
 
 

ETIX LIVE 
Season Ticket Holder 

Entrance Only:  
Manage Packages 

 
 
 
 
 

 

February 20-22, 2018  
San Diego, CA 

 
 
 
 
 

 

 
 



Table of Contents 
 
 
Edit Package Price……………………………………………………………………….….…. 2 
View Package Price………………………………………...………………………….……… 3 
Distribute Package Price…………………...…………………………………….………… 4 
Order Level Fees……………………………………………………………………….….…….5 
Delivery Methods & Fees………………………………………………………….……….. 6 
Assign Inventory…………………………………………………………………….………….. 7 
Getting Your Package Ready for the Onsale……………...………….…………… 8 
Batch Printing……………………………………………………………...…….……………… 9 
Package Renewals………………………………………………………….………….………. 10 
Package Payment Plans…………………………………………………………………….. 13 
Bulk Data Review……………………………………………………………………………….. 14 
 
 

 

 
   

1 



EDIT PACKAGE PRICE 
 
Feature Details 
The Edit Package Price feature allows users to edit the price of a package. 
 
Enable Feature 
 

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

Package Price 
4. The Edit Package Price page will display, and you will be able to edit prices as 

needed. Click Submit. 
5. You will now have to redistribute package prices, unless your package price is 

uniformly distributed across all performances. 
 

 
   

2 



VIEW PACKAGE PRICE 
 
To view the price components of a package, but not make any changes: 
 

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

Package Price. 
4. The View Package Price page will display. 
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DISTRIBUTE PACKAGE PRICE 
 
Feature Details 
By default, package pricing is evenly divided among all performances in a package. 
The system allows you to redistribute pricing if you do not want the total amount 
evenly divided among all performances and price levels. 
 
Enable Feature 
 

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

Distribute Package Price 
4. Click on the Price Level/Price Code you need to update 

 
 

5. Change the price and applicable fees for each performance. When updating 
these prices, they must total the same package price across all 
performances. Click submit. 
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ADDING A PACKAGE ORDER FEE 
 
Feature Details 
The Package Order Fee feature allows the user to apply an order fee across 
packages, price levels and/or price codes. 
 
Enable Feature 
 

1. From the Venue Dashboard, select the Packages Tab. 
2. Select the desired Package and click Manage. 
3. Select Manage Order Fee. 
4. Select where the Order Fee needs to be added. 

a. Enter the $ amount 
b. If applicable, enter the Minimum Number of Tickets 
c. Select the Sales Channels where the Order Fee is applied. 
d. Click Add 
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PACKAGE DELIVERY METHODS 
 
Feature Details 
Occasionally, venues will need to have a specific Delivery Method for a package 
(Example: if a package 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 package Delivery Methods will override the venue setup. 
 
Enable Feature 
 

1. From the Venue Dashboard, select the Packages Tab. 
2. From the Package Dashboard, click Manage followed by Edit Delivery 

Methods. Then 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 
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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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 
 

1. From the Venue Dashboard, select the Packages Tab. 
2. From the Package Dashboard, click Manage followed by Assign Price Code 

Password/Inventory 
3. Click Assign Inventory next to the desired price code 
4. Select the sections this particular price code should sell from 
5. Select the seat statuses this particular price code should sell from 
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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 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 Venue Dashboard, select the Packages Tab. 
2. From the Package Dashboard, click Printing, followed by Set Up Package 

Ticket Applet Print 
3. Select to use a single Package Barcode 
4. Select to use a Package Ticket Header 
5. Select to include the ticket price on the package ticket 

6. Click Submit   

8 



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. Choose to search by Sales Date or Performance Date 
3. Select the Start Date and End 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. Click Search 
7. Select the desired Performances 
8. Select to filter by Sections or Price Codes 
9. Click Continue 
10.Choose Browser Print 
11.Click Print Tickets 
12.The Tickets will display on the browser. Click File, Print or ctrl and P. 
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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 Venue Dashboard, select the Packages Tab. 
2. From the Package Dashboard, click Renewals followed by Generate 

Reserve Order for Package Renewal 
3. Select the original price code and the price to map to. 
4. Select the original delivery method and the delivery method to map to. 
5. Enter deadline of order payment. 
6. Click Export to Text 
7. 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. 
 
View the Package Renewal Batch Status Report: 

1. From the Package Dashboard, click Renewals followed by Package 
Renewal In Batch Status Report 

2. Select the Operation Start and End Time 
3. Select an Operation Status to Show (All, Failure, Pending, Success) 
4. Click Submit 

 
Report Displays: 

1. Customer ID 
2. Operation Time 
3. Operation Status 
4. Exception Info 
5. Renewal Order ID 
6. Original Order ID 
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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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BULK DATA REVIEW 
 
Feature Details 
Bulk Data Review allows you to check multiple packages with slightly different data 
at once instead of individually.  This is a great way to verify the details of your 
packages before placing them on-sale. 
 
Enable Feature 
 

1. From the Venue Dashboard, click Reports 
2. Select Venue Level Reports followed by Bulk Data Review 
3. Choose to review a Package 
4. Select the Package Date Range  
5. Select the Available Price Codes: Type to enter price codes in order to limit 

the data only to the selected price codes, or leave this field blank to display 
data for all price codes 

6. Click Submit 
7. A pop up will appear to select which packages to include.  Click Submit 
8. If you select to review Package Pricing Summary, the pricing information 

for all packages selected will display in an Excel spreadsheet, including price 
level, price code, pricing, fees and face value. 

9. If you select to review Package Price Distribution Summary, the pricing 
information for all performances in the packages selected will display in an 
Excel spreadsheet, including performance name, day, date, time, price level, 
price code, pricing, fees and face value.  This is especially important to review 
that all distribution is correct before any packages sell or are reserved. 

10. If you select to review Package Performance List, the performances in the 
packages selected will display in an Excel spreadsheet, including 
Performance ID, Performance Name, day, date and time. 
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