Fulfillment Criteria. 

(Example: "Your tickets will be mailed 3 days after Purchase".) 
10.Select if you would like to add a Custom Delivery Method Description or 

use the System Default.  Custom Descriptions are only for online Delivery 
Methods. 

11.Click Save  
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PRICE COMPONENT LABEL DISPLAY STATUS 
 
Feature Details 
This feature allows you to break out fees online. Generally all Fee Components are 
combined so the customer only sees Fee. However some performances or packages 
may need to have the individual fees shown to the customer. 
 
Enable Feature (Performance) 

1. From the Performance Dashboard, click Advanced followed by Edit Price 
Component Label Display Status 

2. Select which price component labels to display on invoice and click Update 
3. A Confirmation Message will appear. Click OK. 

 
Enable Feature (Package) 

1. From the Package Dashboard, click Admin Only followed by Edit Price 
Component Label Display Status 

2. Select which price component labels to display on invoice and click Update 
3. A Confirmation Message will appear. Click OK. 
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ASSIGN PRICE CODE INVENTORY 
 
Feature Details 
This feature allows you to restrict sales for a specific price code to either designated 
sections or hold categories. 
 
Enable Feature (Performance) 

1. From the Performance Dashboard, click Advanced followed by Assign 
Price Code Password/Inventory 

2. Click Assign Inventory next to the desired price code 
3. Select the sections this particular price code should sell from 
4. Select the seat statuses this particular price code should sell from 

 
Enable Feature (Package) 

1. From the Package Dashboard, click Manage followed by Assign Price Code 
Password/Inventory 

2. Click Assign Inventory next to the desired price code 
3. Select the sections this particular price code should sell from 
4. Select the seat statuses this particular price code should sell from 

 

  

24 



EDIT SCALE 
 
Feature Details 
The Scale is the selling order within a seating chart when using the Best Available 
feature when selecting seats (either online or in the box office). The Scale would 
have been set based upon the event sheet or images you submitted for the 
performance creation. However, this can be updated at any time.  
 
Enable Feature 

1. From the Performance Dashboard, click Advanced followed by Edit Scale 
2. The first option is to click Edit Scale.  Generally, the scale is set for 

increments of 10, which allows room to adjust after the performance has 
been built. The lower the number, the better seat (according to the chart). 
From here update the scale as needed. 

3. The second option is to click Edit Scale by Section.  Then select a section 
and click submit.  Only the scale fro the select section will appear.  From here 
update the scale as needed. 
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SHOW GENERAL ADMISSION SEAT INFO 
 
Feature Details 
This feature allows you to hide seat info for a general admission performance. 
 
Enable Feature 

1. From the Performance Dashboard, click Advanced followed by Show 
General Admission Seat Information. 

2. Select Yes/No and click Submit 
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