Welcome to

The Complete
Ticketing System®
Extended
Operator's Manual

Use this manual to reference operation of The Complete Ticketing System®,
referred to as TCTS. The layout of this manual is based upon the screens
encountered by the operator during normal operation of this system. Detailed
descriptions, definitions and help are contained within each module screen. The
use of this manual should answer any questions relating to the function of the
module and the operation of the features included.

© 2019 Four Eagles, Inc. 02072019 Revision.
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Launching the Application

<& An icon, labeled “Tickets”, located on the opening screen after computer startup
E launches TCTS. Double clicking on this icon loads the software. During startup, TCTS
will access and load updates during the startup procedures.

Start Up Parameters
Pressing the spacebar will bypass this window. This is

=i Set startup parameters... g| used by the Programmer onIy.

Startup Opening Splash Screen

: — A box appears on the screen and is a part of starting
s s 013 | crome: procedures. Operators can ignore this or press the
- space bar to bypass. This box will appear for 4 seconds
Version 46575 and then disappear. Creator, version and copyright

Copyright 2019

Complete Ticketing.LLC details are displayed.

All Rights Reserved

Login

@’*P*”'“‘”’“"“g‘" r=l=h=0 During startup, the operator is required to input their
h unique password for login. The administrator provides
this password to the operator. Failure to input

Password: password will deny operator use of TCTS. Each
password is assigned a designated level of activity
Lo ) (conen] within the system and, therefore, some modules may
not be available to the operator. These will appear in
gray. The system administrator determines this
according to the operators’ level of responsibility and
assigns them.

Note: Each password is case sensitive

Note: Any screen that contains a “?” displays context-sensitive help to aid the operator.
Note: If no password is entered the software quits after 2 minutes and returns to the
desktop.

Gomplets Ticketing Sptons TICKETING

ADMIT ONE
Ti 2342 ‘

Note: An operator cannot be logged into more than
one computer at a time. A warning screen will appear
indicating, “User is already logged in.” The option to
overwrite is given, yes or no. If “no” is entered, the
program will return to the login screen.

8 User is already logged in. Do you wish ko overwrite?

Once the password is entered, the next screen that appears is the Main Menu.



Main Menu

£F Main Menu

Demo M 1009 Ver. 4.6.975

| 1. Ticket Sales | Reservations

2. Recall Reservation

3. Reports

4. Administration

5. Refunds

&. For Future Use

7. Print Setup

8. Operator's Drawer Report

9. Stand-Alone Modules

M. Mobile Mode = Off

<Esc> Exit Program

%19:43

The Main Menu contains the links to the different
modules used by the various operators. An operator
can only access modules that are active (not
grayed.) Each module can be accessed by various
methods:

1. Using a mouse, click on the button of the
desired module.

2. Use the arrow keys to navigate to the
desired button and press “enter.”

3. If there is an underlined number or letter on
the button, which can be pressed on the keyboard
to access the module.

The Main Menu consists of the following options:
1. Ticket Sales/Reservations — create sales and reservations

2. Recall Reservation — access previously created reservations by confirmation

number, customer or group information

H~ W

accounting

~N O O

reports

. Reports — various reports can be generated based upon given parameters
. Administration — only available to system administrator for system setup and

. Refunds — previous sales can be refunded in part or in whole
. For Future Use —
. Print Setup — destination printer is selected for tickets, credit card receipts and

8. Operator’'s Drawer Report — sales detail and voucher report for the logged in

operator for end of shift accounting.
9. Stand Alone Modules — limited access to contact manager, accounts receivable

and Fixit!.

M. For Future Use — as indicated.
<Esc> Exit Program — closes the program and returns to desktop. Note: Any Stand
Alone Modules that have been initiated within the program will not be closed with

this action.



Module 1: Ticket Sales/Reservations -

1. Ticket Sales / Reservations

Return to Main Menu. Return to Table of Contents.

& Select An Option

1 Select Show with Time then Date 1

2 View Calendar of Available Show Times

3 Create a Multi-Show Reservation

4 View Seating Chart of Closed Show

5 Customer Check-In

6 Quick-Graphs

<Esc> Return to Main Menu

1-1 Select Show with Time then Date - |

NOoO O WN =

. Select Show with Time then Date —

. View Calendar of Available Show Times —
. Create a Multi-Show Reservation -

. View Seating Chart of Closed Shows —

. Customer Check-In —

. Quick Graphs —

. <Esc> Return to Main Menu.

1 Select Show with Time then Date ]

Ticket sales can be generated by first selecting a specific show from a list of
available times and dates. Opens Show List. Return to Ticket
Sales/Reservations.

1-1-1 Show List -

& Select An Option

[ 1 The Duttons - 2:00 PM ]

[ 2 Starlite - 4:00 PM J

[ 3 Acrobats - 3:34 AN ]

[ 4 Jeerk - 8:00 PM ]

’ <Esc> Return to Main Menu ]

1-1-1-1 Show Calendar -

1. Each show can be selected to make a
reservation.

Shows groups that are connected will open a
similar window for individual selection.

This opens the Show Calendar.

2. <Esc> Return to Main Menu — Returns to
Main Menu.

{7 One Great Show 2019 - Z00PM
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March - 2019
M T W T F S

1|12
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This is a calendar of dates that are
available for the show and time
selected.

Click on the date to make a
reservation for that show and day.
This opens the Seating Chart.

June -2019
M T W T F S
1

3 4 65 6 7 8
10 11 12 13 14 15
17 18 19 20 21 22
24 25 26 27 28 29




1-1-1-1-1 Seating Chart -

P Seating Chart - One Great Show 201 - 2:00 PM - Friday - January 18, 2019
511 PM Reservations | Change Date Sales Change Modify Res. Recall Res.
Clsoldout (F2) (F3) (F4) Show (F5) (F6) (1)

g [ Disable Web
[] showtull - web Fixit!

Remove Blocks " 3=
1a 0000000000000 15 yur
ooo% s 0000000000000 1 Gliioog
0000000000000
Regi 0925000 ° 35000000000000 & HH 00
ogooooo u 0o
o
s 00000000000000 ¢
Print All Tickets 00002 7 50000000000000 5 OOOO(’O()
00099 £ (0000000000000 ;5 9900060
: 00000 T 50000000000000 5 000000000000
Seat  Ticket List 00000 ' 50000000000000 00
(AILS) % 1 00000000000000 ; 2000
Today's Clients Balcony
AT 4H 1 0000000000000
13 0000000000000 43
Announcements 000 - 5000000000000 4,
(ALTA) 000 ' 5000000000000 5 90000q
000 1 0000000000000 44 00000000000
955 ¢ 0000000000000 5 G000
955 & 0000000000000 5 G000
005 1 0000000000000, GO00CG
90 ¢ 0000000000000 5 GO0
9955 s 0000000000000 5 G000
955 1 0000000000000 4 (00000
995 3 000000000000 GO00CD
090 2 0000000000000 o
0000000000000 4 0
000 ! Goog,
Right Center Left

CancelExit 0

(Esc)

Go to Seating Chart.

Selected

[ [}

Retum to
Today

Edit Seating
Chart

Move Sold
Seats

Messages
(Alt-M) Move
Reservation

Waiting List
(AILW)

Clear All
Marks (Alt-C)

1-2 View Calendar of Available Show Times -

2 View Calendar of Available Show Times

A list of shows, including All Shows, is displayed. Return to Ticket

Sales/Reservations.

1-2-1 Show List -

& Select An Option

1 The Duttons i

Calendar.

1. Choose a show or all shows — Opens the Show

Return to Ticket

2 Starlte ] 2. <Esc> Cancel -

3 Acrobats ] Sales/Reservations.
4 Jeerk |

5 All Shows |

<Esc> Cancel ]

1-2-1-1 Show Calendar -

Sunday Monday Tussiay Thursiday

2 3 0 5 |5 7 I8
fosizme Tister saavn
9 10 11 12 13 14 15
ErT T
[ihe Bumons 2sva e )
ErTTET
T e v
16 7 18 19 20 71 22
[ obts vt
Tive tons 740 M v | The tuons - 300 v |
[ anme _aonrm | [ stme aoerma )
23 24 25 76 27 28
s Do £8P | e bumons - 2aa Pt i o5
TR
| eem-mmoom | seen-emem etk -a00 P

1. Select a show. This opens the
Seating Chart.

2. Arrow Keys — Previous or next
month.




1-2-1-1-1 Seating Chart -

P Seating Chart - One Great Show 201 - 200 PM - Friday - January 12, 2019
[omom s o |G ome i e[| [0 30 t0 Seating Chart.
o Dlsolaout F2) (F3) (F4) Show (F5) (F6) (F7) (Esc) Selected
[ Disable web
[ showtull - Web. Fixitt _—
et speca [row T seat |
Remove Blocks 0 0000000
10 0000 000 49
0000999 7’ 0000000000000 5 PO,
R ooO°°So g 00000000000000 g HHOooOO
D Oogggoo 7 ©0000000000000 ; 00 Return to
Tod;
008 4 & 00000000000000 5 g, =
Print All Tickets 00000 . 00000000000000 . OOOOOOO
00090, 0000000000000 4 (50000, Edit Seating
00099 3 00000000000000 ; (00000 Chart
Seat | Ticket List 00009 3 50000000000000 ; 320000,
(AI.S) 88 1 ©00000000000000 | Oggo
0 Move Sold
Today's Clients Balcony Seats
(A1) 44 0000000000000 44
gg 13 0000000000000 43
Announcements 009 4, Q000000000000 1 o,
(ALT-A) 009 1" 5000000000000 4 900000 Messages
000 ) 5000000000000 4 520000
000 ' /500000000000 g OOOOOO
000 = (000000000000 4 000000 (AILM) Move
008 7 Sapoagosooade 83003
000! 00 00
000 Z 0000000000000 : 800000 Waiting List
ggg + 0000000000000 4 ogggoo (ATEW)
3 0000000000000 00
000 7 (600000000000 5 800000 Clear All
888 1 0000000000000 4 ogggoo Marks (Alt.C)
Right Center Left

1-3 Create a Multi-Show Reservation - | 3Greate s Ml Show Beservation
Opens Show Selection query. Return to Ticket Sales/Reservations.

1-3-1 Show Selection Query -

1. Select Show & Dates First —
2. Select Show & Seats First —
3. Cancel — Returns to Main Menu.

Select Show & Dates First Select Show & Seats First |__Cancel |

1-3-1-1 Select Show & Dates First —
— ———— 1. Selecting a show with its corresponding time
St A0 20 Dy sk Vocit FA T opens a show calendar.

4 Al Hands on Deck . B:00 PM Duttons AZ at EVHS - 2:00 PM

T utors 2 s 230 2. <ESC> Returns to Main Menu.
§ Amazing Pets - 300 PM Duttons AZ al EVHS - 7.00 PM
7 BILLY DEAN N JARRETT - 2:00 PM Gene Watson - 2:00 PM
e T
8 BUCK TRENT SHOW - 10:00 AM HB NYE - 500 PM
Barbara Fairchild - 5:00 PM HEADLINER - 7:30 PM.
e o
Blackwoods - 10:00 AM IT - 7:00 PM

[ m_ Sox - 2200 Pat

‘BuCKE(S N B0Ards - 200 PM <ESC> REWIM 10 Main Menu

1-3-1-1-1 Show Calendar -

7 One Great Shows 2013 - 200 PM

? lanual - ‘ebrual - larch - . .
o A R 1. Clicking on a date adds that date
6 7 8 9 10 11 12 3 45 6 7 8 |9 3 4 5 6 7 8 9

Ciewvme wreoaes wueswse | t0alistand returns to calendar for
20 21 22 23 24 (26 26 18|19 (20 21|22|[23° 17 18 [19][20 21 22][23 addltlonal dates' C“Cklng Done

27 28 29 30 31 24 25 26 27 28 24 25 26 27 28 29 30

opens query for selecting another

April - 2019 May - 2019 June - 2019 .
ST m I e TELEE feT W show/time/date.

7 8 9 10 11 12 13 5 6 7 8 % 101 2 3 45 6 78

14 15 16 17 18 19 20 12 13 14 16 16 17 18 9 10 11 12 13 14 16 2' Right-CIiCk On a date to SeIeCt that

21 22 23 24 25 26 27 19 20 21 22 23 24 25 16 17 18 19 20 29 22

—+ o mmuw suuunmma | dayof the week to a selectable
ending date.

L] L L
(F5) (F3) (ESC) (F2) (F4)



1-3-1-1-1-1 Add Show/Time/Date -

N 1. Yes- opens the Show List and
repeats the process.

e ] 2. No- opens Seat Selection.

9- Do you wish to select ancther Show/Time/Date ?

1-3-1-1-1-1-2 Seat Selection -

=)

= L= The Seat Selection chart

represents all of the

show/times/dates selected.

1. Select the number of seats

desired.

2. Save opens a Reservation
Form.

3. Cancel — Aborts process
and Returns to Main Menu.

1-3-1-1-1-1-2-1 Reservation Form -

1. Enter information
e required.
g w2, Save/Exit -

' records all
reservations and
information and
.| open report query.
e s womwa] - eses 3 Cancel — Returns
to Main Menu.

1-3-1-1-1-1-2-1-2 Query

“1 1. Yes- displays the

2 R T — report and allows for
printing.
__w || 2. No — Returns to Main
Menu.

1-3-1-1-1-1-2-1-2-1 Report -

SE

1-3-1-1-1-2 Ending Date —

= =

Enter date to set the end date for the Multi-

A | submit_| | cancel Show Reservation.
1. Submit — Sets the ending date and




opens the query to Add Show Date and
Time.
2. Cancel — Cancels the date range and
returns to the Show Calendar.

1-3-1-1-1-2-1 Add Show/Time/Date -

]

1. Yes- opens the Show List and
repeats the process.
T 2. No- opens Seat Selection.

9‘ Do you wish to select another Show/Time/Date 7

1-3-1-1-1-2-1-1 Seat Selection -

=

= LE . The Seat Selection chart
S represents all of the

show/times/dates selected.

1. Select the number of seats

desired.

2. Save - opens a Reservation
Form.

3. Cancel — Aborts process
and Returns to Main Menu.

1-3-1-1-1-2-1-2-1 Reservation Form -

N _ 1. Enter information
. ¢ e required.

-x;::::v-tm = '_.: T ‘| 2. Save/Exit -

' records all

. reservations and

e o information and

nnnnn

mmmmm -| open Print Report

query.
3. Cancel —

1-3-1-1-1-2-1-2-1-1 Query -

— 1. Yes-displays the
, report and allows for

.9 Do you wish to print a report of these reservations? prl ntl ng .

2. No — Returns to Main
ot | Menu. -

1-3-1-1-1-2-1-2-1-1-1 Report -

et}

Reservations List
SIS LeTourmean, Mark.




1-3-1-2 Select Show & Seats First —

(=

AAY0- 200 PM
2 Al Hands on Deck - 10:00 AM
AN Hands on Deck - 200 PM
4 Al Hands on Deck - £:00 PM
5 Amazing Pets - 10:00 AM
& Amating Pets - 3:00 PN
L BILLY DEAN N JARRETT . 2:00 PM
£ BILLY DEAN N JARRETT - 7:30 PM
9 BUCK TRENT SHOW - 10:00 AM
Barbara Fairchild - 5:00 PM
Bee Gees - 8:00 PM

Blackwoods - 10:00 AM

Buckels N Boards - 2:00 PM

_ Bue Valley Trad - 200PM_____

5

Bucksts N Boards - 1:30 PM

California Dreamin - 2:00 PM

Dailey and Vincent - 7:30 PM

Duttons AZ at EVHS - 200 PM

Duttons AZ at EVHS - 200 P

Duttons AZ at EVHS - 7:00 PM

Gene Watson - 200 PM

Gene Watson - 7:30 PM

HE NYE - 9:00 PM

HEADLINER - 7:30 PM

1T -2:00 PM

1T -7:00 P

Six - 2200 PM

<Escx Return fo Main Menu

1-3-1-2-1 Show Calendar -

=

29 30 [31]
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s m w
1 3
8

7 9 |10

28] 2930/ (31

L May - 2016
TWoTof s
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N
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T
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June - 2016
S M T WT F S

1123 4

12/ 13 |14 15| 16|17 18
19|20 21 22 23 24 |26
26 27 [28/[29) 30
a1
September - 2016
s

MmOT W T F S
1]z]3

7/8|9 10
1112 (13|14 16|16 [17
1819 20 212223 |24
26| 262728 2930

30

M 4 | Deme » L)
(F5) (F3) (ESC) (F2) (F4)

July - 2016
S MoT oW T oF

e 1. Clicking on a date adds that date
to a list and returns to calendar for
additional dates. Clicking Done
opens query for selecting another

: show/time/date.

2. Right-click on a date to select that
day of the week to a selectable
ending date.

5|e|7|8]9]10]11] [3]a]s5]e
10 11/[12 1314 15] 16
17| 18|19 20 21| 22 23
24| 26|26 |27 28 29| 30

October - 2016
s moT W TP s

2)afa)s]s]7]a
9 | 10]11/12][13] 1415
16| 17|18 19 20| 21 22
23| 24|26 (26|27 28| 29

7|88

1-3-1-2-1-1 Seating Chart -

1. Selecting a show with its corresponding time
opens a Show Calendar.
2. <ESC> Return to Main Menu.

The Seat Selection Chart opens
for the date selected.
1. Select the number of seats

desired.

2. Save - opens Calendar to add
multiple dates for this show.

3. Cancel — Aborts process and
returns to Main Menu.

1-3-1-2-1-1-1 Calendar -

]
L May - 2016
s M T W TP s
1 2(3 |4 56 6|7
8 8 (1011 12 13 14
15 16 17 18 19 20 21
22 23 |24 25 26 27 28
29 30 [3]
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1. Once all of the
dates desired are
chosen, clicking
Done opens a query.
2. A dialog box may
appear if the seats
selected are not
available for that
show/time/date.



1-3-1-2-1-1-1-1 Query —
“1 1. Yes- opens the
9" Do you wish to select another Show/Time/Date ?
) the process.
2. No- opens
Reservation Form.

1-3-1-2-1-1-1-1-1 Reservation Form -

Show List and repeats

=
& Group
MoTax MouCher Selection Confirmation Numbar: 479678
Hame: LeTourncau, Mark & Reserved by: LeTourneau, Mark
Address: 189 Earfibrook Lane
City: Branson SL: MO Zip: 65616 n Notes: | 40 0ats.. (k) | [Printthes Form
Phone: (44) 4484288 | Fax: (417) - Country: 1€ i
e () Season Pass 7 0| Edin s Pans
Contact
E-Maik, markleto@gmad.com
Groupy:
Tour #: Survey Code:[s
From:
Lodging: Travet
Pricing: Vouch #
Comment:
Recor Created: Recor Modiied: Save | Ext (ARS) Cancel (Esc)

1-3-1-2-1-1-1-1-1-2

2

1. Enter
information
required.

2. Save/Exit -
records all
reservations
and
information
and open
Print Report
query.

3. Cancel —

1. Yes- displays the

w'e Do you wish to print a report of these reservations?

Yes No

report and allows
for printing.
2. No — Returns to

Main Menu.

1-3-1-2-1-1-1-1-1-1-2-1 Report -

=

1-3-1-2-1-1-1-2 Query —

=

Not all seats selected available for 05/31/16. Please select new seats for this date.

OK -
Returns to
Seating
Chart to
select
alternate
seats.



1-4 View Seating Chart of Closed Show - [ 3View Seating Chart of Closed Show |
Opens a list of available shows by show name. Return to Ticket
Sales/Reservations.

1-4-1 Show List -

& Select An Option 1. Choose a show. Opens a Date Entry.
[ L The Duttons - 2:00 P ] 2. <Esc> Return to Main Menu — Returns to Main
Menu.

[ 2 Starlite - 4:00 PM J

[ 3 Acrobats - 3:34 AM |

( 4 Jeerk - 8:00 PM ]

’ <Esc> Return to Main Menu ]

1-4-1-1 Date Entry -

£ Please Enter Date...

1. Enter Date —

02/14/2013 [ Submit ] [ Cancel ] (Z)Ihzgtbmit - This opens the Mg

3. Cancel - Returns to Main Menu.

1-4-1-1-1 Non-editable Seating Chart -

= Seating Chart - The Duttans - 2:00 PH - Tuesday - Navember 1, 2011

1. Cancel/Exit (Esc) —
Returns to Main Menu.
0000000 ££ G0000T G50 ¢¢ 00000000 2 CIICk on a seat diSpIayS
e the information associated

00000000 ¢ DOOOOOG00DGO00O00 ¢ DODDOOOD
00000000 + G00000000000000000 « DODDOODO

0000000 » 00000000000000000 w 00000000 'th th |

Q0000 ¥ 000000000000000000 v 0000000

0000000 U 00000000000000000 4 H0000000 UVI e Sa e
R

T 3. Clear All Marks —

Q
£ 000000000000000000 ©
0000000 ¥ 00000000006000000 4 0000000

Selacted

R Deselects any highlighted

Towal: 1020 00000000 : 00000000000000000 : 00000000

Res.: 00000000 © 000000000000000000 © HODDO00D seats

Used: 3 00000000 0 000000000000000000 0 00000000
G N o ¢ 000000G0000000000

Groups: 1 000000000000000000 © i —

a1 4 0000000 [ Do N
______ _

1-5 Customer Check-In - I 4 Customer Check-In ]
Open Sow List with available times. See Select Show with Time then Date.
Return to Ticket Sales/Reservations.

1-5-1 Show List -

&Y Select An Option

1. Select a show — Opens Show Calendar.
[ 1The Duttons - 2:00 PM | 2. <Esc> Return to Main Menu - Returns to Main
Menu.

[ 2 Starlite - 4:00 PM |
[ 3 Acrobats - 3:34 AW ]
[ 4 Jeerk - 8:00 PM |

’ <Esc> Return to Main Menu ]




1-5-1-1 Show Calendar -

= One Great Show 2018 - 200 PM

1.2 3 4 5 6
8 9 10 11 12 13

1.2 3
5 67|89 |10

4
"

2013(14(5|6(T7

s
1
8

? January - 2019 February - 2019 March - 2019
S M T w T F s S M T w T F s s M T w T F s
B I B ] - L) - 1. Select a show by date —
67 8 |9 |10 11 12 3|4 5 /6|7 8|9 34|56 |7 8|9
1314 |15| /16 1TE19 10 |11/|12| 13 |14 |15| 16 10 |11 12| 13 |14 |15 16 Opens CUStomer Number
20|21/ (22 23| 24 |26|[26] [17|[18][19]/20 21 22|[23 |[17||18][19] 20 |21|[22 23 Entry_
27|28 |29 30| 31 24|25 26|27 |28 24 |25 26 27 28 29 |30 . H
— 2. Navigation Bar — See
April -2019 May - 2019 June - 2019 NaVIQatlon Bar'
§ M T W T F S § M T W T F s s M T W T F

15 16 17 18 19 20 12 13 14 15 16 17 18 9 101112 13|14 16
21 22 |23 24|26 |26 27 19 20 21|22 23 24 26 16 17 18|19 20| 21 22
28 29 (30 26 27||28| 29 30|31 23 24|25/ 26 27 28 29

14 4 Cancel » M
(F5) (F3) (ESC) (F2) (F4)

1-5-1-1-1 Customer Number Entry -

& Please Enter BarCode ID #...

1. Bar codes are scanned from
the customer ticket or entered via
keyboard.

2. Submit — Records the hand-
entered number, displays the
status and updates the count.

3. Cancel - Returns to Main Menu.

Jeerk - 8:00 PM
Friday, Feb. 14, 2014

I Submit l ’ Cancel l

Checked In: 0 of 0

1-6 Quick Graphs -

| 6 Quick-Graphs

1. Opens List of Shows —
Return to Ticket Sales/Reservations.

1-6-1 List of shows

1. Select show name

. 2. <Esc> Return to Main Menu - Returns to
[ Main Menu.

1. Click bar to see associated Seating

- Chart

L. | 2. Arrow Buttons — Move 2 months. Will
not go to month prior to current date.

3. Cancel — Return to Main Menu -

<Esc> Return to Main Menu ]

1-7 <Esc> Return to Main Menu - [
As indicated. Return to Ticket Sales/Reservations.




Module 2: Recall Reservation - [ 2. Recall Reservation J Return to Main Menu.

Opens a Selection Box of available options for recalling a reservation.
Return to Table of Contents.

& Please Select One: 2l 1. Recall Reservation by

Confirmation Number —

2. Recall Reservation by Name and Address —

[ 2-Recall Resarvation by Name and Address | 3. Recall Reservation by Group Information —

4. Recall Reservation by Season Pass Number —

| 1- Recall Reservation by Confirmation Number |

3 - Recall Reservation by Group Information N R

| ] 5. <Esc> Return to Main Menu - Returns to Main
l 4 - Recall Reservation by Season Pass Number ] M e n u.

i <Esc> Return to Main Menu ]

2-1 Recall Reservation by Confirmation Number - ; 1 - Recall Reservation by Confirmation Number  :
Opens a box to enter the Confirmation Number. Return to Recall Reservation.

2-1-1 Confirmation Number Entry -

=i Recall Reservation by Confirmation Number: |£| 1 . Conf|rmat|on # Entry _
Confirmation #: 2. Recall Reservation — Opens Reservation
Form.
: 3. Cancel (Esc) - Return to Recall Reservation.
Recall Reservation } ’ Cancel (Esc) ]

2-1-1-1 Reservation Form -

&0 Res: obats - 3:34 AM - Monday, February 10, 2014
. inal Count  [Jinternet Order
?
~Voucher Selection M ‘Confirmation Number: 479488 .
e Eovmses e B Sexsosasi 7 1. Go to Reservation Form.
Address: 189 Earllbrook Lane Reservedby: LeTourneau, Mark
St.: MO | Zip:| 65616 Projected Amount Due: § 44.00 ()
Tsseat00 | Fadamy - P — Proj. Ani. Due wiAttaci: § 44,00
Call( ) - Date PrTye  Amount
contoct 02/06/14  Casn 1100 A
02/06/11 Cash -44.00
E-Mail:| markdeto@ gmail.com
Grour
Tour #: Survey Cade:
-
From:
- Pa— Crci G Homber Ep.Dme cov
Pricing: 22.00 Vouch. &
Comment: P
o
0o 4L~ B
.
Record Croated: | 02/06/14 hy ML | RecordModiied: | 02/06/14 by "*

2_2 Recall Reservation by Name and Address _ [ 2 - Recall Reservation by Name and Address

Allows a reservation to be recalled by customer name or address.
Return to Recall Reservation.




2-2-1 Customer Information -

£ Recall Reservation by Name and Address:

1. Customer Information —
2. Not Sold, Sold, Deleted —
3. Instant Search — Opens Search Result

[ Instant Search l

[ Search ] [

Clear ]

l Cancel [Esc} ]

2-2-1-1 Search Result List -

2-3 Recall Reservation by Group Information - [

Name: |
Address:
city: Isul |z :
Phone: { - | Fax:|( ) - LISt
[ & Not Sold O Sold O Deleted j

4. Search — Opens Search Result List.

5. Clear — Clears the form.
6. Cancel (Esc) - Return to Recall
Reservation.

1. Select the Confirmation
=
TRETOURNERU, MARK ez N b f h I H Th H
Devammemn umber from the list. This
TRETOURNEAU, BARK [t
M z opens a Reservation Form
DeETouRAER, MARK 19 ErlbeeckLame Branson Carvtes | s 1 w2ty p .
TUETOURMEA, MARK i Foule ook Lame B anson MO 65616 (417) 330.1100_410467 | Starlite . 2013
TLETOURMEAU, MARK 189 FarlbesckLane  Bransen MO B5E1E (17 33011000 470068 | Sialiie eI
ILETOURMEAU, MARK 189 EarlbrookLamne  Branson MO 65816 (17 33011000 4770 | Stalite azal
TLETOURNEA, MARK 189 EarlbrookLame  Branson MO 65618 (417 330-1100(_ 47047 Bellamine N 001
TLETOURNEA, MARK 109 Eai s ook Lame B anson MO 65618 §417) 339-1100(_ 470481 Bellamnine N R
TLETOURNEL, MARK i) Eatlbaosk Lame  Bronson MO 65616 (417 330.4100_4104E2 Stanite 4 23
TUETOURNEM, MARK 1 ol ook Lame B anson MO 65616 (417) 3301100819484 Starlito . i 23113
TLETOURMEAU, MARK 189 Earlbe ook Lane  Branson MO 65816 (T 33011000 170495 | Staliie A
ILETOURMEAU, MARK 189 EarlbrookLame  Eranson MO 65616 (7 33011000 4706 | Jeesk - E00 P o2
TLETOURNEA, MARK 189 Earlbs ook Lame  Branson MO 65618 (417 330-1100(_470488 Actobats - X34 AW 02
TLETOURNEU, MARN 9 i oskLane  Brason MO 65618 (417) 33911000 479491 | Staie 400 PM AT

2-2-1-1-1 Reservation Form -

# Reservations: Acrobats - 3:34 AM - Monday, February 10, 2014
[JFinal Count  [Jinternet Order

[ Group

Do tax | -voucher setection

Go to Reservation Form.

Name: LETOURNEAU, MARK

Address:| 189 Earllbrook Lane

City: Branson

[stimo |zipess |z

celi () -

Phone: (417) 3391100 | Fax: (417) - Country: 1

Contact:

E-Mail: markleto@gmail.com

Group:
Tour 2 | Survey Code: 5 |
From:
Lodging: | Traver,
Pricing:| 22.00 | vouen.#! |
Comment: |
(7 | Pt this Form Print Seat Chart

E [ 479488
Seats Reserved: 2
Reserved by: LeTourneau, Mark
Projected Amount Due: $ 44.00 (]
Proj. Amt. Due wi Attach: §  44.00
Date Pmt Type Amount
02706414 Cash 44.00 &
02/06/14  Cash 31,00
v

Credit Card Number

ﬁf oo cov
Attach Res Add Deposit (Alt-D)
(e

020614 ML~
020614 ML~

~ Forms (AlF)
Sales (AR-L)
Modify Seating (Alt-M)
Pt Res. (AIL1)

X Delete Res (Alt-X)

v Save (Alt-S)

Record Created: | 02706714 by ML

Record Modified: | 02/06/14 by **

ik

Exit (Esc)

3 - Recall Reservation by Group Information ]

Allows reservations to be recalled by group information lookup.
Return to Recall Reservation.




2-3-1 Group Information -

& Recall Reservation by Group Information:

- 1. Enter the group information to
Adress: create a search.
o e s | Z"'=|| 2. Search - This opens a Search
Group Name: Result List.
Contact: : 3. Clear — Clears all input in the
o | comemr window.
Lodawg: 4. Cancel (Esc) - Return to

Show: |Dale:‘ Reca” Reservation

2-3-1-1 Search Result List -

e s menmie |1, Select the Confirmation Number
Mo A ews: Cig: Si: T P Cont. ¢ e -

TLETOURNEAU, MARK 109 Earllbe ook Lane  Branson MO 65816 (417) 230 1ieel_AZ8431) o9z . .

T e i ——s) e from the list. This opens a
TLETOURMEAY, BARK 109 Ealbosk Lane  Bramson MO 5616 (417 3301100479953 ] e *

TLETOURNEM, MARK. 199 Bl ook Lane  Bramsen MO 05816 (417 3301100479465 [CETS) H

Do m—— o o Reservation Form.

TRETOURNEN, MARH WO Ea IRk L Dravien Mo 65616 (117 3mm1ee_aroaei | s

TLETOURMERU, MARK o ook Lo Bransan MO 65516 wol_a70ans_ [CETEE)

TRETOURMER, MARK ook Lame  Bransen MO 65516 wol_aTadin_] - oaza

ILETOURNERU, MK 09 Earieses Lame  Bransen MO 6561 wel_47047 Bellamine Univ . 600 P4 099643

LLETOURNES, MAFRK 109 Caribecok Lame  Bramsan MO 85616 (417) 3304 400(_479481 Bellamine Unbe . 600 PM 103013

TLETOURNEAL, MAFRK 109 Elbeock Lane  Eramssn MO 65616 (117 330 A100]_479482 | Staulite . di PR 123

TLETOURNERU, MARK 109 Earllba ook Lane  Bramson MO 65816 (4171 2301100 178181 | Stasite . 4:00PM REETEE)

TLETOURMEM), MARK 189 Bl ook Lame  Bramsen MO 65616 (17 3301100l 470405 ] Stasiite - 4:00 PM M

TLETOURMEM), MARK 199 Emlbr ook Lane  Bramsen MO 65616 (17130011000 479455 | Jewrk- E0OPM 02

LETOURNEA, MARK. 199 Mook Lane  Bramsen MO 65816 (417) 3301100479488 Actobabs - M AW 02004

TLETOURNEN, MARK 09 Erlle ook Lane Bramrson MO 55616 (417) 3301100 479491 |  Staie  400PM 2

2-3-1-1-1 Reservation Form -

& Reservations: Acrobats - 3:34 AM - Monday, February 10, 2014

e i i Go to Reservation Form.

[Group

[ ~voucher setection “|

[INo Tax @ | 479488
Name:| LETOURNEAU, MARK 3] Seats Reserved: 2
Address: 189 Earllbrook Lane | Reservedby: LeTourneau, Mark

City Branson [stimo [zipfosst6  [Z]  [ProjectcaAmoumpuess  44.00 (2]
Phone: (417)339-1100 | Fax: (417) - Cnllmry:ljl Prol, Amt.Due wi Attaci: . 44.00
celk () - Date PmiType  Amount

contact] 02/06/14  Cash 11,00 A
| 02/06/14  Cash -44.00
E-Mail: markleto @gmail.com
Group:
Tour # | Survey Cade: © |
v
From =
Lodging: T Tret] Credit Card Number a% o cov
pricing:| 22.00 | voucn. =/ |
5 D
Comment: |

Notes: ((Adi bete_(aa) )

P
e

-
Record Created: 02/06/14 by M. Record Modified: 02706714 by "" Exit (Esc)

|

2-4 Recall Reservation by Season Pass Number — Return to Recall Reservation.

4 - Recall Reservation by Season Pass Number ] Allow a reservation to be recalled by a
Season Pass number. Opens Season
Pass Number Entry.




2-4-1 Season Pass Number Entry -

=i Recall Reservation by Confirmation Number: 1 Season PaSS # Entry _ Enter Season PaSS
Season Pass Number number
! 0] 2. Recall Reservation — Opens Recall Reservation

| by Season Pass # List.
3. Cancel (Esc) - Return to Recall Reservation.

[ Recall Reservation l [ Cancel {Esc)

2-4-1-1 Recall Reservation by Season Pass # List-

#/ Recall Reservation by Season Pass #. X 1 . S e | e Ct th e

Click "I" Button o exp wtion  Click Confirmation Number o Recall Reservation  Click "X or [Esc] (Close Window) o cancel operation

cny: St:_ Zipi__ Phone: Cont. 7 Show: Dane:

T G O S Confirmation Number
189 Earlibrook Lane  Branson MO 65616 (417) - Six - 2:00 P 1231114 . .
from the list. This opens
the Reservation Form
associated with that
reservation.

2-5 <Esc> Return to Main Menu - [ <Esc> Return to Main Menu ]

As indicated.




3. Reports

Module 3: Reports -

Return to Table of Contents.

| 1 Seating Chart 1

2 Ticket Sales

3 Ticket Sales w! Projection

4 Sales Detail

RFIT Ticket Sales Summary
S Excel Sales Summary

T For Future Use

Unused Deposits

Return to Main Menu.

. Seating Chart -

. Ticket Sales -

. Ticket Sales w/Projection -
. Sales Detail -

. Vouchers -

. Reservations List -

. Announcements -

. Deposit Report -

. Comparison By Month/Year -

. Surveys -

. Comps -

. Groups -

D. Taxes -

E. Employee Activity -
F. Walk-Up -

G. Ledger -

H. Coupons -
|. Sales/Reservations Graph -

J. Ticket List -

K. For Future Use -

L. Credit Cards -

. Show History -

. Events Calendar -

. Who Made the Reservation? -

. FIT & Group $ Volume -

. Seat Counts -

. FIT Ticket Sales Summary -

. Excel Sales Summary -
For Future Use -

. Unused Deposits -

. Price Description -

W. FIT Comparison -

X. Refund & Refund Info -

Y. Show Seating List —

Z. Show Status -

Season Pass Report(s) —

Online Count —

Internet Discount Codes —
For Future Use

<ESC> Return to Main Menu.

9 Comparison by Month/Year M Show History Z Show Status

A Surveys NEvents Calendar Season Pass Report(s)

B Comps. 0Who Made the Reservation? Online Count

CGroups PFIT & Group $ Volume internet Discount Codes

D Taxes. Q Seat Counts For Future Use

<Esc> Return to Main Menu

OWP>OOONOOOARWN -

<

<CHWIOTOZ

1 Seating Chart ]

3-1 Seating Chart - [
Allows operator to print a Master Seating Chart for a selected show on a selected
day. It also allows operator to select an Individual Seating Chart based on Date or
Confirmation Number. Return to Reports Menu.




3-1-1 Seating Chart Option -

Dt et 1. Opens Master Seating Chart —
§oneer ) o il Gonce | 2. Opens Individual Seating Chart —
3. Cancel — Return to Reports Menu.

3-1-1-1 Master Seating Chart -

Opens a Show List.

3-1-1-1-1 Show List -

] [ — 1. Choose a show from the Show List. This opens a
[ | Show Calendar.
2. <Esc> Cancel — Return to Reports Menu.

3-1-1-1-1-1 Show Calendar -

lij mh.B] eptember - ctober - - . . .
UYL CRhEaas U Rahs 1. Choose the date by clicking on it.
This opens Print Options.

DPE &) 2. Navigation Bar — Navigation
Buttons

November - 2014 December - 2014 January - 2015
s M T W T F S S M T W T F S s M OT W T F s

REEE= N
) (3 (BSe) (R2) (K

3-1-1-1-1-1-1 Print Options -

1. Print in Color —
| 2. Printin Black & White —
3. Cancel Print (Esc) — Return to Reports Menu.

ncel Print {Esc) l

3-1-1-2 Individual Seating Chart -

Opens Chart Options.

3-1-1-2-1 Chart Options -

& Individual Seating Chart...
1. by Date —

| bypate { l hy Conf. # ] ’ Cancel ] 2. by Conf # -
3. Cancel — Return to Reports Menu.

3-1-1-2-1-1 by Date -

Opens a Show List -



3-1-1-2-1-1 Show List -

& Select An Option

1. Opens the Show Calendar for that

I Thcrobats 331 AW ]

[ <Esc> Cancel ] ShoW_
2. <Esc> Cancel — Return to Reports
Menu.

3-1-1-2-1-1-1 Show Calendar -

T o o
& 1. Select the Date
e B of the show opens
E=E Print Options.
Moenbrios - oseennerzon - gmayos | 2. Navigation Bar —
Navigation Buttons.

T I ) O )|
T By Ese 2 ()

3-1-1-2-1-1-1-1 Print Options -

1. Print in Color — Sends report to

e Printer to print in color.
2. Print in Black & White — Sends

report to Printer to print in b/w.
3. Cancel Print (Esc) — Return to
Reports Menu.

3-1-1-2-1-2 by Conf. # -
Opens a Confirmation Number Entry -

3-1-1-2-1-2-1 Confirmation Number Entry -

1. Number Entry — type Confirmation
! = number .

2. Submit — Opens Show List

3. Cancel - Return to Reports Menu.

3-1-1-2-1-2-1-1 Show List -

1. Opens the Show Calendar for

that show.
2. <Esc> Cancel — Return to

Reports Menu.




3-1-1-2-1-1-1 Show Calendar -

1?]  August-2014
smoTowoTor s

September - 2014 October - 2014
S M T W T F S S MT WTF
@2 =@ )
=
November - 2014
s M1 oW T F s

December - 2014 January - 2015
S M T W T F S s M OT W T F s

TH I =) i )
(F5)  (F3) (ESC

) (R} (F)

3-1-1-2-1-1-1-1 Print Options -

Cancel Print (Esc) J

1. Select the Date
of the show
opens Print
Options.

2. Navigation Bar

— Navigation
Buttons.

1. Print in Color — Sends report to
Printer to print in color.

2. Print in Black & White — Sends
report to Printer to print in b/w.

3. Cancel Print (Esc) — Return to

Reports Menu.

3-2 Ticket Sales -

2 Ticket Sales

Allows operator to print a report of all or some Ticket Sales. Return to Reports

Menu.

3-2-1 Selection Options -

i Please Select One...

1. Single Show & Time —

Single Show & Time ] [ One Show All Times ] [ All Shows and Times ] | Cancel |

2. One Show All Times —

3. All Shows and Times —

4. Cancel — Return to

Reports Menu.

3-2-1-1 Single Show & Time -

[ Single Show & Time ] Opens Print/Export Options -

3-2-1-1-1 Print/Export Options -

£/ Send Output to...

" ExcelFile || [ cancel ]

1. Printer/Screen — Opens
Date Range.

2. File — Disabled.

3. Excel File — Creates

Excel File
4. Cancel — Return to
Reports Menu.




3-2-1-1-1-1 Date Range -

1. Beginning Date -

2. Ending Date -

3. Continue — Opens Show List.

4. Cancel — Return to Reports Menu.

Beginning Date: | 01/01/2014
Ending Date: | 08/07/2014

1 Choosing a show opens Tax Display
Option.
2. Cancel - Return to Reports Menu.

3-2-1-1-1-1-1-1 Taxes Displayed Option -

1. Choose the Tax display

:.:J Do you want: to print the report vith taxes displayed?

| ‘ option.
2. Both opens the Print
Preview.

3-2-1-1-1-3 Excel File -

Opens Windows Dialogue -

1. Create or choose the file name —

2. Create or choose the file destination —
3. Save — Creates the file

4. Cancel — Return to Reports Menu.

3-2-1-2 One Show All Times —

One Show All Times

3-2-1-2-1 Print/Export Options -

L3end Outpat fo. 1. Printer/Screen — Opens
, : - Date Range.
Printer/Screen : ExcelFile | Cancel
’ ] 2. File — Disabled.
3. Excel File —

4. Cancel — Return to
Reports Menu.




3-2-1-2-1-1 Date Range -

B/ Please Enter Dates

1. Beginning Date — Enter date.

2. Ending Date — Enter date.

3. Continue — Opens Show Name List.
4. Cancel — Return to Reports Menu.

Beginning Date: | 01/01/2014

Ending Date: | 08/07/2014

1. Choose a Show Name — Opens Tax

| 1 Acrobats - 3:34 AM |

T | display option.
[ ] 2. <Esc> Cancel - Return to Reports
<Esc> Cancel 1 Menu_

3-2-1-2-1-1-3-1 Taxes Displayed Option -

1. Choose the Tax display
option.

2. Both opens the Print
Preview.

\z) Do you want to print the report with taxes displayed?

== )

3-2-1-2-1-3 Excel File -

Opens Windows Dialogue -

1. Create or choose the file name —

2. Create or choose the file destination —
3. Save — Creates the file

4. Cancel — Return to Reports Menu.

3-2-1-3 All Shows and Times —

AllShows andTimes | Qpens Print/Export Options -

3-2-1-3-1 Print/Export Options -

& Send Output to.. =1 1. Printer/Screen — Opens
Printer/Screen . ExcelFile - Cancel Date Range
Lesaie ] [ e | 5 Hie _ Disabled.
3. Excel File —

4. Cancel — Return to
Reports Menu.

3-2-1-3-1-1 Date Range -

1. Beginning Date -
Beginning Dami 01‘:01‘:2014 2 End|ng Date _
pri e e 3. Continue — Opens Tax display option.
2 4. Cancel — Return to Reports Menu.




3-2-1-3-1-1-3 Taxes Displayed Option -

1. Choose the Tax display

| ‘ option.
2. Either choice opens the

Print Preview.

:.p Do you want: to print the report vith taxes displayed?

3-2-1-3-1-3 Excel File -

Opens Windows Dialogue -

1. Create or choose the file name —

2. Create or choose the file destination —
= | 3. Save — Creates the file

2=k - =1 4. Cancel — Return to Reports Menu.

3-3 Ticket Sales w/Projection - 3 Jicket Satos v/ Exglection

Similar to Ticket Sales Report, this report modifies the information displayed for
Ticket Sales. A Range of Dates is selected and a list of available shows is
displayed. One or more shows can be selected. Return to Reports Menu.

3-3-1 Date Range -

1. Beginning Date — Enter beginning date.

I 2. Ending Date — Enter ending date.
T 3. Continue — Opens Show Selection
contse ] [_gonee 4. Cancel — Return to Reports Menu.

3-3-1-1 Show Selection -

oue 1. Choose Show and Date — Any combination.
FE 2. Submit — Opens Print Preview.

) Owens Theatar - 3:00 PM

3. Cancel — Return to Reports Menu.

3-4 Sales Detail - [ 4 Sales Detail
This report displays all payments received for a given date(s). Return to Reports
Menu.

3-4-1 Date Range Option -

&f Please Select One...

1. Date Range —
DateRange | [ smote Date 2. Single Date —
3. Cancel - Return to Reports Menu.

3-4-1-1 Date Range -

DateRange  § Opens Summary Report Option -




Reports Menu.

3-4-1-1-1 Summary Report Option -

1. Yes — Open Summary Report for each
date.
2. No - Does not summarize each date.

9

\_./ Do you wish to print a summary repott for each date in the range?

3. Both open Operator Detail Option.

3-4-1-1-1-1 Operator Detail Option -

& Please Select One...

One Operator l [ All Operators l l Vouchers ] [ All Operators w/ Taxes l [

{x]
]

1. One Operator —

2. All Operators —

3. Vouchers — Limits report to just Vouchers.
4. All Operators w/Taxes —

5. Cancel - Return to Reports Menu.

3-4-1-1-1-1-1 One Operator —

Qne Operator Opens Detail Option -

3-4-1-1-1-1-1-1 Detail Option -

& Please Select One...

1. Detail — Opens Output

[ oetan | [ swnmary | [ cancel Ese) | Optlon

2. Summary —

3. Cancel (Esc) - Return to

3-4-1-1-1-1-1-1-1 Output Option -

& Send Output to...

1. Printer/Screen —

Opens Date Range.
2. File — Disabled.

3. Cancel - Return to
Reports Menu.

3-4-1-1-1-1-1-1-1-1 Date Range -

£ Please Enter Dates... 1 Start Date —
Start Date: [ 00/11/2014 | 2. End Date —
EndDale: 3' Submit J—

4. Cancel - Return to
Reports Menu.




Reports Menu.

3-4-1-1-1-1-1-1-1-1-1 Operator Selection-

& Please Select Operator Code...

[ SelectUsertioe

1. Select the Operator by the number code
for the user.

2. Submit — Opens Print Preview.

3. Cancel - Return to Reports Menu.

3-4-1-1-1-2 All Operators -

All Operators Opens Output Option -

3-4-1-1-1-2-1 Output Option -

1. Printer/Screen —
Opens

Date Range

2. File — Disabled.

3. Cancel - Return to

& Send Output to...

3-4-1-1-1-2-1-1 Date Range -

B Please Enter Dates...

1. Start Date — Enter date.
St Dt anps1/20xe | 2. End Date — Enter dates

ot et 3. Submit — Opens Limit

to Show.
4. Cancel - Return to
Reports Menu.

3-4-1-1-1-2-1-1-1 Limit to Show -

"
\_‘.r) Do you wish ko limik Ehis report ko just one show? 1 Yes - lelts report to a
, ‘ single show. Opens a Show
List.
2. No — All shows are
displayed.

1. Choose from the list of
available shows. Opens Detail
Order.

2. <Esc> Cancel —

Return to Reports Menu.







3-4-1-1-1-2-1-1-1-1-1 Detail Order -

& Detail Order... 1 By Tlme Sold —
2. By Conf. # -

| by Time Sold | ’ by Conf. l

3-4-1-1-1-2-1-1-1-(1-2)-1 Summary Only -

) 1. Yes — Opens
\_:) Da you wish ko print & sales detail Summary ONLY? Print Preview_
o | T 2. No — Opens

Print Preview.

3-4-1-1-1-3 Vouchers—

Vouchers Opens Detail Option -

3-4-1-1-1-3-1 Detail Option -

m—— 1. Detail — Detailed Voucher

[teal 7] [ swnmay | [ cancel s | report. Opens Output Option.
2. Summary — Summary Voucher
report. Opens Output Option.
3. Cancel (Esc) - Return to
Reports Menu.

3-4-1-1-1-3-1-1 Output Option -

Msend Dutput fo... 1. Printer/Screen —
Printer Screen 2. File — Disabled.

3. Cancel - Return to

Reports Menu.

3-4-1-1-1-3-1-1-1 Date Range -

& Please Enter Dates. .. 1. Start Date —
:[ossrazzo0a | [Csubmit | 2 End Date —
? =) |3 Submit —

[
2
2

4. Cancel - Return to
Reports Menu.

3-4-1-1-1-3-1-1-1-1 Show Option -

&/ Please Select One...

E Single ‘ [gllshows ] [ One Show All Times ] l Cancel

1. Single — One show and time for the range
of dates. Opens Show List with Times.

2. All Shows — All shows and times for the
range of dates. Skips the Show List with



Times. Opens Report Order.

3. One Show All Times — One show and all
times for the range of dates. Opens Show
List.

3-4-1-1-1-3-1-1-1-1-1 Show List with
Times -

3-4-1-1-1-3-1-1-1-1-3 Show List -

1. Choose a show
2. <Esc> Cancel —
Return to Reports
Menu.

3-4-1-1-1-3-1-1-1-1-(1-2-3)-1 Report
Order -

&/ Please Select One...

‘ by Date Sold ‘ [hyﬁhowDate ] [ Cancel (Esc) ]

Both options open FIT List.

3-4-1-1-1-3-1-1-1-1(1-2-3)-2

£ FIT Select

--ALL HITs v

1. Select — Open Print Preview.
2. <Esc> Cancel —

3. FIT List — Drop down list of all
FITs to choose one or all FITs.

3-4-1-1-1-4 All Operators w/Taxes —

All Operators w/ Taxes Opens Output Options _




3-4-1-1-1-4-1 Output Option -

£ Send Output to...

1. Printer/Screen —
2. File — Disabled.

3. Cancel - Return to
Reports Menu.

3-4-1-1-1-4-1-1 Date Range -

B Please Enter Daes...

1. Start Date —

2. End Date —

Frttmes o 3. Submit — Opens Limit
to one show.

4. Cancel - Return to
Reports Menu.

3-4-1-1-1-4-1-1-1 Limit to Show -

1. Yes — Limits report to a
single show. Opens a

:.:J Do you wish to limit this report ta just ane show?

Show
List.
2. No — All shows are
displayed.

3-4-1-1-1-4-1-1-1-1 Show List -

1. Choose from the list of
available shows. Opens Detail
Order.

2. <Esc> Cancel —

Return to Reports Menu.

3-4-1-1-1-4-1-1-1-2 Detail Order -

& Detail Order... 1 By Tlme Sold —
2. By Conf. # -

| by Time Sold | [ hy Conf. # l

3-4-1-1-1-4-1-1-1-(1-2)-1 Summary Only -

) 1. Yes — Opens
u/ Do you wish ko print & sales detail Summary ONLY? Print Preview.
2 2. No — Opens

Print Preview.

3-4-1-1-1-5 Cancel -



Return to Reports Menu.

3-4-1-2 Single Date -

Single Date Opens Operator Detail Option.

3-4-1-2-1 Operator Detail Option -

£/ Please Select One...

One Operator ] [ All Operators ] I Vouchers ] [ All Operators w/ Taxes ] | Cancel |

1. One Operator —

2. All Operators —

3. Vouchers — Limits report to just Vouchers.
4. All Operators w/Taxes —

5. Cancel - Return to Reports Menu.

3-4-1-2-1-1 One Operator —

One Operator Opens Detail Option -

3-4-1-2-1-1-1 Detail Option -

=i Please Select One... 1 ) Detall _
[ petar ] [ swnmay | [ canceise) | 2. Summary -
3. Cancel (Esc) - Return to
Reports Menu.

3-4-1-2-1-1-1-1 Output Option -

Ef Send Output to...

1. Printer/Screen —
Printer'screen 2. File — Disabled.

Reports Menu.
3-4-1-2-1-1-1-1-1 Enter Date -

£ Please Enter Date... C 1 . Date Entry -
lo7/28/2014 Submit Cancel 2 Smelt -

3. Cancel - Return to

3. Cancel - Return to

Reports Menu.

3-4-1-2-1-1-1-1-1-1 Operator Selection -

&/ Please Select Operator Code...

[ SelsctUsertore 9

1. Select the Operator by the number code

for the user.



2. No — All shows are

2. Submit — Opens Print Preview.
3. Cancel - Return to Reports Menu.

3-4-1-2-1-2 All Operators —

All Operators Opens Output Option -

& Send Output to...

3-4-1-2-1-2-1 Output Option -

1. Printer/Screen —

2. File — Disabled.

3. Cancel - Return to

Reports Menu.

3-4-1-2-1-2-1-1-1 Enter Date -

B/ Please Enter Date... 1 . Date Entry —

lo7/28/2014 Submit Cancel 2 SmeIt -
3. Cancel - Return to

Reports Menu.

3-4-1-2-1-2-1-1-1-1 Limit to Show -

1. Yes — Limits report to a

single show. Opens a
- Show

List.

\_‘.:/ Do you wish to limit this report to just one show?

displayed.

3-4-1-2-1-2-1-1-1-1-1 Show List -

1. Choose from the list of
available shows. Opens Detail
Order.

2. <Esc> Cancel —

uuuuuuuu

3-4-1-2-1-2-1-1-1-2 Detail Order -

& Detail Order... 1 By Tlme Sold —
2. By Conf. # -

| by Time Sold_{ ’ by Conf. # I

3-4-1-2-1-2-1-1-1-(1-2)-1 Summary
Only -

1. Yes — Opens
Print Preview.
2. No — Opens

‘-‘{’) Do you wish to print a sales detail Summary ONLY?




Print Preview.

3-4-1-2-1-2-1-1-1-(1-2)-2 Close Shows -

£ Close Seating Chart 1 YeS _ C|OS€S

Do you wish to close out the seating the ShOW

chart for August 11, 20147

2. No — Does not
- close the show.
Return to
Reports Menu.

3-4-1-2-1-3 Vouchers—

Vouchers Opens Detail Option -

3-4-1-2-1-3-1 Detail Option -

m—— 1. Detail — Detailed Voucher

[teal 7] [ swnmay | [ cancel s | report. Opens Output Option.
2. Summary — Summary Voucher
report. Opens Output Option.
3. Cancel (Esc) - Return to
Reports Menu.

3-4-1-2-1-3-1-1 Output Option -

£/ Send Output to... .
. a 1. Printer/Screen —

Printer/Screen; 2. File — Disabled.

3. Cancel - Return to
Reports Menu.

3-4-1-2-1-3-1-1-1 Date Range -

i Please Enter Dates...
1. Start Date —
StanDate: 2. End Date —
End Date: |08/11/2014 | 3. Submit —

4. Cancel - Return to
Reports Menu.

3-4-1-2-1-3-1-1-1-1 Show Option -

&/ Please Select One...

E Single ‘ [gllshows ] [ One Show All Times ] l Cancel

1. Single — One show and time for the range
of dates. Opens Show List with Times.

2. All Shows — All shows and times for the
range of dates. Skips the Show List with



Times. Opens Report Order.

3. One Show All Times — One show and all
times for the range of dates. Opens Show
List.

3-4-1-2-1-3-1-1-1-1-1 Show List with
Times -

1. Choice opens
=T Report Order.

2. <Esc> Cancel —
Return to Reports

3-4-1-2-1-3-1-1-1-1-3 Show List -

& Select An Option

1. Choice opens
Report Order.

2. <Esc> Cancel —
Return to Reports
Menu.

s
[
(
(
(
[ 5 Acrobats
(
(
(
(
(

3-4-1-2-1-3-1-1-1-1-(1-2-3)-1 Report
Order -

& Please Select One...

| hy Date Sold | Il)ygllow Date ] [ Cancel (Esc) I

Both options open FIT List.

3-4-1-2-1-3-1-1-1-1(1-2-3)-2
Fit List -

-ALLHTs v

1. Select — Open Print
Preview.

2. <Esc> Cancel —

3. FIT List — Drop down list of

all FITs to choose one or all

FITs.



2. No — All shows are

3-4-1-2-1-4 All Operators w/Taxes —

All Operators w/ Taxes

Opens Output Options —

3-4-1-2-1-4-1 Output Option -

£ Send Output to...

1. Printer/Screen —
Brinter Screen 2. File — Disabled.

3. Cancel - Return to
Reports Menu.

3-4-1-2-1-4-1-1 Date Range -

B Please Enter Daes...

1. Start Date —

2. End Date —

Frttmes o 3. Submit — Opens Limit
to one show.

4. Cancel - Return to
Reports Menu.

3-4-1-2-1-4-1-1-1 Limit to Show -

1. Yes — Limits report to a
single show. Opens a

\_‘,TJ Do you wish to limik this report to just one show?

Show
List.
displayed.

3-4-1-2-1-4-1-1-1-1 Show List -

1. Choose from the list of
available shows. Opens Detail
Order.

2. Cancel (Esc)- Return to
Reports Menu.

uuuuuuuu

3-4-1-2-1-4-1-1-1-2 Detail Order -

& Detail Order... 1 By Tlme Sold —
2. By Conf. # -

| by Time Sold_{ ’ by Conf. # I

3-4-1-2-1-4-1-1-1-(1-2)-1 Summary Only -

1. Yes — Opens
Print Preview.
e T 2. No — Opens

:.:J Do you wish b print a sales detal Summary ONLY?




Print Preview.

3-4-1-2-1-5 Cancel -

Return to Reports Menu.

5Vouchers

3-5 Vouchers -
A detail or summary report of vouchers based on date range. Opens Detail/

Summary Option. Return to Reports Menu.

3-5-1 Detail Option -

Moz =1 1. Detail — Detailed Voucher report. Opens Date
petan | [ somwary | [ cancetesor | Range for report.

2. Summary — Summary Voucher

report. Opens Date Range.

3. Cancel (Esc) - Return to Reports Menu.

3-5-1-1 Date Range -

Start Date: | 08/11/2014 m 1 Start Date -
End Date: | 08/11/2014 Cancel 1 2 End Date -
3. Submit —

4. Cancel - Return to Reports Menu.

3-5-1-1-1 Show Option -

& Please Select One...

| Single \ [A_Ilshows ] [ One Show All Times ] [ Cancel ]

1. Single — One show and time for the range of dates. Opens Show List

with Times.
2. All Shows — All shows and times for the range of dates. Skips the

Show List with Times. Opens Report Order.
3. One Show All Times — One show and all times for the range of dates.

Opens Show List.
3-5-1-1-1-1 Show List with Times -
Report Order.

2. <Esc> Cancel - Return to Reports
Menu.

3-5-1-1-1-

1-1 Show List -




1. Choice opens

Report Order.

2. <Esc> Cancel - Return to
Reports Menu.

3-5-1-1-1-1-1-(1-2-3)-1 Report Order -

&/ Please Select One...

1. Select — Open Print Preview.
2. <Esc> Cancel —

3. FIT List — Drop down list of all
FITs to choose one or all FITs.

-ALLHTs v

3-6 Reservations List - | S Reservations Lixt
Reservation repot with multiple display options. Return to Reports Menu.

3-6-1 Reservations List Options -

& Print Reservation List

1. Order of List -
2. List Options -
Include:| O Future C Deleted O sold |

: 3. List —
Conc
3. Cancel - Return to Reports Menu.

Order: & 1-Show Date C 2-Company Name O 3-Group Name

3-6-1-1 Choose one option for Order of List.

Order: & 1-Show Date O 2-Company Name O 3-Group Name Choos_e the order in which the
report is ordered.

3-6-1-2 Choose options to include.

Include:| O Future O Deleted O Sold | Choose options to include in

the report.
Future — Reservations that have not been sold.

Deleted — Reservations that have been deleted.
Sold — Reservations that have been sold but not deleted.

3-6-1-3 List —

Opens Report Options -



3-6-1-3-1 Report Options -

& Which Report?

1. Long —

| Long | ’ Short I ’ Totals ] [ Cancel ] 2 ShOf't -
3. Totals —
4. Cancel -

3-6-1-3-1-1 Long —

Contains all information in the report. Opens Report
Filter.

3-6-1-3-1-2 Short —

Short Contains limited information in the report. Opens
Report Filter.

3-6-1-3-1-3 Totals —

Only displays totals in the report. Opens Report
ey

3-6-1-3-1-4 Cancel -

Return to Reports Menu.

3-6-1-3-1-3-(1-2-3)-1 Report Filter —

[1"Groups™Only [ Individuals Only | [l Vaucher [IMa Voucher 1 Group Only/ IndiVidual
ElshowOate  [oquais 9] [oaoiaane Clasd Only
e e 2. Voucher/ No Voucher.
— — 3. Show Info —
4. Group Info —
FiTInfo  CJFIT Name 5 FIT |I"If0 -
o 6. Reservation Info —
rwo 7. Parameters Display —
ke 8. Submit —
9. Cancel - Return to
Reports Menu.

3-6-1-3-1-3-(1-2-3)-1-1 Group Only or Individual Only -

[]"Groups™ Only [ ] Individuals Only

Select to show only those that are Groups, to show

only those that are Individuals or leave

unchecked for all reservations.
3-6-1-3-1-3-(1-2-3)-1-2 Voucher or No Voucher -

[ Voucher [ 1 No Voucher



Select to show only those with voucher, only those
without vouchers or leave unchecked for all
reservations.

3-6-1-3-1-3-(1-2-3)-1-3 Show Info —

Show Date equals « | 08012014 [Jand
Show Info [ Show Name

[ Show Time

Can

be filtered by the following:

1. Show Date -

2. Show Name -

3. Show Time -
The various drop down lists have specific variables
depending upon the criteria elements. Choosing any
limits the list and those choices can be combined with
other by using the “and” feature.

3-6-1-3-1-3-(1-2-3)-1-4 Group Info —

Group Size more than % 11 and | Jessthan v 21
Group Info
[ Group Name

Can be filtered by the following:
1. Group Size —
2. Group Name -
The various drop down lists have specific variables
depending upon the criteria elements. Choosing any
limits the list and those choices can be combined
with other by using the “and” feature.

3-6-1-3-1-3-(1-2-3)-1-5 FIT Info —

FIT Info I FIT Name

Can be filtered by the following:

1. Fit Name -
The various drop down lists have specific variables
depending upon the criteria elements. Choosing any
limits the list and those choices can be combined with
other by using the “and” feature.

3-6-1-3-1-3-(1-2-3)-1-6 Reservation Info —
[ Cust. Name
Res. Inf [ Create Date

[ Confirmation #

[ Ticket Type

Can be filtered by the following:



1. Customer Name -

2. Create Date -

3. Confirmation Number —
4. Ticket Type -

The various drop down lists have specific variables
depending upon the criteria elements. Choosing any
limits the list and those choices can be combined with
other by using the “and” feature.

3-6-1-3-1-3-(1-2-3)-1-7 Parameter Display -

ShowDate=08/01/14 AND GroupSize=11 AND GroupSize<21 e’

w

Displays the text version of all filters being utilized in
the report list.

3-6-1-3-1-3-(1-2-3)-8 Submit -
Opens Print Preview.

3-6-1-3-1-3-(1-2-3)-8-1 Print/Export Options -

& Send Output to...

E “ExcelFile { ’ cancel ]

1. Printer/Screen — Opens Print Preview.
2. File — Disabled.

3. Excel File — Opens Excel File.

4. Cancel — Return to Reports Menu.

3-6-1-3-1-3-(1-2-3)-8-1-3 Excel File -

1. Create or choose the file name —
2. Create or choose the file
destination —
3. Save — Creates the file
4. Cancel — Return to

Reports Menu.

3-6-1-3-1-3-(1-2-3)-9 Cancel -

Return to Reports Menu.

3-6-1-3 Cancel -

Return to Reports Menu.




3-7 Announcements - [ 7 Announcements

Prints a report of the announcements based upon show and time. Opens the
Show List. Return to Reports Menu.

3-7-1 Show List -

1 Trinidad Test - 7:00 PM

2 Starlite - 4:00 PM

1. Selects show — Opens Date Entry.
2. <Esc> Cancel - Return to Reports Menu.

3 Bellarmine Univ - 6:00 PM

4 New Show - 4:00 PM

5 Acrobats - 3:34 AM

7 Owens Theater - 3:00 PM

8 Haygood - 3:00 PM

J
J
J
J
6 Joork - 8:00 PM ]
J
J
J

9 RFD - 8:00 PM

[ <Esc> Cancel |

3-7-1-1 Date Entry -

£ Please Enter Date... 1 . Date Entry -

oorsaszors | [gwmn | [concel | 2. Submit - Opens Announcement Option
3. Cancel - Return to Reports Menu.

3-7-1-1-2 Announcement Option —

£ Choose One...

1. Opens Print Preview. —
2. Opens Announcement Editor -

| Announcement Report ‘ [ Edit Asnnouncements ]

3-7-1-1-2-2 Announcement Editor -

&f Announcement Editor 1 Save _
_ = All Checked Items will be deleted when Save is clicked! '
This list does NOT include VIP Comps and Group Names! 2 . Cancel (ESC) -
| ‘Enth Anniversary - John and Jame Doe ‘ Retu rn to Regorts
Menu.

3. Announcement -

3-7-1-1-2-2-1 Save —

: . After typing the announcement, clicking here

|__Save(Enter) | saves the announcement and deletes any
checked announcements in the list.

3-7-1-1-2-2-2 Cancel (Esc) —

Cancel (ESC) ]




Return to Reports Menu.

3-7-1-1-2-2-3 Announcement -
[] |50th Anmiversary - John and Jane Doe

Type the announcement in the text box.
Checking the box to the left of any text sets it to be deleted

when Save is clicked.

3-8 Deposit Report - [ 8 Deposit Report ]

Prints a deposit report based upon a date range with multiple options. Opens
Date Range. Return to Reports Menu.

3-8-1 Date Range -

&f Please Enter Dates.

Start Date: |08/11/2014 i 1' Start Date -
o 2. End Date —

e 3. Submit — Opens Report Options.
4. Cancel - Return to Reports Menu.

3-8-1-1 Report Options -

“e""’" epesi.c =l 1. Full Report — Opens Print Preview.
[ Full Report § [ Totals Only l [ Cancel ] 2 TOtaIS Only - Opens w
3. Cancel - Return to Reports Menu.

3-9 Comparison By Month/Year -

| SComesroninieeiog ) Opens Report Selection.

3-9-1 Report Selection -

= b

1. Sales Report — Date
Range.

| saes | | Beservatons | | customzabe | [ camce | | 2. Reservation Report —
3. Customizable —

4. Cancel — Return to
Reports Menu.

3-9-1-1 Sales Report —

Date Range 1 Date Range 2 : Enter the Date Range for the
Start Date:  / / StartDate:| / / I%\ SaleS Report
End Date:| / / EndDate:| / / [ cancel | 1. Start Date -
2. End Date -
A Surveys ]

3-A Surveys - [
Prints guest survey information with multiple options. Return to Reports Menu.




3-A-1 Survey/Zip Option -

Surveys

[ 1 Survey Code Report

l 2Zip Code Report

Cancel

3-A-1-1 Date Range -

& Please Enter Dates

Leave Blank to include all Dates

Beginning Date:

1. Survey Code Report — Opens Date Range.
‘ 2. Zip Code Report — Opens Date Range.
3. Cancel - Return to Reports Menu.

Leave blank to include all dates.

1. Beginning Date —

2. Ending Date —

3. Continue — Opens Query Screen -
4. Cancel - Returns to Reports Menu.

(o
3-A-1-1-3 Query
Screen -
1. Yes — Opens Show List.
2. No - Opens Print Preview.
_ 3-A-1-1-3-1 Show
List -

: 1 Trinidad Test - 7:00 P

2 Starlite - 4:00 PM

3 Bellarmine Univ - 6:00 P

4 New Show - 4:00 PM

5 Acrobats - 3:34 AM

6 Jeerk - 8:00 PM

7 Owens Theater - 3:00 PM

8 Haygood - 3:00 PM

l
l
[
l
l
[
l
[

9 RFD - 8:00 PM

l
J
J
l
J
J
J
J

[

<Esc> Cancel

J

1. Choosing a show - Opens Print Preview.
2. <Esc> Cancel - Return to Reports Menu.




3-B Comps - [ B Comps ]
Prints report of comps with multiple options. Return to Reports Menu.

3-B-1 Comp Report Options -

£ Please Select One...

1. Sales with Comps —
[Sales with Comps | | comps by Showdate | [ Comps by Date Sold | [comps byprice Dese | [ cancel | 2.C0mps by Showdate —
3. Comps by Date Sold —
4. Comps by Price Desc -
5. Cancel -

3-B-1-1 Sales with Comps —

. Sales with Comps

Opens Date Range —

3-B-1-1-1 Date Range -

£ Please Enter Dates...

1. Enter Start Date -

Start Date: | 01701 2014 Submit 2. Enter End Date —

End Date: [09/24/2018 | | gancal | 3. Submit — Opens Print Preview.

4. Cancel - Return to Reports Menu.

3-B-1-2 Comps by Showdate —

Comps by Showidate

Opens Report Filter —

3-B-1-2-1 Report Filter -

£ Filter List by... 1. Field Name -
2. Modifier —

3. Variables -

4. Submit —

5. Delete Filter —
6. Add Filter —
Show Name || comtains | Pierce 7. Cancel -

[ Submit 1 ’QeleteFiIter]

3-B-1-2-1-1 Field Name -

Choose from the following options to
determine report filter:

. Show Date -

. Show Name -

. Show Time -

. Date Sold -

. Operator Code -

. Comp Reason -

OO WN-

Show Mame ~

3-B-1-2-1-2 Modifier —



Modifier options affect the Field Name and
includes:
1. Equals -
2. Not Equals —
3. More Than -
4. Less Than -
- 5. Is Blank -
contains ¥| 6. Contains -

3-B-1-2-1-3 Variables -

Variables can be entered based upon the
Field Name, filtering the report to the
desired output.

FPierce

3-B-1-2-1-4 Submit —
Opens Report Summary Option -

3-B-1-2-1-4-1

2 ooy vish o print o smmary arly? Both options open Print Preview.
Yes Mo

3-B-1-2-1-5 Delete Filter —

When available, deletes the currently active filter.
3-B-1-2-1-6 Add Filter —

Adds a new filter line.
3-B-1-2-1-7 Cancel -

Cancel - Return to Reports Menu.

3-B-1-3 Comps by Date Sold —

Comps by Date Sold ] Opens Report Filter —

3-B-1-3-1 Report Filter -



& Filter, List by...

. Field Name -
. Modifier —

. Variables -

. Submit —

. Delete Filter —
. Add Filter —

. Cancel -

Show Name + | contains ~ | Pierce

I Submit } [Qelete Filter ]

NOoO O WN -

3-B-1-3-1-1 Field Name -

Choose from the following options to
determine report filter:

1. Show Date -

2. Show Name -

3. Show Time -

4. Date Sold -

5. Operator Code -

6. Comp Reason -

Show Mame

3-B-1-3-1-2 Modifier —

Modifier options affect the Field Name and
includes:

1. Equals -

2. Not Equals —

3. More Than -

4. Less Than -
5
6

. Is Blank -
. Contains -

contains v

3-B-1-3-1-3 Variables -

Variables can be entered based upon the
Field Name, filtering the report to the
desired output.

Pierce

3-B-1-3-1-4 Submit —
Opens Report Summary Option -

3-B-1-3-1-4-1 Report Summary Option -



2) woyeumsnoprtasmnayery | Both options open Print Preview.

[ ‘es ] [ Mo ]

3-B-1-3-1-5 Delete Filter —

When available, deletes the currently active filter.

3-B-1-3-1-6 Add Filter —
Adds a new filter line.

3-B-1-3-1-7 Cancel -

Cancel - Return to Reports Menu.

3-B-1-4 Comps by Price Desc -

[Comus by Price Des-:] Opens Report Filter —

3-B-1-4-1 Report Filter -

& Filter List by... 1. Field Name -

2. Modifier —

3. Variables -

4. Submit —

5. Delete Filter —

6. Add Filter —

Show Name v | contains ¥ | Pieree 7. Cancel - Return to

Submit } ’ Delete Filter Reports Men u )

3-B-1-4-1-1 Field Name -

Choose from the following options to
determine report filter:

1. Show Date -

2. Show Name -

3. Show Time -

4. Date Sold -

5. Operator Code -

6. Comp Reason -

Show Mame L

3-B-1-4-1-2 Modifier —



Modifier options affect the Field Name and
includes:
1. Equals -
2. Not Equals —
3. More Than -
4. Less Than -
- 5. Is Blank -
contains ¥| 6. Contains -

3-B-1-4-1-3 Variables -
Variables can be entered based upon the

Field Name, filtering the report to the
desired output.

FPierce
3-B-1-4-1-4 Submit —

= Opens Report Summary Option —

3-B-1-4-1-4-1 Report Summary Option -

Both options open Print Preview.

\?/ Do you wish Eo print a summary only?

[ ies ] [ Mo ]

3-B-1-4-1-5 Delete Filter —

When available, deletes the currently active filter.

3-B-1-4-1-6 Add Filter —
Adds a new filter line.

3-B-1-4-1-7 Cancel -

Cancel - Return to Reports Menu.
3-B-1-5 Cancel -

Cancel - Return to Reports Menu.

3-C Groups - [ Loomwe
Prints report of groups with multiple options. Return to Reports Menu.




3-C-1 Group Reports Menu -

£/ Select An Option

Deposits —
Final Counts —

. Group Payments -
. Groups (Projection) -
. Percentages -

Groups Reports

1Deposits

2Final Counts

3 Group Payments.

4 Groups (Projection)

Group Sales -
FIT Groups -

Group List -
For Future Use -

0. Cancel - Return to Reports Menu.

6 Group Sales

7 FIT Groups

| J
[ ]
l ]
l ]
( 5 Percentages J
l ]
l ]
l l

8 Group List

1
2
3
4
5
6
7
8
9
1

3-C-1-1 Deposits —

i 1Deposits | Opens Report Options —

3-C-1-1-1 Report Options -

£ Please Select...

| 1 Groups with Deposit Only | 1- GrOUpS Wlth DepOSIt Only =
[ 2 Groups without Deposit I 2. GrouPS WIthOUt DepOSIt -
§ 3. All Groups -
[ L1 Groups | 4. Cancel - Return to Reports Menu.

[ Cancel ]

3-C-1-1-1-(1-2-3) Date Range -

& Please Enter Dates...

1. Enter Start Date -

Start Date: | 01/01 /42014 Submit 2. Enter End Date —

End Date: | 00/24/2014 | | gcancer | 3. Submit — Opens Report Order.

4. Cancel - Return to Reports Menu.

3-C-1-1-1-(1-2-3)-1 Report Order -

£/ Please Select...

1. Select the order by

Order: © 1-Show Date O 2-Company Name O 3-Group Name which the report is
displayed.
gt | 2. Submit - Opens Print
Preview.

3. Cancel - Return to
Reports Menu.




3-C-1-2 Final Counts —

2 Final Counts

Opens Report Options -

3-C-1-2-1 Report Options -

B Please Select...

1. Groups with Final Count Only — Opens Date
| "1 Groups with Final Count Only Range.
(2 Groups without Final Coun_| 2. Groups without Final Count - Opens Date
( 3 All Groups | Range'
3. All Groups - Opens Date Range.
[ Sancl I'| 4. Cancel - Return to Reports Menu.

3-C-1-2-1-(1-2-3) Date Range -

& Please Enter Dates...

1. Enter Start Date -

Start Date: | 017012014 Submit 2. Enter End Date —

End Date: |00/24/2013 | [ Cancel | 3. Submit — Opens Report Order.

4. Cancel - Return to Reports Menu.

3-C-1-2-1-(1-2-3)-1 Report Order -

=i Please Select...

1. Select the order by

Order: & 1-Show Date O 2-Company Name O 3-Group Name Wh|Ch the report |S
displayed.
Lo ] [omes 2. Submit - Opens Print
Preview.

3. Cancel - Return to
Reports Menu.

3-C-1-3 Group Payments -

3 Group Payments Opens Date Range _

3-C-1-3-1 Date Range -

& Please Enter Dates...

1. Enter Start Date -
Start Date: | 01/01 /42014 Submit 2. Enter End Date -
End Date: |08/24/2014 Cancel 3. Submit — OpenS Show Selection.
4. Cancel - Return to Reports Menu.

£ Select An Option X

| Dittons AZ at EVHS

3-C-1-3-1-1

The Dutons Show Selection -
Waal a1 Abbys 1. Select Show - Opens Print Preview.

|
( )
[ ooty )
[ J
( Ice Cream Social ]

[ <Ese> Cancel |




2. Cancel - Return to Reports Menu.

3-C-1-4 Groups (Projection) —

4 Groups {Projection)

Opens Date Range.

3-C-1-4-1 Date Range —

£t Please Enier Dates...

1. Start Date —

. ) .Momh Year 2 End Date -
3. Submit - Opens Print Preview.

Endbstes[_sa],[_zou] 4. Cancel - Return to Reports Menu.

3-C-1-5 Percentages -

5 Percentages Opens Date Range —

3-C-1-5-1 Date Range -

£ Please Enter Dates...

1. Enter Start Date -

Start Date: | 01701 /2014 Submit 2. Enter End Date -

End Date: | 00/24/2018 | [ cancel 3. Submit — Opens Print Preview.

4. Cancel - Return to Reports Menu.

3-C-1-6 Group Sales -

6 Group Sales

] Opens Date Range -

3-C-1-6-1 Date Range -

& Please Enter Dates...

1. Enter Start Date -
Start Date: | 01/01 /42014 Submit 2. Enter End Date -
End Date: | 00/24/2014 | | gcancer | 3. Submit — Opens Report Query 1.
4. Cancel - Return to Reports Menu.

3-C-1-6-1-1 Report Query 1 -

1. Yes — Opens Report Query 2.
\_‘.:/ Do you wish to print all Shows? 2 NO —_ Opens Show LISt




3-C-1-6-1-1-1 Report Query 2 -

1. Yes — Opens Company Name
\_‘{J Do wish ta report on anly one group name? Entry

2. No — Opens Print/Export Option.
(Bypasses intermediate steps
required by the Yes option.)

3-C-1-6-1-1-1-1 Company Name Entry -

LEnter Compary Name 1. Name Entry — Type desired
company name.

2. Save — Opens Print/Export
Option.

3. Cancel - Return to

Reports Menu.

| Joe | Tours |

[ Save l [ Cancel l

3-C-1-6-1-1-1-1-1 Print/Export Option -

1. Printer/Screen —
2. File — Unavailable
3. Excel File —

4. Cancel - Return to
Reports Menu.
3-C-1-6-1-1-1-2 Print/Export Option -

1. Printer/Screen —
2. File — Unavailable

3. Excel File —
4. Cancel - Return to Reports
Menu.

3-C-1-6-1-1-2 Show List -

1. Select Show — Opens Report Query 2
2. <Esc> Cancel - Return to Reports Menu.

3-C-1-6-1-1-2-1 Report Query 2 -

1. Yes — Opens Company
\_‘.:J Do wish to report on only one group name? Name E ntry
2. No — Opens Print/Export




3-C-1-6-1-1-2-1-1 Company Name Entry -

&/ Enter Company Name

1. Name Entry —
{doe Tours | 2. Save — Opens Print/Export
| swe | [ cance | Option.
3. Cancel - Return to Reports
Menu.

3-C-1-6-1-1-2-1-1-1 Print/Export Option -

1. Printer/Screen —
2. File — Unavailable
3. Excel File —

4. Cancel - Return
to Reports Menu.

3-C-1-6-1-1-2-2 Print/Export Option -

£ Send Output to...

1. Printer/Screen —
2. File — Unavailable
3. Excel File —

4. Cancel - Return to
Reports Menu.

3-C-1-7 FIT Groups -

L FIT Groups Opens Date Range -

3-C-1-7-1 Date Range -

£ Please Enter Dates...

1. Enter Start Date -

Start Date: 01/01/2014 Submit 2 Enter End Date -

End Date: 007247201 | [ gancel 3. Submit — Opens Report Query.

4. Cancel - Return to Reports Menu.

3-C-1-7-1-1 Report Query -

\_‘.:J Do yaou wish to show detail Far each FIT? 1 YeS —_ Opens Pr|nt PreV|eW
2. No - Opens Print Preview.

3-C-1-8 Group List -

8 Group List

Opens Date Range -

& Please Enter Dates... 3—C-1—8—1 Date Range =

Start Date: |01/01/]2014 Submit
End Date: | 08/24/2014 Cancel




1. Enter Start Date -

2. Enter End Date -

3. Submit — Opens Report Order Options.
4. Cancel - Return to Reports Menu.

3-C-1-8-1-1 Report Order Option -

£ Please Select One...

1. All options open Print
Preview.

2. Cancel — Return to
Reports Menu.

Name ] [ pateamendea | [ s ] [ s ] [Ccancel

3-C-1-9 For Future Use -

3-C-1-10 Cancel —

[ Ll I Return to Reports Menu.

3-D Taxes - | Dlaxes |
Prints taxes report within date range. Return to Reports Menu.

3-D-1 Date Range -

& Please Enter Dates...

1. Enter Start Date -

startDate: | 1/01 /2014 2. Enter End Date -

End Date: | 08/24/2014 3. Submit — Opens Show Selection Options.
4. Cancel - Return to Reports Menu.

3-D-1-1 Show Selection Options -

£ Please Select One...

1. Single Show — Opens Show List
Smie ] [awshows | [[oneswowmutmes | [ cancer | with Times.

2. All Shows — Opens Print Preview.
3. One Show All Times — Opens Show
Name List.

4. Cancel — Return to Reports Menu.

3-D-1-1-1 Show List with Times

&/ Select An Option

TTrinidad Test - 7:00 P

2 Starfite - 4:00 PM

1. Choosing a show - Opens Print Preview.

2. <Esc> Cancel - Return to Reports Menu.

6 Jeerk - 8:00 PM

7 Owens Theater - 3:00 PM

8 Haygood - 3:00 PM
9RFD - 8:00 PM

<Esc> Cancel




3-D-1-1-3 Show Name List -

1. Select Show — Opens Print Preview.
2. <Esc> Cancel - Return to Reports Menu.

3-E Employee Activity - L Employee Activity |
Prints a report of an individual operator activity by date. Return to Reports
Menu.

3-E-1 Enter Date -

& Please Enter, Date...

1. Date Entry —
lo7/28/2014 submit_| [ cancel 2. Submit — Opens Print Preview.

3. Cancel - Return to Reports Menu.

3-F Walk-Up - | E Walk-Up |

Two walk-up reports based upon dates. Shows activity before and on dates.
Return to Reports Menu.

3-F-1 Walk-Up Report Options -

&f Please Select One...

1. Walk-Up Report #1 — Opens Date Range.
2. Walk-Up Report #2 — Opens Date Entry.
3. Cancel - Return to Reports Menu.

Walk-Up Report 21| [ Walk-Up Report 22

3-F-1-1 Date Range -

& Please Enter Dates. ..

1. Enter Start Date -
Start Date: | 01,/01/2014 Submit 2 Enter End Date -

End Date: | 00/24/2014 | [ cancel 3. Submit — Opens Print Preview.
4. Cancel - Return to Reports Menu.

3-F-1-2 Date Entry -

& Please Enter Date...

1. Date Entry —
o7r2erz01s | [ suomit | [ cancel 2. Submit — Opens Print Preview.

3. Cancel - Return to Reports Menu.




3-G Ledger - [ G Ledger ]
Prints a ledger report based upon date and operator. Return to Reports Menu.

3-G-1 Date Entry -

B/ Please Enter Date...

1. Date Entry —

ors20s200 | [ st ] [ conce | 2. Submit — Select Operator.
3. Cancel - Return to Reports Menu.

3-G-1-1 Select Operator -

& Please Select Operator Code...

1. Select from available operators.

2. Submit - Opens Print Preview.
3. Cancel - Return to Reports Menu.
3-H Coupons - | Hloupons )

Prints coupon report based upon date range. Return to Reports Menu.




3-H-1 Date Range -

£ Please Enter Dates...

1. Enter Start Date -
Start Date: [01/01/2014 | | sume 2. Enter End Date -
End Date: [08/24/2014 | [ cancel 3. Submit — Opens Print Preview.
4. Cancel - Return to Reports Menu.

3-1 Sales/Reservations Graph - [ [SicsRescomtions Srovh ]

Prints reservation or sales graphs based upon date range.
Return to Reports Menu.

3-1-1 Graph Option -

1. Reservations Graph — Opens Date Range.
, 2. Sales Graph — Opens Date Range.
3. Cancel - Return to Reports Menu.

3-1-1-1 Date Range -

& Please Enter Dates. ..

1. Enter Start Date -

Start Date: |01/01/2014 | | submit 2. Enter End Date -

End Date: [08/24/2014 | [ Cancel 3. Submit — Opens Print Preview.
4. Cancel - Return to Reports Menu.

3-1-1-2 Date Range -
£ Please Enter Dates. ..

1. Enter Start Date -

StartDate: [01/01fz01a | [ subma 2. Enter End Date -

End Date: [08/24/2014 | | cancel 3. Submit — Opens Graph Display Option.
4. Cancel - Return to Reports Menu.

3-1-1-2-1 Graph Display Option -

1. Time of Day — Opens Print Preview.

> Dav o Obers Prnt Prov
— = | 3 Week- Opens Print Preview.
T —

4. Month - Opens Print Preview.

3-J Ticket List - | 4 Ticket Lis l
Prints ticket list based upon date and show and time. Return to Reports Menu.

3-J-1 Date Entry -

£ Please Enter Date...

1. Date Entry —
lo7/28/2014 Submit Cancel 2 SmeIt - OpenS ShOW LISt Wlth Tlmes
3. Cancel - Return to Reports Menu.




3-J-1-1 Show List with Times -

1. Choosing a show - Opens Print Preview.
2. <Esc> Cancel - Return to Reports Menu.

2 Starlite - 4:00 PM

3 Bellarmine Univ - 6:00 PM

4 New Show - 4:00 PM

5 Acrobats - 3:34 AM

6 Jeerk - 8:00 PM

7 Owens Theater - 3:00 PM

8 Haygood - 3:00 PM

A RFD - 8:00 PM

<Esc> Cancel

3-K For Future Use -
As indicated. Return to Reports Menu.

3-L Credit Cards - | L Credn Cards J
Prints report of credit card deposits and/or sales. Also charges and refunds,
credits and/or voids. Return to Reports Menu.

3-L-1 Deposit/Sales Option -

£/ Please Select One...

1. Deposits — Opens Deposit Report

Deposis | [ sales | [ B | [ cancal ] Options.

2. Sales — Opens Deposit Report Options.
3. Both — Opens Deposit Report Options.
4. Cancel - Return to Reports Menu.

3-L-1-(1-2-3) Deposit Report Options -

F T m 1. Charges — Opens Report
Filter.
2. Refunds/Credits/Voids —
Opens Report Filter.
3. All - Opens Report Filter.
4. Cancel - Return to Reports
Menu.

Charges I [ Refunds/Credits Voids ] [ AN ] [ cancel |

3-L-1-(1-2-3)-(1-2-3) Report Filter —
= 1. Group Only/ Individual

s R = R St Only.

. Voucher/ No Voucher.

3. Show Info —

4. Group Info —

5. FIT Info —

6. Reservation Info —

7. Parameters Display —

8

9

R

7] Show Date equaks | [0B012014 Cland

N

7] Graup Size more than ¥ 1 Eand essthan v

. Submit —
. Cancel - Return to
eports Menu.




3-L-1-(1-2-3)-(1-2-3) -1 Group Only or Individual Only -
[]"Groups™ Only [ ] Individuals Only

Select to show only those that are Groups, to show only those that
are Individuals or leave unchecked for all reservations.

3-L-1-(1-2-3)-(1-2-3) -2 Voucher or No Voucher -
[ Voucher [ I No Voucher

Select to show only those with voucher, only those without
vouchers or leave unchecked for all reservations.

3-L-1-(1-2-3)-(1-2-3) -3 Show Info —

Show Date equals ~ | 08012014 [Jand
Show Info ] Show Name

] Show Time

Can be filtered by the following:

1. Show Date — Disabled.

2. Show Name -

3. Show Time -
The various drop down lists have specific variables depending
upon the criteria elements. Choosing any limits the list and those
choices can be combined with other by using the “and” feature.

3-L-1-(1-2-3)-(1-2-3) -4 Group Info —

Group Size more than |+ 11 and  ||essthan  + 21
Group Info

[ Group Name

Can be filtered by the following:
1. Group Size — Disabled.

2. Group Name -
The various drop down lists have specific variables depending
upon the criteria elements. Choosing any limits the list and those
choices can be combined with other by using the “and” feature.

3-L-1-(1-2-3)-(1-2-3) -5 FIT Info —

FIT Info CIFIT Name

Can be filtered by the following:

1. Fit Name -
The various drop down lists have specific variables depending
upon the criteria elements. Choosing any limits the list and those
choices can be combined with other by using the “and” feature.



3-L-1-(1-2-3)-(1-2-3) -6 Reservation Info —

[ Cust. Name

[] Create Date
Res. Info

[ Cenfirmation #

[ Ticket Type

Can be filtered by the following:
1. Customer Name -
2. Create Date -
3. Confirmation Number —
4. Ticket Type -

The various drop down lists have specific variables depending
upon the criteria elements. Choosing any limits the list and those
choices can be combined with other by using the “and” feature.

3-L-1-(1-2-3)-(1-2-3) -7 Parameter Display -

ShowDate=08/01/14 AND GroupSize=11 AND GroupSize<21 5

Displays the text version of all filters being utilized in the report list.
3-L-1-(1-2-3)-(1-2-3) -8 Submit -

Opens Date Range —

3-L-1-(1-2-3)-(1-2-3) -8-1 Date Range -

£ Please Enter Dates...

1. Enter Start Date -
Start Date: [ a1/01 f2014 2. Enter End Date -
End Date: 0872472014 3. Submit — Opens Sort Option.
4. Cancel - Return to Reports
Menu

3-L-1-(1-2-3)-(1-2-3) -8-1-3 Sort Option —

& Please Select One...

Date Charged ] [ Show Date ] [ Name Charged ] [ Confirmation & ] [Beservmiouunme] | “cancel

Establishes the lead heading of the report.

1. Date Charged - Opens Print/Export Options.

2. Show Date - Opens Print/Export Options.

3. Name Charged - Opens Print/Export Options.

4. Confirmation # - Opens Print/Export Options.

5. Reservation Name - Opens Print/Export Options.
6. Cancel - Return to Reports Menu




3-L-1-(1-2-3)-(1-2-3) -8-3-(1-2-3-4-5) Print/Export
Options -

& Send Output to...

. ExcelFile { ’ Cancel

1. Printer/Screen — Opens Print Preview.
2. File — Disabled.

3. Excel File — Opens Excel File.

4. Cancel — Return to Reports Menu.

3-L-1-(1-2-3)-(1-2-3) -8-1-3-(1-2-3-4-5)-3 Excel
File -

1. Create or choose the file
name —

2. Create or choose the file
destination —

3. Save — Creates the file

4. Cancel — Return to Reports
Menu.

3-L-1-(1-2-3)-(1-2-3) -9 Cancel -

Return to Reports Menu.

3-M Show History - [ M Show Histery |
Prints sales history report of a single show and time. Return to Reports Menu.

3-M-1 Date Entry -

B Please Enter Date...

1. Date Entry —
[o7/28/2014 Submit Cancel 2 Submlt - OpenS ShOW L|St W|th TlmeS
3. Cancel - Return to Reports Menu.

3-M-1-1 Show List with Times -

=i Select An Option

1. Choosing a show - Opens Print Preview.
2. <Esc> Cancel - Return to Reports Menu.

1 Trinidad Test - 7:00 P

2 Starlite - 4:00 PM

3 Bellarmine Univ - 6:00 PM

4 New Show - 4:00 PM

5 Acrobats - 3:34 AM

6 Jeerk - 8:00 PM

7 Owens Theater - 3:00 PM

8 Haygood - 3:00 PM

9 RFD - 8:00 PM

<Esc> Cancel




3-N Events Calendar - [ N Events Calendar |

Allows for non-show events to be added to the show calendar. This report then
can be printed. Return to Reports Menu.

3-N-1 Month/Year Entry -

1 Month
‘Jammry V| | ?014| 2 Year -

3. Run Report — Open
4. Cancel (Esc) - Return to Reports Menu.

[ Run Report I[ Cancel {Esc) ]

3-N-1-1 Report Query -

1. Yes — Opens Print Preview.
2. No — Opens Show Name List.

\_‘.:J Do wou wish Eo print all Shows?

1. Select Show — Opens Print Preview.
2. <Esc> Cancel - Return to Reports Menu.

3_0 WhO Made the Reservation? _ [ 0 Who Made the Reservation? ]

Prints a reservation report based upon a date range of which operator made the
reservation. Return to Reports Menu.

3-0-1 Date Range -

& Please Enter Dates. ..

1. Enter Start Date -
Start Date: | 01,/01/2014 Subimit 2- Enter End Date _

End Date: [00/24/2018 | [ concal 3. Submit — Opens Report Query.
4. Cancel - Return to Reports Menu.

3-0-1-1 Report Query —

1. Yes - Opens FIT Selection.
\_‘.:J Da vou wish to restrict list to one FIT? 2 NO _ Opens Report Sort Query




3-0O-1-1-1 FIT Selection -

& FIT Select

1. Select — Opens Report Sort Query.
2. <Esc> Cancel - Return to Reports Menu.

[ Select i [ =Esc= Cancel ]

| -ALL FiTs v|

3-0-1-1-1-1 Report Sort Query —

1. Yes — Sorts by Create
\‘{/ Do you wish to order the list by CreateDate (clicking "Wa" will order the list by Name)? Date- Opens Print Preview.
Opens Print Preview.

3-0-1-1-2 Report Sort Query —

1. Yes — Sorts by Create Date.
\_‘.:/ Da you wish to order the list by CreateDate (clicking "No” will order the list by Name)? O pens Pr‘i nt P revi eW

2. No — Sorts by Name. Opens
Print Preview.

3-P FIT & Group $ Volume — [ P FIT & Group $ Volume ]

Prints a report of FITs and groups sales volume based upon multiple options.
Return to Reports Menu.

3-P-1 Date Range -

& Please Enter Dates. ..

1. Enter Start Date -
Start Date: | 01,/01/2014 Subimit 2- Enter End Date _

End Date: [08/24/2014 | [ cancel 3. Submit — Opens Print Preview.
4. Cancel - Return to Reports Menu.

3-Q Seat Counts - | QL SetCounts |

Prints a report of total counts of seats reserved and sold based upon a range of
dates. Return to Reports Menu.

3-Q-1 Date Range -

£ Please Enter Dates. ..

1. Enter Start Date -
Start Date: | 01/01/2014 Submit 2 Enter End Date _

End Date: [05/24/2014 | [ cance | 3. Submit — Opens Report Query.
4. Cancel - Return to Reports Menu.

3-Q-1-1 Report Query

1. Yes — Opens Show List with Times.
2. No - Opens Print Preview.

\_‘.:/ Do wou wish to limit this report to OME shaw name?




3-Q-1-1-1 Show List with Times -

1. Choosing a show - Opens Print Preview.
2. <Esc> Cancel - Return to Reports Menu.

2 Starlite - 4:00 PM

3 Bellarmine Univ - 6:00 PM

4 New Show - 4:00 PM

5 Acrobats - 3:34 AM

6 Jeerk - 8:00 PM

7 Owens Theater - 3:00 PM

8 Haygood - 3:00 PM

A RFD - 8:00 PM

<Esc> Cancel

3-R F|T Ticket Sales Summary _ [ R FIT Ticket Sales Summary ]
Prints a sales report of each FIT based upon a date range with multiple options.
Return to Reports Menu.

3-R-1 Date Range -

& Please Enter Dates. ..

1. Enter Start Date -
Start Date: | 01,/01/2014 2' Enter End Date _

End Date: | 0s/24/2014 3. Submit — Opens Sort Order.
4. Cancel - Return to Reports Menu.

3-R-1-1 Sort Order —

1. Company Name — Opens
Print/Export Options.

2. Individual Total — Opens
Print/Export Options.

3. Group Total — Opens Print/Export
Options.

4. Combined Total - Opens
Print/Export Options.

|gom|mnyName \ I!n(livi(IuaITnlaI ] l Group Total ] ngmI)ine(ITotal ]

3-R-1-1-(1-2-3-4) Print/Export Options -

£/ Send Output to...

1. Printer/Screen — Opens
(erimerscreon T Ecerfie ] Cancel Print Preview.

— | ] 2. File — Disabled.

3. Excel File — Opens
Excel File.

4. Cancel — Return to
Reports Menu.

3-R-1-1-(1-2-3-4)-1 Excel File -

1. Create or choose the file name —

2. Create or choose the file destination —
3. Save — Creates the file

4. Cancel — Return to Reports Menu.




S Excel Sales Summary ]

3-S Excel Sales Summary - [
Outputs sales report to an Excel spreadsheet. Return to Reports Menu.

3-S-1 Excel File -

1. Create or choose the file name —

2. Create or choose the file destination —

3. Save — Creates the file and opens Date Entry.
4. Cancel — Return to Reports Menu.

3-S-1-1 Date Entry -

=i Please Enter Date... 1 Date Entry _
lo7/28/2014 | [ submt_| [ cancel | 2. Submit — Creates Excel File and returns to
Reports Menu.
3. Cancel - Return to Reports Menu.

3-T For Future Use - ook
As indicated. Return to Reports Menu.

3-U Unused DepOSitS _ [ Unused Deposits ]
Prints report of all unused deposits based upon a single date. Return to Reports
Menu.

3-U-1 Report Information —

1. Ok — Opens Date Entry.

.
\l‘) This repart will compute unused depasits as of the date you select,

3-U-1-1 Date Entry -

&/ Please Enter Date... 1 ] Date Entry _

lo7428/2014 Submit Cancel 2 Sme|t - OpenS Report Query
3. Cancel - Return to Reports Menu.

3U-1-1-1 Report Query -

Opens Print Preview.

\_‘.:J Do you wish to report only the total?




3-V Price Description - | JLoxice ey |
Prints a ticket sales report based upon a price description with multiple options.
Return to Reports Menu.

3-V-1 Date Range -

& Please Enter Dates...

1. Enter Start Date -
Start Date: | 01,/01/2014 2 Entel’ End Date _

End Date: |0s/24/2014 3. Submit — Opens Print/Export Options.
4. Cancel - Return to Reports Menu.

3-V-1-1 Print/Export Options -

& Send Output to...

1. Printer/Screen — Opens
_gnme,,.sﬂeen . ExcelFile || cancel Prlntpﬂ

(reaseen) | ] 2. File — Disabled.

3. Excel File — Opens
Excel File.

4. Cancel — Return to
Reports Menu.

3-V-1-1-1 Excel File -

1. Create or choose the file name —

2. Create or choose the file destination —
3. Save — Names the file and opens Show
Selection Options.

4. Cancel — Return to Reports Menu.

3-V-1-1-1-1 Show Selection Options -

# Please Select One...

| Single | [A_Ilshows ] [ One Show All Times ] [ Cancel ]

1. Single Show — Opens Show List with Times.

2. All Shows — Opens Report Query 1.

3. One Show All Times — Opens Show Name List.
4. Cancel — Return to Reports Menu.

3-V-1-1-1-1-1 Show List with Times -

=i Select An Option

1. Choosing a show - Opens Report
Query 1.

2. <Esc> Cancel - Return to
Reports Menu.

1 Trinidad Test - 7:00 P

2 Starlite - 4:00 PM

3 Bellarmine Univ - 6:00 PM

4 New Show - 4:00 PM

5 Acrobats - 3:34 AM

6 Jeerk - 8:00 PM

7 Owens Theater - 3:00 PM

8 Haygood - 3:00 PM

9 RFD - 8:00 PM

<Esc> Cancel




3-V-1-1-1-1-3 Show Name List -
1. Select Show — Opens Report Query 1.
2. <Esc> Cancel - Return to Reports
Menu.

3-V-1-1-1-1-(1-3)-1 Report Query 1 -

& Please Select One...

One Price Description ] I All Price Descriptions I | Cancel ‘

1. One Price Description — Opens Report Query 2.
2. All Price Descriptions — Opens Report Query 2.
3. Cancel - Return to Reports Menu.

3-V-1-1-1-1-(1-3)-1-1 Report Query 2 -

£ Please Select One...

1. Detail — Opens Report Query 3.
2. Summary — Opens Report Query 3.
3. Cancel - Return to Reports Menu.

3-V-1-1-1-1-(1-3)-1-1 Report Query 3 -

Ef Please Select One...

Datesold | [ ShowDate

1. Date Sold — See following.

2. Show Date — See following.

A. Opens Print Preview. if “All Price
Descriptions” was selected in Report
Query 1.

B. Opens Price Description Selection if
“One Price Description” was selected in
Report Query 2.

3. Cancel - Return to Reports Menu.




3-V-1-1-1-1-(1-3)-1-1-1 Price
Description Selection -

& Price Description Select...

[ cancel |

/] Select

ADULT v

1. Select — Selects the displayed
price description and opens Print

Preview.
2. Cancel — Return to Reports Menu.

3. Price Description — Click on the
desired Price Description in the drop
down menu.

W FIT Comparison ]

3-W FIT Comparison |
Prints a report comparing FIT sales across multiple date ranges. Return to

Reports Menu.

3-W-1 Report Query -

e =1 1. Report by Year — Opens FIT
ReportbyYear | [ RepontbyMonth | [ Reportbybay | [ cancel | Selection.
2. Report by Month — Opens FIT
Selection.
3. Report by Day — Opens FIT
Selection.

4. Cancel - Return to Reports Menu.

3-W-1-(1-2)-1 FIT Selection -

Rk —1 1. Select — Opens Comparison Date Range.
sl ] (e || 5 <Ege> Cancel — Return to Reports Menu.
3. FIT Selection — Highlight the desired FIT.

--ALL FiTs -

1. Start Date Range 1 — Enter date.
2. Start Date Range 2 — Enter date.
3. End Date Range 1 — Enter date.
4. End Date Range 2 — Enter date.
5. Submit — Opens Show Selection
Option.

6. Cancel - Return to Reports Menu.




3-W-1-(1-2)-1-1-5 Show Selection Option -

1. Choose one or more available shows.

@ Acrobats - 3:34 AM

SEL ol 2. Submit — Opens Print Preview.
O Haygood -3:00 PH 3. Cancel - Return to Reports Menu.
[ submit | Cancel
3-X Refund & Refund Info _ [ X Refund & Refund Info ]

Prints a report of refunds and refund information based upon a date range.
Return to Reports Menu.

3-X-1 Report Query -

& Please Select One... 1- Refund Report — Opens Date Range-
RefundReport | | 2Retmdmtoreport | [ Cancal | 2. Refund Info RepOrt - Opens Date
Range.

3. Cancel - Return to Reports Menu.

3-X-1-(1-2)-1 Date Range -

B Please Enter Dates... 1 Enter Start Date _

Start Date: | 01/01/2014 Submit 2. Enter End Date -

End Date: w572472014 | [ conce 3. Submlt_— Opens Report Query 2 unless R_eport
Query option 2 was selected. This opens Print
Preview.

4. Cancel - Return to Reports Menu.

3-X-1-(1-2)-1-3 Report Query 2-

1. Yes - Opens Print Preview.
\_?/ Do you wish ko report ONLY CASH refunds? 2 NO - Opens Print PreVieW

3-Y Show Seating List - l AL L ]
Lists all reservations for a selected show and date, with reservation details.
Return to Reports Menu.

3-Y-1 Date Entry -

& Please Enter Date... 1 . Date Entry _

0772872018 | [“submn ] [ cancel 2. Submit — Opens Show List with Times.
3. Cancel - Return to Reports Menu.




3-Y-1-1 Show List with Times -

& Select An Option

A Trinidad Test - 7:00 PM

1. Choosing a show - Opens Print Preview.
2. <Esc> Cancel - Returns to Reports Menu.

2 Starlite - 4:00 PM

3 Bellarmine Univ - 6:00 PM

4 New Show - 4:00 PM

5 Acrobats - 3:34 AM

6 Jeerk - 8:00 PM

7 Owens Theater - 3:00 PM

8 Haygood - 3:00 PM

9 RFD - 8:00 PM

<Esc> Cancel |

3-Z Show Status - S

3-Z-1 Date Entry Window -

& Please Enter Dates... 1. Enter Start Date _
2. Enter End Date —

3. Submit — Creates report if any
End Date: f317 . . . .
ndDate12/51/2013 | - | cancol | information is available.

4. Cancel — Returns to Reports Menu.

Start Date:||l]1,fl]1f2l]13 | [ Submit l

Season Pass Report(s)

3-Season Pass Report(s) -

& Expiration Date Range...

1. Enter Start Date —

2. Enter End Date —

el 3. Submit — Creates report if any

End Date: | 12/31/2019 Cancal information is available and gives output
options.

4. Cancel — Returns to Reports Menu.

Print/Export Options -

£ Send Output to...

1. Printer/Screen — Opens
_Erinter.-Screen . ExcelFile { Cancel Print Preview.

— | ] 2. File — Disabled.

3. Excel File — Creates
Excel File.

4. Cancel — Return to
Reports Menu

3-Online Count - Online Count
Date Entry Window -
= 1. Enter Start Date —
=i Please Enter Dates... 2 Enter End Date -
Start Date: [J01/01/2013 | [ submn | 3. Submit — Creates report if any

information is available.
End Date: | 12731/ C
nd Date:12/31/2013 | | cance | 4. Cancel — Returns to Reports Menu.




Print Option Screen —
crs 1. Yes — Prints Summary only.
_ 2. No — Prints full report.

'9' Do you wish to print a summary only?

3-Internet Discount Codes - Internet Discount Codes

Under Construction

For Future Use - N

<Esc> Return to Main Menu - [ <Esc> Return to Main Menu
Returns screen to Main Menu.




Module 4: Administration - |

4. Administration

] Return to Main Menu.

Retu

P Select An Option

Administration

1 Utility Programs

2 Edit Seating Charts

3 Edit Shows & Times

4 Edit External Events List

5 Operator Codes

6 Schedule Shows

7 Accounts Receivable

8 Edit Ticket Prices.

9 Notifications

<Esc> Return to Main Menu

rn to Table of Contents.

1. Utility Programs —

2. Edit Seating Charts —

3. Edit Shows & Times —

4. Edit External Events List -
5. Operator Codes -

6. Schedule Shows -
7
8
9
<

. Accounts Receivable —

. Edit Ticket Prices -

. Notifications -

Esc> Return to Main Menu —

4-1 Utility Programs — I

LUy Programs | Multiple item menus for

administrative actions

. Return to Administration menu.

Utility Programs

1 Set Operating Variables

=

1. Set Operating Variables — NOTE: Programmer
only.
. Change Tax Rates -

2 Change Tax Rates

. Survey Codes -

3 Survey Codes.

4 Reprint Credit Card Receipts

5 Reindex/Compress Databases

. Reprint Credit Card Receipts -
. Reindex/Compress Databases -
. Coupon Administration -

6 Coupon Administration

7 Fixnt
8 Edit Comp List
9 Seat Block Descriptions
A Check for Update
B Close Shows
C Modify Ticket Layouts
D Confirmed Messages

<Esc> Return to Administration

. Edit Comp List -

Seat Block Descriptions —

A. Check for Update — Accesses onine for program
update.

B. Close Shows —

C. Modify Ticket Layouts — Programmer only.

OCOoONOOTBRWN

D. Confirmed Messages —

<Esc> Cancel — Returns to Administration Menu.

4-1-1 Go to Set Operating Variables —

|

1 Set Operating Variables

] Set System variables and Credit Card

processing. PROGRAMMER ONLY.

Return to Utility Programs.

4-1-1-1 System Setup -

(e —— )
System Setup 1. System Variables — To change system wide settings for
e — the entire program
2. Credit Card — To change credit card settings within the
system.
— 3. <Esc> Return — Returns to Utility Programs.




4-1-1-1-1 System Variables -

& System Variables

Name:| Mark's Cooper Theater
Address:| 3454 West Hwy 76
City:| Branson
State: MO Zip:|65616-
Phone:| {417) 3322772
E-Mail:| debbie.l@theduttons.com
Next Confirmation #: 479515

Passwords

Next Unique [D:

For Future Use:
Next Invoice #| 192162
Use Reservation Codes? :| Y
Collect Survey Info? :| Y
Price Chart each show? :| Y
Split Price Chart? : Y

X
™  Note: Consult Complete
oo | - Ticketing programmer for
Aok to Syl Vouchon? - X settings or assistance in

Send Online Trigger :[ = |

Auto Fill FIT Pricing? : N Changing any System

Groups Comp FKey :

Display Inactive FIT? :| N SettlngS

Copy of Credit Card Reciept
to Theater Email? ;| N

Extra Copy of Reciept Ticket? :| N

Print Deposit Receipt? : N ThIS WlndOW |nC|UdeS

Auto-Close Show? :| N #Days: 0

system wide variables

R H R ouialY allowing the integration of
Combine R ions? 1 Y ile Identifi .
Sell w/o Reservation? : Y Mark ,T"m on ll\terl|et§ateway? Hy| the mOdU|eS Changes W|”
For e bse Prers. il e e affect them system wide and
[Jsen [Csen [Jsen

For Future Use:

therefore must be avoided

Eject Cash Drawer? :| N

Price Desc. (FIT or VOU) : FIT

For Future Use:

'
No Bkgrd behind Prg : N

unless necessary for proper
function.

4-1-1-1-2 Credit Card Variables -

& Credit Card Gateway Selection...

2 Cancel

Select Gateway

Note: Refer to programmer for settings
or assistance in changing any system
settings.

Allows the choice of which credit card is
to be edited.

4-1-1-1-2-1 Programmer sets the following information within the
system. No changes should be made without specific
direction from the Programmer.

&/ Change Credit Card Variables

Login ID |n|k(|i30u|19

Market Type |2

Device Type |5
Transaction Key | 1234567890-

Test? {Y/N} N

Turn On Credit Card: []

Card Present

Boca Printer: []

Path to IC Verify: | htips://cardpresent.author

Printer: | DYMO LabelWriter 400 Tu

Save Changes ] [ Cancel (Esc) ]

1. Login ID —

2. Path to IC Verify —

3. Market Type —

4. Device Type —

5. Transformation Key —
6. Text? (Y/N) —

7. Turn On Credit Card —
8. Card Present -

9. Boca Printer —

10. Printer —

11. Save Changes —
12. Cancel (Esc) — Returns to Utility

Programs.



4-1-2 Change Tax Rates —

[ 2 Change Tax Rates I

Allows administrator to modify tax rates within the
system. Opens Tax Rate Editor. Return to
Utility Programs.

4-1-2-1 Tax Rate Editor -

¢ Change Tax Rates

1. Enter a description or title to each tax rate.

Description Rate 2. Enter the percentage rate for each tax rate.
Towr i fouron] e Note: Any field left blank will not be available to
Tax#3: | Sales Tax Food 84750 % the user in choosing rates.

T4 |Tourlsm Food 05000 [% 3. Save — Saves the information entered and
[Save | [Reset | [Cancel | returns to Ultilities Menu
4. Reset — Clears all information entered or

resets the information previously entered.
5. Cancel — Discards any changes and returns
screen to Utility Programs.

4-1-3 Survey Codes —

[ 3 Survey Codes | Allows administrator to modify Survey Codes.
3,500 codes are available. Opens Survey Codes.

4-1-3-1 Survey Code screen -

1. Main Headings Bar —
2. Main Heading Designation —
» - = - 3. Sub-Headings —
I - _ 4. Codes —
an R = = 5. Online Check Box — adds code to

13z a2
133 O 1143
14

survey for online customers.

6. Save and Exit —

- 7. Revert -

T EE 8. Cancel (No Save) - Return to
Utility Programs.

9. Print List -
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136
137
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4-1-3-1 Main Headings Bar —

Main Headings

2000-2993 | [ 3000-3398 | [ 4000- 4833 | [ 5000-5399 | Allows grouping of codes. The
title of the code page is displayed
in the box at the upper right of the

page.

4-1-3-2 Main Heading Designation -

1000

Individual Sales Each set of Headings can be named for identification of
Survey Code groupings.




4-1-3-3 Sub-Headings —

Subject to the Main Heading Bar, this

e opens up a second level of codes with
designations.

4-1-3-4 Codes —

— == These are individually named to identify the survey
iitary 1 1111 | Employee Cornps | [] i i .

1102 Enalbin 1112  Faschosk information. The numbers will appear on the

1103 Word of Mouth 1 1113 ‘websie O . .

a0 e mee o RESErvation and can be grouped in Reports.

1105  Local 1115 | Woucher O

4-1-3-5 Online Check Box —

1101 | Miltary |:|.L 1111 | Employee Comps E

e The small box to the side of the code name allow that
mawan 0w 0 COde to be included in the online survey.

1105 | Local 1115 | Woucher O

4-1-3-6 Save and Exit —
Saves all changes and
additions and returns to Utility Programs.

[ Sawve and Exit ]

4-1-3-7 Revert -
Discards all changes and refreshes to
[ Revert | the last saved code list.

4-1-3-8 Cancel (No Save) -
Discards all changes and
returns to Utility Programs.

[ Cancel (No Save) ]

4-1-3-9 Print List -
| PrintList |

Opens Printer Selection window and
prints the list of all Survey Codes.

4-1-4 Reprint Credit Card Receipts —
| e | Opens Confirmation Number Entry.
Return to Utility Programs.

4-1-4-1 Confirmation Number Entry -

£ Enter Confirmation Nu... |X\

1. Enter the confirmation number that is attached to the
I credit card.
2. OK — Opens Credit Card Selection.
3. Cancel returns to Utility Programs.




4-1-4-1-1 Credit Card Selection -

B Credit Card Selection. ..

: e 1. Highlight the card number and hit Select
T Card .
2. Highlight the card number and View Log.
3. Send Email —
4. Cancel — Returns to Utility Programs.

select card | [ View Log | cancel

5 Reindex/Compress Databases |

4-1-5 Reindex/Compress Databases - [
Return to Utility Programs.
Allows administrator to Reindex and Compress Database. Initiates file
maintenance. Forces all operators to exit TCTS. No further action is required.
Upon completion the screen will return to Utility Programs.

4-1-6 COUpOn Administration — [ 6 Coupon Administration l
Return to Utility Programs.
Allows administrator to edit a set of coupons taken for sales or manage a list of
coupon options.

4-1-6-1 Coupon Management Choice -

&' Question...

1. Edit Coupons for One Date —
Edit Coupons for One Dato | 2. Manage Coupon List —

... Manage Coupon List |

4-1-6-1-1 Edit Coupons for One Date -

e =4 1. Enter the date when the coupons
were entered.

2. Submit opens the coupon list.

3. Cancel - Return to Utility Programs.

0272072014 [ Submit l [ Cancel ]

4-1-6-1-1-1 Coupon Editor -

£ Coupon Editor - Sep 21, 2011 'l 1. Red X - Deletes the coupon.
coupon Count 2. Expanding list of coupons based
Travel Magazine 2 upon total for the selected date.
3. Count — Denotes the number of
o Coupon | sevn ot eceimozen)] coupons that are connected to the
description.
4. Add Coupon — Adds a blank
coupon.

5. Save/Exit — Saves information
and returns to Utility Programs.
6. Exit/NO Save — Discards
changes and returns to Utility

Programs.




4-1-6-1-2 Manage Coupon List -

1. Type in coupon name or highlight to
edit
2. Save and Exit — Save edits and return

to Utility Programs.
3. Exit-NO Save — Discard edits and

return to Utility Programs.

4-1-7 Fixit! - | 2 Fix | Return to Utility Programs.
Allows administrator to edit various aspects of a sale or deposit. Go to Fixit!

4-1-8 Edit Comp List - | 8 Edit Comp List | Return to Utility Programs.
Allows administrator to edit a set of comps taken for sales or manage a list of
comp options.

4-1-8-1 Comp List/Comp Item -

1. Comp List — Opens Comp List Change

£ Please Select One...

complist_ | [ comp Query
2. Comp Item — Opens Comp List Change
Query

3. Cancel - Return to Utility Programs.

4-1-8-1-1 Comp List Change Query -

Use Fixit! for editing only one
confirmation number. Comps are
connected to confirmation
numbers.

-
\14) Ta make changas to only one confirmation number, use Fixik!,

4-1-8-1-1-1 Date Entry -

=i Please Enter Date... 1 . Enter 3 date _
0771472010 | [ st | [ cancel | 2. Submit opens the Edit Comp
List -
3. Cancel - Return to
Utility Programs.




4-1-8-1-1-2 Edit Comp List -

4-1-8-1-1-2-5 Add

£ Enter Confirmation Nu. .. |z|

| o

1. Click on Comp Description to make
changes -

2. Red X — Deletes the Comp.

Note: There can be multiple Comps
displayed.

3. Add — Adds a blank Comp for editing.

4. Navigation Bar — nagivate between pages
of Comps when available.

5. Add — Opens window to enter
confirmation number to be added to the list.
It can then be edited as desired.

1.Enter confirmation number to be added.
2. OK — Adds the number displayed to the
Comp Edit List.

3. Cancel — Returns to Utility Programs.

4-1-8-1-2 Comp ltem — Expanding list of comps

& Comp Items...

O
[ |Lecal
[ |combo

[ |free

[AddNew ][ sawe | cancel |[Delete Chkd |

1. Check Box —

2. Description —

3. Add New —

4. Save —

5. Cancel — Returns to Utility Programs.
6. Delete Chk'd —

4-1-8-1-2-1 Check Box — [ [Lecal
Checking box allows Comp Item to be deleted.

4-1-8-1-2-2 Description — - [Lecal
Comp description is edited here.

4-1-8-1-2-3 Add New — |

Adds new line to list to enter a new comp.

4-1-8-1-2-4 Save —

Saves and returns to Utility Programs.

4-1-8-1-2-5 Cancel —

Cancel

Returns to Utility Programs. without saving.

4-1-8-1-2-6 Delete Chk'd -

Deletes all comps that have been checked in the box to
the left of the comp description.




4-1-9 Seat Block Descriptions — [ 3 Seo Beckiesotions ]
Allows administrator to edit Seating Chart Blocks. Return to Utility Programs.

4-1-9-1 Seating Chart Blocks

1. Box Information —
2. Letter —
3. Description —
4. Color button —
! EE— 5. Save & Exit - Saves and returns to Utility
— Programs.
6. Exit (NO Save) — Returns to Utility Programs.
The letters to the left of the columns
activates when a description is typed in
a box.

W: Wyndham

Enter Description to Activate Letter

4-1-9-1-2 Letter —

A:| Armrest|

The designations will be identified by the letter adjacent
to the box.

B:| Branson Getaway
C:

4-1-9-1-3 Description — Editable name of seating blocks

Armrest| Unique descriptions identify the seat blocks. The letters
Branson Getaway | wjl| then be displayed on the seating chart.

4-1-9-1-4 Color Button —
::j,','Gemww ; Allows a color to be assigned the seat block letter for easy
M identification on the seating chart.

41:9-1-5 Save & Exit -

Saves all information entered and returns to Utility Programs.

4-1-9-1-6 Exit (NO Save) — [ Extt o Save) |

Exit without saving and return to Utility Programs.

4-1-A Check for Update — { AChock fer tiodete | Return to Utility Programs.

Allows administrator to access any system updates from the server.

4-1-A-1 Yes or No box appears if an update is available asking user if
they want to update now. Checking for an update logs off the user
and restarts the program.

4-1-B Close Shows — | D.Cloge Shews | Return to Utility Programs.
Allows administrator to close seating for multiple dates.




4-1-B-1 Closing shows, closes the seating chart. Any unsold reservations are
deleted. Any unused deposits assigned to that date does not allow the closing.

4-1-B-2 Action Confirmation Window -

Request to continue box appears. Closing a show affects multiple
dates and must be confirmed.

1. Yes — Opens Date Entry.
2. No — Returns to Utility
\p This Funiction will close seating charts For multiple dates. Do you wish to continue? P ro! lra ms.

& Please Enter Dates...

1. Enter Start Date —
Start Date: |[01/01/2013 2. Enter End Date —

3. Submit — Begins process of closing
End Date: f31f .
e shows and returns to Utility Programs.

4. Cancel — Returns to Utility Programs.

4-1-C Modify Ticket Layout -

g “1 1. Primary Ticket — Opens Primary Ticket
Erimary Tcket pre—— o] Layout Editor.
2. Alternate Ticket —
3.Cancel — Returns to Utility Programs.

4-1-C-1 Primary Ticket —
Primary Ticket Opens Primary Ticket Layout Editor -

4-1-C-1-1 Primary Ticket Layout Editor -

— ALLTRIM(showname) | ALLTRIMahor 1. Pr-.eVIeW N
% 1)+ '+CDOW(showdate) +* " +a 7 ':;:::'h‘ 3:: 2. Dlsplay as FIT -
=l L. e | g | 3 Add-
B e arecenr e | 4. Remove
e 5. Save & Edit —
6. Exit -
7. Display Box —

8. Parameters —
9. Returns to
Utility Programs.

4-1-C-1-1 Preview —

Preview

Opens Ticket Layout Display -



4-1-C-1-1-1 Ticket Layout Display -

o

ont
Rowe. F 2u%

Test Show Name
01/22/19 Tuesday 2:00 PM

rk Le Tourneau

aa $1a7
www.BransonDemoTheatre.com

ticket.

Your info here!
Thank You!

1. Displays a printable preview of the

2. Print box options. Print Options.
3. Printing or closing returns to Primary
Ticket Layout Editor.

4-1-C-1-2 Display as FIT —

Dizplay as FIT

4-1-C-1-2-1 FIT Ticket Layout -

ey wer

1 2 1
ALLTRIM(showname)
i)+ '+CDOW(showdate) +* '+a

Pammasry

Your info here!
Thank You!

4-1-C-1-3 Add —

Add

Opens FIT Ticket Layout -

1. Displays primary ticket layout.
Removes “Price plus tax.”
Non-editable. Preview only.

2. Preview — Opens printable preview

of the ticket. See Preview.
3. Display Normal — Returns to
Modify Ticket Layout Printing or
closing returns to
Primary Ticket Layout Editor.

4. Exit — Returns to Utility Programs.

Opens Selection Options -

4-1-C-1-3-1 Selection Options -

£ Please Select One...

Label

1. Label — Creates editable
label and places it in the
upper left corner of the
Ticket Preview.

2. Field — Opens Build a
Field.

3. Line — Creates editable
diagonal line and places it
in the upper left corner of
the Ticket Preview.

4. Shape — Creates
editable shape and places
it in the upper left corner of
the Ticket Preview.

5. Image — Creates image
box in the upper left corner
of the Ticket Preview.

6. Cancel — Returns to
Primary Ticket Layout
Editor.



4-1-C-1-3-1-1 Label —

Label Creates editable label and places it in the upper

left corner of the Ticket Preview.
4-1-C-1-3-1-2 Field —
i Opens Build a Field.

4-1-C-1-3-1-2-1 Build a Field —

& Build a Field,

1. Clicking a selection
Doy o Wk Fulame enters specified code
— into dialogue box.
Se—— = 2. The code displays
w««  the format below the
" dialogue box.

3. User Inserted Text —
Type desired text into
dialogue box.

4. Submit creates re-
sizable text boxs on
ticket layout in code or
user text.

5. Cancel — Returns to
Primary Ticket Layout

Editor.
4-1-C-1-3-1-3 Line —
Line Creates editable in the upper left corner of the
Ticket Preview.
4-1-C-1-3-1-4 Shape -
Shape Creates it in the upper left corner of the Ticket
Preview.
4-1-C-1-3-1-5 Image —
Image Creates editable image box in the upper left

corner of the Ticket Preview.

4-1-C-1-3-1-5-1 Image Box —

' |AI1_LTRII Select Image Box to add image.
1)+ '+CDOW




4-1-C-1-3-1-5-1-1 Image Parameters Box —

Image26 Parameters

Click on Image Parameters Box to open

Picture | |mage Selection Box.
Height 19
Width 60

4-1-C-1-3-1-5-1-1-1 Image Selection Box —

R - 1. Select image.

= US ®msm 2 Ok-inserts adjustable image

P in box on Ticket Preview and

e Returns to Primary Ticket Layout
3. Cancel — removes image and
Returns to

Primary Ticket Layout Editor.

4-1-C-1-3-1-6 Cancel —

Returns to Primary Ticket Layout Editor.

4-1-C-1-4 Remove —

Lt Clicking the button removes selected element on ticket

layout.

4-1-C-1-4 Save & Exit —

Save &Exit | ggves changes and returns to Utility Programs.

4-1-C-1-4 Exit —

Exit Discards changes and returns to Utility Programs.

4-1-C-2 Alternate Ticket —

Alternate Ticket

Opens Alternate Ticket Layout Editor -

4-1-C-2-1 Alternate Ticket Layout Editor -

(=5 =2 .
— .,I T LI - e 1. Preview —
showname ALLTRIMishow .
(il )+ "+CDOW(showdate) +° '+a teight 3% 2. D|3p|ay as FIT —
Ad Your info here! W |31
= 1 altirim{section)  client Thank You! Al B 3 Add -
Row: :“"‘I":"r'r"((' allrimistriconfiur  + tax,12,2)) Font Size 1
jamdte "www.BransonDemoTheatre.com” p::?:’:\?v‘ ® :“ . :: 4 Remove
Bxit .
‘ ' 5. Save & Edit -
6. Exit -

7. Display Box —



8. Parameters —
9. Returns to
Utility Programs.

4-1-C-2-1 Preview —

Preview

Opens Ticket Layout Display -

4-1-C-2-1-1 Ticket Layout Display -

o el ===}
Prnk Provies =] . o .
Test Show Name « o w-es | 1. Displays a printable preview of the
01/22/19 Tuesday 2:00 PM Voot b ticket
ST T 2. Print box options. Print Options.

12
www.BransonDemoTheatre.com

3. Printing or closing returns to Alternate
Ticket Layout Editor.

4-1-C-2-2 Display as FIT —

Displayas FIT | Opens FIT Ticket Layout -

4-1-C-2-2-1 FIT Ticket Layout -

TR trmen 1. Displays primary ticket layout.
e T e bt Removes “Price plus tax.”
e — Non-editable. Preview only.
2. Preview — Opens printable preview
of the ticket. See Preview.
3. Display Normal — Returns to
Modify Ticket Layout Printing or
closing returns to Alternate Ticket

Layout Editor.
4. Exit — Returns to Utility Programs.

ey wer

4-1-C-2-3 Add —

Opens Selection Options -

4-1-C-2-3-1 Selection Options -

{EP Please Select One...

1. Label — Creates editable
el Shape maee | Lees | |abel and places it in the
upper left corner of the
Ticket Preview.

2. Field — Opens Build a
Field.

3. Line — Creates editable
diagonal line and places it
in the upper left corner of
the Ticket Preview.

4. Shape — Creates




editable shape and places
it in the upper left corner of
the Ticket Preview.

5. Image — Creates image
box in the upper left corner
of the Ticket Preview.

6. Cancel — Returns to
Alternate Ticket Layout
Editor.

4-1-C-2-3-1-1 Label —

Label Creates editable label and places it in the upper

left corner of the Ticket Preview.
4-1-C-2-3-1-2 Field -
s Opens Build a Field.

4-1-C-2-3-1-2-1 Build a Field —

£7 Build a Field. X
1. Clicking a selection
Doy i ek e enters specified code
oo s e e 1N10 dialogue box.
= 2. The code displays
w=-  the format below the
== dialogue box.

3. User Inserted Text —
Type desired text into
dialogue box.

4. Submit creates re-
sizable text boxs on
ticket layout in code or
user text.

5. Cancel — Returns to
Alternate Ticket Layout
Editor.

4-1-C-2-3-1-3 Line -

Line Creates editable in the upper left corner of the
Ticket Preview.

4-1-C-2-3-1-4 Shape —

Shape Creates it in the upper left corner of the Ticket
Preview.



4-1-C-2-3-1-5 Image —

Image Creates editable image box in the upper left
corner of the Ticket Preview.

4-1-C-2-3-1-5-1 Image Box —

' |AI1_LTRII Select Image Box to add image.
3+ +CDOW

4-1-C-2-3-1-5-1-1 Image Parameters Box —

opers et Click on Image Parameters Box to open

Picture | Image Selection Box.
Height 19
Width 60

4-1-C-2-3-1-5-1-1-1 Image Selection Box —

S 1. Select image.

= WS mem 2 Ok-inserts adjustable image

RPN Q Q in box on Ticket Preview and

=== Returns to Primary Ticket Layout
~ - Editor.

3. Cancel — removes image and
Returns to Alternate Ticket
Layout Editor.

4-1-C-2-3-1-6 Cancel —

Returns to Alternate Ticket Layout Editor.

4-1-C-2-4 Remove —

Lt Clicking the button removes selected element on ticket

layout.

4-1-C-2-4 Save & Exit —

Save &Exit | ggves changes and returns to Utility Programs.

4-1-C-1-4 Exit —

Exit Discards changes and returns to Utility Programs.

4-1-D Confirmed Messages -

D Confirmed Messages Opens Confirmed Message menu.



4-1-D-1 Confirmed Messages Menu -

1. Create Messaqe -

{7 Please Select One...

Create Message

Report Remove Messages

2. Report —
3. Remove Messages —

4. Cancel - Returns to Utility

Programs.

4-1-D-1-1 Create Message -

..........

Create Message

Opens Message entry box.

4-1-D-1-1-1 Message Entry Box-

1. Title —

2. Sender —

3. Message —

4. Recipient —

5. Select Recipient —
6. Modify Recipient Groups —
7. Selection Information —

8. Send —

9. Cancel - Returns to Create

Message.

Send Cancel

4-1-D-1-1-1-1 Title -

Title: |

Input title for message.

4-1-D-1-1-1-2 Sender -

Sender:

Input who is sending message.

eeeee

Input message.

4-1-D-1-1-1-4 Recipient -

Recipient: Auto-fills with selected
recipients.

4-1-D-1-1-1-5. Select Recipient —

Select Recipient .
FecTeclE | Opens selection screen.



4-1-D-1-1-1-5-1. Select Recipient —

1. Highlight single recipient or previously
created group.

2. Click Select to choose recipient and
returns to Create Message.

3. Cancel — Returns to Create Message.

rrrrr

4-1-D-1-1-1-6. Modify Recipient Groups —

Modify Recipient Groups = Opens Select User List screen.

4-1-D-1-1-1-6-1 Select User List —

£ Select User List...

Users Selected Available Users Current Groups  —

v v
Group Name: [SavewExit | Cancel

O TEST

eeeeeeeeeeeee

—

. Users Selected — Displays individuals selected.
. Available Users — Displays list of all users within

system

. Current Groups — List of groups previously

created.

. Buttons — Add arrow, remove selected arrow,

remove all X.

. Group Name — Input name for group of selected

users.

. Safe & Exit — Creates group and returns to Create

Message.

. Cancel — Aborts current procedure and returns to

Create Message.
4-1-D-1-1-1-6-1-1 Users Selected —

Users Selected

Displays individuals
selected.



4-1-D-1-1-1-6-1-2 Users Selected —

Available Users

Demao Mode[1009 ~

Displays list of all users
within system.

7 Current Groups  —,
[[] Box Office

Oest 1.Displays previously created
groups.

2. Check box to select group -
3. Modify Checked - 4. Delete
Checked — Removes group from
display.

Modify Checked
Delete Checked

4-1-D-1-1-1-6-1-3-3. Modify Checked —

Madify Checked

Repopulates Selected Users list and

Group Name for modifying. Save & Exit

opens Confirmation screen.
4-1-D-1-1-1-6-1-3-3-1 Confirmation

CTs

wew This Group Name is already in use, Do you wish to replace it?

Yes - Replaces group information.
No — Deletes changes and returns to
Modify Recipient Groups screen.

4-1-D-1-1-1-6-1-4 Buttons -

4

1. Add arrow — Adds recipient.
2. Remove selected arrow —
removes recipient.
3. Remove all X — Clears all

P recipients.



4-1-D-1-1-1-6-1-5 Group Name —
Group Name:

Input name for group of selected users.

4-1-D-1-1-1-6-1-6 Save & Exit —
Save & Exit

Creates group or saves changes to group and
returns to Create Message.
4-1-D-1-1-1-6-1-7 Cancel —

Cancel

Aborts current procedure and returns to
Create Message.

4-1-D-1-2 Report -
Siepor Opens Report Selection screen.

4-1-D-1-2-1 Report Selection screen -

£P Please Select One.

1. Unconfirmed Only -

2. Confirmed Only —

3. All -

4. Cancel - Returns to
Utility Programs.

Unconfirmed Only Confirmed Only Al

4-1-D-1-2-1-1 Unconfirmed Only -

Unconfirmed Only Generates full-page report of messages
sent but not confirmed.
If no data available, returns to
Utility Programs.

4-1-D-1-2-1-2 Confirmed Only-

S Generates full-page report of confirmed
messages. If no data available, returns to
Utility Programs.
4-1-D-1-2-1-3 All -

Al Generates full-page report of both

confirmed and unconfirmed messages. If
no data available, returns to
Utility Programs.




4-1-D-1-2-1-3 Cancel -

Cancel

Returns to Utility Programs.

4-1-D-1-3 Remove Messages -

Remove Messages Automatically deletes all messages to which all
recipients have responded and
returns to Utility Programs.

4-1-D-1-4 Cancel -

Cancel

Closes screen and returns to Utility Programs.

<Esc> Return to Administration — | <Esc> Return to Administration ]
Returns to Administration menu

4-2 Edit Seating Charts - [ 2E0 Seating Charte | Return to Administration menu.
Allows editing of Master Seating Chart and Individual Seating Chart. Allows operator
to print a Master Seating Chart for a selected show on a selected day. It also
allows operator to select an Individual Seating Chart based on Date or
Confirmation Number.

4-2-1 Seating Chart Selection -

1. Master Seating Chart — Allows user to edit the layout of
astor Seaing Chart | the theater seating chart for the purpose of creating an active
seating chart.

2. Individual Seating Chart — Allows user to edit a seating
chart for the purpose of editing for a single show.

3. Cancel (Esc) - Returns to Utility Programs.

Individual Seating Chart

4-2-1-1 Master Seat Chart -

=i Seat Chart Selection...

- | 1. Choose the seat chart by clicking on it, which
i — highlights it.
pyvtitions 2. Select File — Opens the Seating Chart Editor.

wn 3. Cancel — Returns to Utility Programs.




4-2-1-2-1 Seating Chart Editor -

e L T GO to Se atlnq Ch art Edltor
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00000006000 0000600000000060000000 00000000000

00000000000 00000000000000G0000000 00000000000

000000AH 0000000000000000000000 HADD0O0D
0H00000000000060000000
HHAO0000000000000AHH

4-2-2-1 Individual Seating Chart -

Select An Option

1. Choose from a list of available shows. Opens
Show Calendar.
[ 2 Acrobats - 3:31 AM ) 2. <Esc> Cancel - Returns to Utility Programs.

[ 3 Jeerk - 8:00 PM ]

1 Starlite - 4:00 PM

[ <Esc> Cancel ]

4-2-2-2 Show Calendar -

arlite PM

February - 2014 March - 2014 April - 2014
MoT W T F s S M OT W T F S S M OT W T F

1. Choose an available date for that show.
© Opens Seating Chart Editor.

=] 2. Navigation Bar —

meaow o 3. Cancel (Esc) - Returns to Utility

Programs

May - 2014
moT oW T F

[T ] S

(F5) (F3) (ESC) (F2) (F4)

4-2-2-3 Seating Chart Editor -

1. Edits can be made to the Seating
|- Chart. Go to Seating Chart Editor.

Ten chick o selectfor change.

HHHHHHHHHH HHHHHHHHHH
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0000000000  00H0000000000000000000 9000000000+
0 XAXXXXXXO0000000000000 0
00000000000 0000000000000000000000 00000000000
0000000000  0000000000000000000000 0000000000
0000000000  0000000000000000000000 9000000000+

0000000000 0090000090000000009000 9000000000+
00000000000  0000G00006000006000000 00000006000

00000000000  0000000000000900000000 00000000000
00000000000  00000000G00000G000000 00000000000

00000000000  0000000000000000000000 00000000000
0000000000 0000000000000000009000 9000000000
000000AH 0000000000000000000000 HAOODO00
0100000000000000000000
HHAO0000000000000HH

4-2-3 Cancel (Esc) - Returns to Administration.




4-3 Edit Shows & Times - | AEg Shows & Thmes | Allows changes to shows and
show times. Return to Administration. Opens Warning Window.

4-3-1 Shows & Times -
! e STOWS 8 Times Order -
. Show Name —
. Show Time —
. RowDef File —
. Scrn Size —
. CCard File —
. Price Chart —
. Seating Rules —
. Show Grouping —
10. Tax Categories -
11. Internet —
12. Add —
13. Delete —
14. Exit (Esc)-

OCooO~NOOOThA,WN-

4-3-2-1 Order -

hﬂmr This establishes the order the shows appear in the show menu.

2
3

4-3-2-1-1 Change show order

Shows & Times

Frem L 't = & Chargs et Outiee Control and direction arrow moves

show to desired position in list.

4-3-2-2 Show Name —

Show Name

e Create/Edit the show name.

One Great Show 2019
One Great Christmas Show

4-3-2-3 Show Time —

e Create/Edit show time. The format is HH:MM AM/PM.

7:30 PM
10:00 AM

4-3-2-4 RowDef File —

RowDef

= Row Definitions File is a choice option. Click in the box and a list

SAV ) .
SAV IS given.




4-3-2-4-1 Seat Chart List -

& Seat Chart Selection. ...

) 9 1. Choose the seat chart by clicking on it.
S — 2. Select File — Opens the Seating Chart Editor.
pyvindioe 3. Cancel — Returns to Utility Programs.
4-3-2-5 Size -

Size

[

See Programmer for screen size. The screen variables are set for the
-| specific system in specific venue.

[

4-3-2-6 CCard File —
EE;“ Click in the box and a list of available CC files are presented.
= Choose by highlighting the file desired.

4-3-2-6-1 List of Credit Card

[ Allows the choice of a credit card within the
o o system.
oz

2

4-3-2-7 Price Chart —

Price Chart

DEMO_ Click within the box and a list of price charts appears. DEFLT is the

DEMO_

e default if the system has only a single pricing chart.

4-3-2-7-1 Price Chart List -

& Price List Selection...

J— 1. Choose of a price chart.
Aol i 2. Select List -
il 3. New List -
cecncan 4. Delete List —
Stamnam: 5. Copy List —
6. Cancel (Esc) - Return to Administration.
a




4-3-2-8 Seating Rules

Seating Rules

Normal a

4-3-2-9 Show Groupin

Show Grouping: | + | Edit | -

None ~

If this box is checked, seating is unassigned and a

progress bar shows the number of seats/percentage of

seating sold.
g —_

A drop down menu box appears with names of show
groupings that can be assigned to the currently
displayed show.

4-3-2-9-1 + or Edit opens entry box -

P Please Enter Group Name...

1. Display allows edit/addition of show group.
2. Save — Adds new group name to list.
3. Cancel — Returns to Show and Times screen.

4-3-2-10 Tax Categories —

Tourism Tax (4.00 %)

(0.00 %)

4-3-2-11 Internet -

7 s e 8 Click in the boxes to establish the taxes applied to each
(0.00 %) sale for the selected show.

INTERNET
Internet URL

[] Show Active

1. Internet URL — Opens URL input window

2. Show Active — Checking this box activates the
selected show for online viewing, if available.

3. Internet Show Parameters — Allows editing of
internet show parameters.

4-3-2-11-1 Intern

4. If the theater has internet ticketing setup and a
show is displayed online, it is indicated here.

et URL —

Internet URL

Set by the Programmer.

4-3-2-11-1-1 Internet URL Entry —

EF Local URL..

Local URL: https://

Return URL: |

1. URL - is theater web
address to online ticket sales.

2. Return URL — display only.
) 3. Submit — save changes

made to input box.
4. Cancel (Esc) —returns to
Edit Shows and Times.




4-3-2-11-2 Show Active -

Show Active Click this box to activate this show online.

4-3-2-11-3 Internet Show Parameters —

Internet Show .
Internet Show Information —

4-3-2-11-3-1 Internet Show Information -

Message Under Pricing: All Prices Include Tax

save ana et

4-3-2-11-3-1-1 Pricing —

Click to AddiModifyiDelete Se. | X
Click to AddiModifyiDelete Se.

Click to AddiModifyiDelete Se:

Click to AddiModifyiDelete Se.

X

X
Click to AddiModifyiDelete Se. | X
X
Click to AddiModifyDelete Se. | X
X

Click to AddiModifyiDelete Se.

Click o Add/ModifyiDelete Se.

Click to Add/ModifyiDelete Se

Click to Add/ModifyiDelete Se.

Click to Add/ModifyiDelete Se.

Click to AddIModifyiDelete Se.

Pricing

=] =] =] ] =] =] *

Pricing -
Show Calendar Display

ame
3. Photo URL -
4. Select/Change Venue —
5. Seating Rules —
6. Manage Online Res Codes —
7. Manage Discount Codes -
8. Credit Card Parameters —
9. Customer Select Seats —
10. Display Regular Adult Price —
11. Message Under Pricing —
12. Save and Exit - Returns to
Edit Shows and Times.

1.
2.
Na

1. If no Profile exists, click Add to
open New Internet Price Profiles
creator.

2. If Profile exists, clicking on it
will open selectable/editable
Internet Price Profiles.

Click to

se,

3. X = Removes the profile.

4-3-2-11-3-1-1-1 New Internet Price Profile creator.

£F Internet Price Profiles

| Add a New Profile |

Cancel (ESC)

1. Add a New Profile — opens
Naming Screen.

Returns

2. Cancel (Esc) —
screen.

4-3-2-11-3-1-1-1-1 Naming Screen

£ Enter up to 10 Characters

Cancel

1. Type profile name.

2. Save — Add New Profile.
3. Cancel — returns to New
Internet Price Profile creator.



4-3-2-11-3-1-1-1-1-1 Add a New Profile —

o w1, INternet Price
T = « Descriptions —

2. F-Key —

3. Ticketing Price

—— — i Description —

4. Price —

5. Reservation Rules -

6. Add a Price —

7. Profile Description —

8. Save (Enter) —

9. Delete this Group —

10. Cancel (Esc) —
returns to Internet
Price Profiles

4-3-2-11-3-1-1-1-1-1-1 Internet Price
Descriptions —
This price description will be
displayed online. Enter or
edit the description in the
box by clicking inside the
box and typing/edit the
name.

Internet Price Description
Adult (19+)

4-3-2-11-3-1-1-1-1-1-1-(2)(3)(4) F-Key -
F-Key Ticketing Price Description Price
F5 D-Rdult-19+ 30.00 CIicking in the box
opens the

Internet Price Chart.
When a price is selected
F-Key, Ticketing Price
Description and Price are
auto entered.

4-3-2-11-3-1-1-1-1-1-1-5 Reservation Rules —

Reservation Rules: OpenS selection
box.

4-3-2-11-3-1-1-1-1-1-1-5-1 Res Rules Sel



" 1. Highlight

. desired list.
2. Select List add
selection to
- profile and
returns to

Internet Profile.
3. Cancel (Esc) —
Returns to
Internet Profile.

Cancel (Esc)

4-3-2-11-3-1-1-1-1-1-1-6 Add a Price —

Opens the
[ Add a price to the Internet Pricing Form Internet
Price Chart and allows the user to enter a new

price.

4-3-2-11-3-1-1-1-1-1-1-7 Profile Description

Profile Description:

Editable entry.

4-3-2-11-3-1-1-1-1-1-1-8 Save (Enter) —
l Saves information and
returns to Price Profile .

[ Save (Enter)

4-3-2-11-3-1-1-1-1-1-1-9 Delete this Group —
[ Delete this Group ] Deletes the profile and
returns to Price Profile .

4-3-2-11-3-1-1-1-1-1-1-10 Cancel (Esc) —

| cancel(esc) |

Return to Internet Price Profiles without
saving.

4-3-2-11-3-1-1-1-2 Internet Price Profiles -

EF Internet Price Profiles

1. Select adds profile and

Select Demo EditDemo returns to Internet Show
Cancel £50) Information.

2. Edit opens Profile screen
and allows changes to
selected profile.

3. Add a New Profile returns
to Naming Screen.

4. Cancel(Esc) — returns to
Internet Show Information




screen.

4-3-2-11-3-1-2 Show Calendar Display Name —
STI.W nc.ull rerime e The name of the show to be displayed in
the calendar in the online system.

4-3-2-11-3-1-3 Photo URL -
The photo used online to advertise show is
displayed.

4-3-2-11-3-1-4 Select/Change Venue —

[ Select/Change Venue | Clicking opens Venue List.

4-3-2-11-3-1-4-1 Venue List -
B 1. Choose the venue by clicking on
the name.
2. Select File — Opens the
selected venue file.
Com 3. Cancel — Returns to
: Internet Show Information.

4-3-2-11-3-1-4-1-1 Select File —
1. Venue information is
displayed for editing.
2. Online Graphic — displays link
- and representative image of
theater/venue.
3. Save — Saves information and
returns to
Internet Show Information.
4. Cancel — Does not save and
returns to
Internet Show Information.

4-3-2-11-3-1-5 Seating Rules —

[ Seating Rules | Opens Res Rules Selection -

£ Res Rules Selection...

. 4-3-2-11-3-1-5-1 Res
Rules Selection -

1. Highlight desired list.

Cancel (Esc)



2. Select List opens Reservation Rules screen.

3. Cancel (Esc) —

returns to
Internet Profile.

4-3-2-11-3-1-5-1-1 Reservation Rules screen -
WARNING: No changes should be made without
consulting the Programmer.

 Reservarion ules m 1. Order -
Ovior_Statow_EmdRow _Starsam_EniSeat_Soction Lot Rite? vewe 2. Start Row —
e+ == 4 | 3 EndRow-
T Tl 4. Start Seat —
e T Tl Th Tl T [T 5. End Seat —
e W w  eema v [ [ 6. Section —
T T T T T T~ T 7. Left to Right —
e [ [+ == 'H | 8 Delete-
wllx Tm T T+ Tl [+ | 9. Add Rule —
atirsllil 2 B carcsl s 3 10. Save/Exit —
11. Cancel (No
Save)-
4-3-2-11-3-1-5-1-1-1Add Rule Form — (Items 1 - 8)

Select Section:

Right v

1. Each option is available in

Select Starting Row:

B -

sequence starting with Select
Section.

Select Starting Seat:

2. Each option is restricted

Select End Seat:

based upon previous selections

Select End Row:

within this form.

Save [Enter]

Cancel [Esc]

3. Save [Enter] — Adds the rule
to the previous form with all

information applied.
4. Cancel [Esc] — Exits the form
without saving.

4-3-2-11-3-1-6 Manage Online Res Codes -

Manage Onlline Reservation Codes

No Reservation Code selected

Clicking opens Edit Surveys Code screen.
Saving or exiting in Survey Code screen
returns to Internet Show Information.

4-3-2-11-3-1-7 Manage Discount Codes -

Manage Discount Codes

Clicking opens Internet Discount screen.

4-3-2-11-3-1-7-1 Internet Discounts -

£F Internet Discounts

Discount Code

[ Add aNew Code

Disc. Type

Exit (ESC)

Disc. Amt  Start Date

End Date

Keyword(s) (separate with comma)  Show List: Select
Leave Blank to apply to all Tickets  None for All Shows  Delete




1. Add a New Code — displays entry options.
2. Exit (Esc) — returns to Internet Show Information.

4-3-2-11-3-1-7-1-1 Internet Discounts with entry options -

7 Internet Discounts

Exit (ESC)
Keyword(s) (separate with comma) ~ Show List: Select
Discount Code Disc.Type  Disc.Amt StartDate  EndDate  Leave Blank to apply to all Tickets  None for All Shows Delete

0% O% 0.00 /1 1 Show List X

1. Discount Code — enter code to be displayed for
customer.

. Discount Type — select either % or $ type.

. Discount Amount — enter % or $ amount.

. Start Date — enter date when discount begins

End Date — enter date when discount ends

Key Words — entry limits discount to specific ticket type
. Show List — opens Select Shows screen

. Delete — click X to delete current Discount Code.

O~NOUAWN

4-3-2-11-3-1-7-1-1-1 Show List -

 Select Shows

Shows Attached to this Discount Code Available Shows

1. Shows Attached to this Discount Code — lists shows
added to Discount Code.

2. Available Shows — list all show available.

3. Left Arrow — adds selected show to Shows Attached.

4. Right Arrow — removes selected show from Shows
Attached.

5. X —clears all shows in Shows Attached

6. Exit — returns to Internet Discount screen.

4-3-2-11-3-1-8 Credit Card Parameters —

[ Credit Card Parameters ]

Opens Change Credit Card Variables —

&i Change Credit Card Variables

o 4-3-2-

Path to IC Verify: | https://test.internetsecure

11-3-1-8-1 Change Credit Card

Device Type |5

Transazlin?ll Kox Variables -




1. Consult Programmer for any changes.
2. Save Changes -
3. Cancel (Esc) - Returns to Internet Show Information.

4-3-2-11-3-1-9 Customer Select Seats —

[ ]Ccustomer Selects Seats Consult Programmer.

4-3-2-11-3-1-10 Display Regular Adult Price —

Display Regular Adult Price:$| 000 |  Eptor fy|| adult price here to display

undiscounted price online.

4-3-2-11-3-1-11 Message Under Pricing —
Message Under Pricing: | All Prices Include Tax

Enter message here to display under pricing online.

4-3-2-11-3-1-12 Save and Exit -
Saves changes and Returns to Edit Shows and Times.

4-3-2-12 — Add -

ad | Adds a new blank line at the end of the list for editing.
4-3-2-13 — Delete -

beete . Opens confirmation dialogue box.

4-3-2-13-1 Confirmation box.

1. Yes — removes show from list.
9 Are you sure you wish to DELETE the show Best Show Ever at 1100 PM? 2 NO _ Cancels delete

ves N |

4-3-2-14 — Exit (Esc) -

Exit (Esc)

Saves all changes and returns to Administration.

4-4 Edit External Events List - | 4 Edit External Events L st | Return to Administration.
T ] Editing non-show events to be included on
8 loomiser the events calendar.

4-4-1 External Events List -

1. Delete — Clicking the red “X” deletes the entry and




updates the form.

ONO OB WN

. Date — Edit date of event.

. Time — Edit time of event.

. Event — Edit the event description.

. Add Event — Opens Add Event.

. Navigation Bar — Allows movement between pages of events.
. Clean Up — Opens Clean Up Confirmation.

. Exit — Returns to Administration.

4-4-1-5 Add Event -

& Add Event

1. Date — Enter date of event.

pate  |o8r3072018 2. Time — Enter time of event.

3. Event — Enter event description.

4. Add — Saves the information and adds it to
the events list. Returns to External Events List.

Time 15 03] Oam @PM

Event Another Test

Add__| [ Cancel | 5. Cancel — Returns to External Events List.

4-4-1-7 Clean Up Confirmation -

1. Yes — activates clean up protocol.
2. No — Cancels and returns to External
Events List.

8 Are you sure you wish to remove all external events prior to today's date?

4-5 Operator Codes - [ Sl | Return to Administration.
Allows administrator to limit access to the operators on the system.

4-5-1 Operator List -

. User ID — User Information

. Name — User Information

. Password — User Information
. Email — User Information

. Check Boxes —

. Reports Restriction — Editable list
. Also Restrict Reservations —
. Navigation Bar —

9. User Report —

10. Clear User Data —

11. User Editing Bar -

FOOOOCODOOR

= o]
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4-5-1-(1-4) User Information —

User ID:| 1234 Name:| LastName, FirstName Password:| YeahRight

Email;| TheirEmail@TheirEmail.com Name -
Password -




Email (if activated) —
NOTE: These are established for
each user by the administrator.

4-5-1-5 Check Boxes -

[ Wtility Programs L ]
Dledi seating chans 1 NE allowed permissions are checked in the box to the left

[ Shows & Times based upon administrator’s approval.
[ waiting List

4-5-1-6 Reports Restriction —

Reporis Restrictions

By clicking Edit List under the box, a list of shows can then be
chosen from to restrict the user access.

Restricts the user’s reports to the shows that are listed in the
box.

Ediit List

[]Also Restrict Reservations

4-5-1-7 Also Restrict Reservations —
Restricts the user to only the shows that appear in the list. Any other shows
will not be available to the user.

4-5-1-8 Navigation Bar —

[I]E Used to navigate between users that are
available.

4-5-1-9 User Report —

’ A report of user logins and logouts is displayed.
4-5-1-10 Clear User Data —

Clears all user data displayed in the User Report.

4-5-1-11 User Editing Bar -

[ Hew ][ Edit ][Qelete][ﬁancel]

1. Find - Currently Disabled

2. New — Adds a new blank record. The New button becomes Save
and Edit button becomes Revert. Delete and Exit become disabled.
No further action can be done until Save or Revert is clicked. No
further action can be done until Save or Revert is clicked.

3. Edit - Edits the current record. Once this has been chosen,
previously grayed out Bar are activated. The New button becomes
Save and Edit button becomes Revert. Delete and Exit become
disabled. No further action can be done until Save or Revert is
clicked.

4. Delete — Deletes the current record and returns to the first record



available.
5. Cancel — Exiting returns to Administration.

4-5-1-11-2 (3) Save/Revert Option -
1. Save — Saves changes.

2. Revert — Restores the form back prior
to any changes.

4-6 Schedule Shows — | § Schedulo Shows | Enables show scheduling using an
Interactive Calendar. Return to Administration.

4-6-1 Opens window of shows

1. Choose from the displayed shows opens Show Calendar.
2. <Esc> Cancel - Returns to Administration.

il heiDuttons

2 Trinidad Test

3 Starlite

4 Bellarmine Univ

7 Jeerk

8 Owens Theater

4 Haygood

i se
| |
[ J
[ J
[ J
[ 5 New Show ]
[ 6 Acrobats ]
[ J
[ J
[ J
[ J

4-6-1-1 Show Calendar -

Acrobats - February - 2014
v w v

1. Show Time Bar -
5‘ 2. Calendar Days -
L‘| 3. Navigation Bar -
4. Save and Exit -
|
‘ 5. Instructions —

4-6-1-1-1 Show Time Bar —

Click on Showtime Bar on the bottom of the screen

to make them active (Red color indicates active).

Acrobats - February - 2014
1 w T

Calendar Days —
Left-Click on any calendar date

4-6-1-1-2
\
il
|




to add active show times.
Right-Click on any calendar date to delete active show times.

4-6-1-1-3 Navigation Bar —

KR

| | » || » | Navigate to other months using the arrow

Bar.

4-6-1-1-4 Save and Exit -

|_Save and Exit | Saves and returns to Administration.

4-6-1-1-5 Instructions —

[ Instructions

] Opens instructions for this form.

4-7 Accounts Receivable - [

7 Accounts Receivable

| Fully integrated Accounts

Receivable with multiple options. Can also be initiated as Stand Alone Module 9.
Return to Administration.

£ Accounts Receivable X

| 1 Create/Edit Statement Charge |

2 Payments

3 Print Statements

4 For Future Use

5 Create QB Import File

6 FITs / Contracts

1 AR Reports

8 Merge FIT's

9 Expired Cards on File

<Esc> Cancel

1. Create/Edit Statement Charge — Creates a debit memo for a
FIT via statement charge.
2. Payments — For entering or editing payments for monies
received from FITs.

3. Print Statements — Allows user to print physical statements
for mailing (emailing) or allows printing of a report in statement
format with taxes displayed.

4. For Future Use —

5. Create QB Import File - Creates a Quickbooks file for
importing AR information. See Programmer for customizing
into your Quickbooks file.

6. FITs/Contracts — Opens list of FIT accounts and associated
contracts allowing AR management.

7. Reports — Opens an AR reports menu with multiple options.
8. Merge FITs — Allows the merger of two FIT accounts into
one.

9. Expired Cards on File — Displays expired Credit Cards.

10. <Esc> Cancel — Returns to Administration.

4-7-1 Create/Edit Statement Charge —

1 Create/Edit Statement Charge

Opens Statement Charge options.

4-7-1-1 Statement Charge Options —

£ Please Select One...

Create Statement Charge

1. Create Statement Charge -

2. Edit Statement Charge —

Edit Statement Charge

3. Cancel — Returns to Administration.




4-7-1-1-1 Create Statement Charge —

-No Voucher
Invoice # :
Date Charged :
Memo :

Total Amount :

Quantity :

& Create Statement Charge

1012

0.00
0

Exit (No Save)

1. Select the FIT from the drop down list.

2. The invoice is self-generated by the

system.

3. The Date Charged defaults to today’s

date.

4. The Memo Field is for explanation of the

statement charge as to why the charge is

being made outside of the sales window.

5. The total amount of the charge is manually

entered.

6. The quantity is based upon how many
seats are affected by the charge. Default

is 1. Note: If any entry is blank the window

will not save but will open a dialogue box to

requiring input into a blank field.

7. Save — Creates the charge based upon

the data and returns screen to the Accounts

Receivable menu.

8. Exit (No Save) — Discards changes and

returns to Accounts Receivable menu.

4-7-1-1-2 Edit Statement Charge Options —

Edit Statement Charge Opens Statement Charge Selection

4-7-1-1-2-1 Statement Charge Selection list —

T Statement

Seloct Stmnt Ch Cancel

elect Stmnt Chig
2019-01-22 1013 20 00 Branszon 20N

1. Select Statement Charge — Opens
selected statement charge editor.

2. Cancel - returns to Accounts Receivable
menu.

3. Statement List — List of editable
statement charges.

& Create Statement Charge

Invoice # :
Date Charged : 01/22/2019
Memo : DEMO

Total Amount :

Quantity :

Exit (No Save)

1013.00 4-

7-1-1-2-1-1 Edit Statement
Charge Options —
20.00

1. Select the FIT from the drop

1




down list.
2. Auto-loads Invoice #.

3. Auto-loads editable statement charge information
4. Save — Saves changes and returns to Accounts Receivable menu.
5. Exit (No Save) — Discards changes and returns to Accounts Receivable menu.

4-7-2 Payments — For entering or editing payments for monies received from FITs.

£ Enter Payments |

[ Edit Payment ]

’ Cancel <Esc> ]

4-7-2-1 Enter Payments -

\_?/ Da wou wish ta limit Ehis information to just one show name?

1. Enter Payments allows payments to be applied to
an FIT invoice.

2. Edit Payments allows the user to edit a previously
entered payment.

3. Cancel <Esc> - Returns to the to Accounts
Receivable menu.

1. Yes — Opens One Show Name Option.
2. No -Opens Accounts Receivable
payments window. Go to AR Payments.

4-7-2-1-1 One Show Name Option -

1 The Duttons

2 Starlite

4 Jeerk

1. Choose the Show — Opens Accounts
Receivable Payments. Go to AR Payments.

2. Cancel — Returns to the to Accounts Receivable
menu.

E
(
(
(
(

|
J
3 Acrobats ]
J
J

5 All Shows

[

<Esc> Cancel ]

& Accounts Receivable Payments...

HT Selection Date Paid Amount Paid  Payment Type Total Amt. Due: 1,36.00

v (00202014 | 0.00 [Cash v | [JAute-Seleet [Clear ) | sy appiied: ™

Inwoice o Unused Pmt.: 0.00 Balance Due: 1.436.00

+ Date Show v ® Conf.® Vouch.® Name Credit Pmt. Original Amt. Amount Due Payment A
[ _1|09/15M14 |The Dutton 231420- BO7T046- 141218, 141217, 216, 215 - Douglas, Shari 72.00 72.00
: 09/15M4 |The Dutton 231459- BO7063- 141211, 210, 209, 208 - Keenan, Karen 72.00 72.00
: 09/16M4 |George Dye |231461- 607079 - 140257 - Scholl, Diane 62.00 62.00

[J|0g/16M4 |The Dutton  |231506- 607172 - 141231 - Grey, Ellen 18.00 18.00 4 7 2 .
: 09/16M4 |The Dutton 231519-607185- 141235, 141234 - Cummings, Larry 36.00 36.00 = = =

[J[ogrena |The Dutten 231526 - BO7187 - 141227,141228 - Pladson, Frank 36.00 36.00
[1|0g/16M4 |The Dutton 231527 - 607188 - 141135-94-83-92 - Latham, Ruby 72.00 72.00
(o264 |The Dutton 231529 607189 - 141155, 141154 - Muehl, Louise 36.00 36.00
[ {01614 |The Dutton  [231534- 607193 - 141245-44 - Prudhornme, 4lee 36.00 36.00
[]]081714 |George Dye  [231552- 607250 - 140262 - Clayton, Charliey 31.00 31.00
[1]02/1714  |The Dutton 231566 - 607270 - 141249-48 - Schubert, Ralph 36.00 36.00
(1|02 7M4 |The Dutton 231570~ 607271 - 141237 - Mihlbauer, Temry 36.00 36.00
_f 09174 |The Dutton 231576- 607274 - 141226-225 - Rosaebrough, Chuck 36.00 36.00
[1]081744 |The Dutton  [231580- 607276 - 141232 - Dandoy, Kevin 36.00 36.00
1|09 714 |The Dutton  [231581- 607277 - 141247 - Puz, Dean 36.00 36.00
1|08 714 |The Dutton 231584 - 607278 - 141251-50 - Pefchenik, Ken 36.00 36.00
[1|0917H4 |George Dye |231588- 607280 - 140268-267 - Petchenik, Ken 31.00 31.00
| 1|0%1714  |The Dutton 231589 - B07281 - 141230 - Bickler, Edward 36.00 36.00
[J]08/1714 |The Dution  |231600- 607285 - 141241 - Wulchieti, Ron 72.00 72.00
[CJ]0gM 714 |The Dutton (231604 - 607282 - 141224-223 - Foulon, Danny 36.00 36.00
: 091714 |The Dutton 231615- 607321 - 141222 - Uz, Rosie 72.00 72.00
: 0917114 |The Dutton 231623 - BO7327 - 141256 - Moore, Mis 108.00 108.00
: 091714 |The Dutton 231634 - BO7330 - 141243-242 - Valuch, Milan 36.00 26.00

[1]09/1714 |The Dutton  |231643 - 607337 - 141205 - Heilbron, Ann 36.00 36.00 v

oo



4-7-2-2 Edit Payments —

1GT INN ERANSON ~ Select FIT
'y A

1. Select from the list of FITs available.
e e O 2. Submit FIT — Opens FIT Payment Selection.

ALCATRAZ MEDIA

ALL ACCESS BRANSON

3. Cancel — Returns to Accounts Receivable
AMERICAS BEST CAMPGROUND

APACHE JUNCTION CHAMBER OF COPMMER(
ARIZONA PRE SALE VOUCHERS Menu
ARTILLA COVE RESORT —_—
BOXCAR WILLIE HOTEL

BRANSON 2 FOR 1 TICKETS
BRANSON ANYTIHE

BRANSON BOUND

BRANSON CENTRAL RESERVATIONS
BRANSON CHRISTIAN TOURS

BRANSON CONCIERGE INC [ cancar ]
RRANSON CONNECTTON &) =t

4-7-2-2-2 FIT Payment Selection -

ayment Selection...

St

1. Choose the FIT the payment is to be
edited against.

2. Select Pmt — Go to AR Payments. for
further detail.

3. Cancel — Returns to Accounts
Receivable Menu

& Accounts Receivable Payments... ¥

HT Selection Date Paid Amount Paid  Payment Type

v| [oo202014 | 0.0 [cash v Claweseiest CCRa ) | ppg applec

Involce o Unused Prat.: 0.00 Balance Due: 1,436.00

1 Date Show Inv.# Conl.# Vouch.# Mame Credit Prat.  Original Amt.  Amount Due Payment 4
OJ[osr1smn4 [The Dutton  [231420- 607046 - 141218, 141217, 216, 215 - Douglas, Shari 72.00) 72.00

[Ofoansit4_[The Dution [231450- 607063 141211, 210,209, 208 - Keenan, Karen 72.00) 72.00 nents
O[os1614 |George Dye |231461- 607079 - 140257 - Schall, Diane 62,00, 52,00 — e
[J]oareM4 |The Dutton  [231506- 607172 - 141231 - Grey, Ellen 18.00 18.00

[ {09614 |The Dutton  [231519- 607185- 141235, 141234 - Cummings, Larry 36.00 36.00

CJ[osm@rna [The Dutton  |231526- 607187 - 141227, 141228 - Pladson, Frank 36.00] 36.00.

[J|0ar16/4 |The Dutton  [231527 - 607188 - 141185-94-83-92 - Latham, Ruby 72.00 72.00

[J|09r16/4 |The Dutton  [231529- 607189 - 141155, 141154 - Muehl, Louisa 36.00 36.00

[J[oor16M4 [The Dutton  |231534 - 607103 - 141245-44 - Prudhornme, Alee 36.00 36.00

[J[os714 |George Dye  |231552- 607250 - 140262 - Claytan, Charliey 31.00 31.00

[J]0a7i4 |The Dutton  [231566- 607270 - 141248-48 - Schubert, Ralph 36.00 36.00

[J|09/17/14_|The Dutton 231570 - 607271 - 141237 - Mihlbauer, Temy 36.00 36.00
_f 09/17M4 |The Dutton  |231576- 607274 - 141226-225 - Rosabrough, Chuck 36.00 36.00

[J]091714 |The Dutlon  [231580- 607276 - 141232 - Dandoy, Kevin 36,00, 36.00

[J]0917/14 |The Dutton 231581 - 607277 - 141247 - Putz, Dean 36.00 36.00

CJ|09r7i4 |The Dutton  [231584- 607278 - 141251-50 - Pelchenlk, Ken 36.00 36.00

[][091714 |George Dye |231588- 607280 - 140268-267 - Petchenik, Ken 31.00 31.00

C[o91714 [The Dutton |231589- 607281 - 141230 - Bickler, Edward 36,00, 36,00,

(J]ogn7i4 |The Dutton  [231600- 607285 - 141241 - Wulchiett, Ron 72.00 72.00

(J]0917i14 |The Dutton  [231604 - 607268 - 141224-2323 - Foulon, Danny 36.00 36.00

OJ[os7m4 e Dutton  [231615- 607321 - 141222 - Uz, Rosie 72.00) 72.00

C[os1714 [Te Dutton  |231623- 607327 - 141256 - Moare, Mis 108.00 108.00.

O[osr1714 [The Dutton  [231634 - 607330 - 141243-242 - Valuch, Milan 36,00, 36,00

[1]09/1714 |The Dutton  [231643 - B07337 - 141205 - Heilbron, Ann 36.00 36.00 v

Credit § 1209.38 Save Exit (NO Save)




4-7-3 Print Statements — Allows user to print physical statements for mailing
(emailing) or allows printing of a report in statement format with taxes displayed.

&/ Please Select One...

1. Print Statements — Opens Print Statement
List.

Print Statements ] [ Statements Report I

Cancel \

2. Statement Report — Opens Print Statement
List. If a Statement Report is generated, a

P Print Statements

(or press space)

Select All Clear All
O Weekly ) Bi-Weekly () Monthly

Use Show Date (not Date Sold)
[] Do Not Print if Balance Due is 0
[ Do net include Balance Forward
[] Send Via Email where Available

v FIT List
» |Branson 2 For1
Branson Tourism Center

Statement  Edit. Show

SAV ~ | | All Shows

[1 Print Labels after Statements

Print Statements

Select by clicking the checkbox

~

Exit

dialogue box asks if a summary only report is
to be generated after all information is

entered.
3. Cancel — Returns to Accounts Receivable

Menu

4-7-3-1 Print Statements List -
4-7-3-1-1. Click Select Al FITs to have all

statements printed.

4-7-3-1-2. Click Clear All to deselect all
FITs.
4-7-3-1-3. Choose Weekly, Bi-Weekly, Monthly for

statement creation.
4-7-3-1-4. Use Show Date — For future use.



4-7-3-1-5. Check “Do Not Print if Balance Due is (0)” to not print a statement if there is no
balance due.

4-7-3-1-6. Check “Do Not Include Balance Forward” for the statement to not include the
balance forward in the statement.

4-7-3-1-7. Send Via Email where Available -

4-7-3-1-8. Statement. Choose one of a multiple of statements that may available for shows. A
drop down list is available to choose from.

4-7-3-1-9. Statement Edit. Statement Use only if

instructed by Programmer.
4-7-3-1-10. Show. Select from a drop down list of all
shows, individual shows or a customized list.
4-7-3-1-11. Check Print Labels after Statements to
confirm print choice. Prints mailing labels for the
statements that are selected.
4-7-3-1-9. Click Print Statements to open Statement
Report Date Range.
4-7-3-1-10. Exit — cancels operation and returns to
Accounts Receivable Menu.

4-7-3-2 Statement Report Date Range -
&/ Ploase Enter Dates. .. ]
StaeDae: 022072033 Date range selection is by start and end dates.
End Dt o2/ 20/ 2004 Submit — prints statements/report.
Cancel — Returns to
Accounts Receivable Menu.

4-7-4 For Future Use —

4-7-5 Create QB Import File — Creates a Quickbooks file for importing AR
information. See Programmer for customizing into your Quickbooks file.
Return to Accounts Receivable Menu.

Accounts

Contacs
=

Contract Name

4-7-6 FITs/Contracts — Opens
list of FIT accounts and associated
contracts allowing

Account Name Status ~
15T INN BRANSON

ATO ZVACATIONS

ACORMN ACRES RV PARK

AFFORDABLE BRANSON TICKETS

ALCATRAZ WEDIA

ALL ACCESS BRANSON

AMERICAS BEST CAMPGROUND

APACHE JUNGTION CHAMBER OF COPMMERGE

AR
management. Return to Accounts
Receivable Menu.

ARIZOMA PRE SALE WOUCHERS
ARTILLA COVE RESORT.
BOXCAR WILLIE HOTEL

BRAMSON 2 FOR 1 TICKETS
BRANSON ANYTIME

BRAMSOMN BOUND

BRANSON CENTRAL RESERVATIONS
BRANSON CHRISTIAN TOURS
BRANSON COMCIERGE IMC,
BRANSON CONNECTION
BRANSON COUNTRY GETAWAT
BRANMSON COUNTRY TOURS
BRANSON FURN VACATIORN
BRANSCON GROUP TOURS
BRANMSON HIGHLITES
BRANSON HOTLINE GIFTED

1. Accounts —
2. Account Name —
4 3. Account Status —

=[=[=[==[= === === EEE ==

[pisplay Inactive [Ipisplay Archived

[ Edt AT Contract Labets | [ Attach Contracts & FITs_| Exit




4. Display Inactive/Display Archived —

5. Contracts —

6. Contract Name —

7. Sort Contracts by Name —

8. View Accounts Attached to Selected Contract -
9. Contracts Joined to Selected Account-

10. Edit FIT Contract Labels -

11. Attach Contracts & FITs —

12. Exit — Returns to

Accounts Receivable Menu

4-7-6-1 Accounts -

Click Edit to manage Contracts for each Account .
ACeauns [New )(Edit[Delets ) 1. Accounts can be created, edited .
TR staws ~| Or deleted. They cannot be deleted if

there is any history attached.

2. New and Edit open up Account
Editor.

3. Delete — Removes the FIT from
the list.

4-7-6-2 Account Name —

A t . .
ST Accounts are listed alphabetically.
ATOZVACATIONS

ACORM ACRES RY PARK
AFFORDABLE BRAMSOMN TICKETS

4-7-6-3 Account Status —

Status | A

A Y — Active account — general
! A — Agent Pickup — cannot be charged to AR, must be paid
v | — Inactive but with saved history
E X — Archived
P - PrePaid

4-7-6-4 Display Inactive/Display Archived —

[Show Inactive [ |Show Archived Cjicking adds additional Accounts to the
list.

4-7-6-5 Contracts —

Contracts | new || Edit || Delete
| Contract Name A

] 1. Accounts can be created, edited or deleted.
They cannot be deleted if there is any history
attached.

2. New and Edit open up Contract Editor.

3. Delete — Removes the FIT from the list.




4-7-6-6 Contract Name —
Contract Mame . T
031288 Contracts are listed by order of entry. This list may

D§13.95 be sorted by clicking the button below the list.
D15.00

[ TR

4-7-6-7 Sort Contracts by Name —

| SortContracts byName | Sorting by name alphabetically

4-7-6-8 View Accounts Attached to Selected Contract -

View Accounts
attached to
Selected Contract

Opens Account List.

4-7-6-8-1 Account List —

.
-l Scrollable List of accounts
ATOZVACATIONS - Y
AMERICAS BEST CAMPGROUND - ¥ attached to the contract.
BRANSON CONCIERGE INC. - Y « »
BRANSON CONNECTION - Y X _ I f
BRANSON COUNTRY GETAWAY - Y C Oses orm -
BRANSON COUNTRY TOURS - Y
BRANSON FUN VACATION - Y
BRANSON HOTLINE GIFTED - Y
BRANSON HOTLINE SOLD - Y
BRANSON KOA - Y
BRANSON MARKETING GROUP - Y
BRANSON NANTUCKET - Y
BRANSON ONLINE - Y
BRANSON TICKET & TRAVEL - Y
BRANSONS BEST RESERVATIONS - Y
CHATEAU ON THE LAKE - Y
COME ALONG TO BRANSON - Y
COMPTON RIDGE CAMPGROUND - Y v

4-7-6-9 Contracts Joined to Selected Account -
o tone Any contracts joined to this account will be listed by
name. “None” is displayed if there are no contracts
joined.

4-7-6-10 Edit FIT Contract Labels -

Edit FIT Contract Labels

This opens FIT Contract Label Editor

4-7-6-10-1 FIT Contract Label Editor -

& FIT Contract Labels...

1. This form determines the

Adult AD Student | |ST Child S fields on the Contract Editor.
Family Pas | |FP Semior SR Other o Unique two letter designations
Field 1 PO Field 2 PY Field 3 PG are required to identify the

Fleld 4 Fleld s Fleld © ticket price during lookup.

Field 7 Field 8 Field 9

2. Save/Exit — Saves entries




and returns to Accounts Receivable Menu.

4-7-6-11 Attach Contracts & FITs —

02253
Mo Dates.

1. List of Contracts —

2. Contract information for the
selected.

3. All FITs —

4. Check Box —

5. Exit -

Adum: 2253 Fleld 32
Stusent: 1073 Pl 4:
Chd: 537 Flold 52

4-7-6-11-1 List of Contracts —

Contract Kame
|D§2252 |
Test5.95

Selecting the desired contract shows any FIT
attached and allows to attach or unattach
FITs from the list.

4-7-6-11-2 Contract information -

D $22.53
No Dates
Adult; 2253 Field 3: . . . .
Student: 1073 Ficld 4. All contract information is displayed.
Child: 5.37 Field 5:
Fam Pass: 5365 Field 6 :
Senior : Field 7 :
Other :  16.50 Field 8 :
Field 1: Field 9:
Field 2 :
Shows(s) :

Starlite - 4:00 PM

4-7-6-11-3 All FITs —

Click the Checkbox to Select or Deselect

o FIT List ~| List of all FITs is displayed.
M |1STINKBRANSOMN

o [ATO ZVACATIONS

ACORMN ACRES RV PARK
AFFORDABLE BRANSON TICKETS
ALCATRAZ MEDIA

ALL ACCESS BRANSOM

4-7-6-11-4 Check Box —

Click1
A FIT
] 1351
A AT
Faie

Click in the box to select/deselect FITs.

4-7-6-11-5 Exit -

- Returns to
£ FITs/Contracts.




4-7-6-12 Exit -

[ Exit ] Returns to Accounts Receivable Menu

4-7-7 AR Reports — Opens an AR reports menu with multiple options.

1. FIT Rates — List of contract rates for an FIT or multiple

T Aecomts Receatl “ FITs and the corresponding shows
s | 2. Aging Report — All open invoices are listed within a date
range.
i i 3. Payment Ledger — Lists all payments made by date
3 Payment Ledger ranges and selected FITs.

4. FIT Sales Report — Listed by date range, show names,
type of FIT and name of FIT.
Sl 5. FIT List — List of all FITs, active or inactive.

6 Reprint AR Credit Card Receipt 6. Reprint AR Credit Card Receipts — Allows reprint of CC
payment on an invoice.
7. Card on File Reports — Report of credit cards on file by
CERRE e expiration date or charges made to credit cards on file.

3 Memo Payments 8. FIT Projection Report — Projection of sales to a
particular date by FITs only.
9. Memo Payments —
e Caneel <Esc> Cancel — Returns to Accounts Receivable Menu.
4-7-7-1 FIT Rates — Opens a list of contract rates for an
FIT or multiple FITs. Opens FIT Selection —

4 FIT Sales Report

1 Card on File Reports

4-7-7-1-1 FIT Selection -

& FIT Select

1. Select — Opens Show Select.
2. <Esc> Cancel — Returns to Accounts

[ Select ] [ =Esc= Cancel ]

I Receivable Menu.
3. Drop Down Menu - Select either All FITs or
a single FIT.

4-7-7-1-1-1 Show Select -

& Show Select...

1. Select — Opens Print Preview.

[ getect | [ cancal ] 2. <Esc> Cancel — Returns to
Accounts Receivable Menu.
[ AlLshows 0
— 3. Drop Down Menu - Select from

All Shows or a single Show.

4-7-7-2 Aging Report — All open invoices are listed within a date range.
Opens Date Entry.



4-7-7-2-1 Date Entry -

&7 Please Enter Date...

1. Enter Date —

o7s28/2014 [ submt_| [ cancel | 2. Submit — Opens Detail/Summary
Selection.

3. Cancel - Returns to

Accounts Receivable Menu.

4-7-7-2-1-2 Detail/Summary Selection -

& Please Select One...

1. Detail — Opens Limit Option.

2. Summary — Opens Limit Option.
3. Cancel (Esc) - Returns to
Accounts Receivable Menu.

| Detail | l Summary I IcanceI(Esc)]

4-7-7-2-1-2-(1-2) Limit Option -

1. If Yes, opens a Show Name List.
2. If No, the report is generated. Opens
Print Preview.

:.:/ Do you wish ko limit Hhe report to one show name?

4-7-7-2-3-2 Show Name List -

=3 Select An Option [x]
i semcar —— 1. Choose the Show the report is
S e e to be limited to. Opens Print
[ 4 Buck Trent ] Joseph Hall Elvi ] Preview_
0 Rk 1 e Dl ]
[ 6 Marty Haggard ][ Jungle Jack Hans ]
[ 7 Red Hot Biue. ] Meal Breakfast |
[ 8 el Titlis. ] [ Jerry VanDyke ]
[ 2 Rankin Brothers ] Meal Lunch |
[ Exile ] Kidz Roc. ]
0 eichaei Engitsn ] T ]

4-7-7-3 Payment Ledger — Lists all payments made by date ranges and
selected FITs. Opens Date Range.

4-7-7-3-1 Date Range -

& Acco

Enter the range of dates for the report.

[(uncheckan | [ cueckan | [ S

[ Account Stats A
W | ATO Z VACATIONS

[ 1 ACORN AGRES RY PARKK

- AFFORDABLE BRANGON TICKETS
|| ALCATRAZ MEDIA

J AL ACCESS BRANSON

=

BRI

4-7-7-3-3-1 FIT

|1 AMERICAS BEST CAMPGROUND
[T ARTINE VACATIONS LLe
APACHE JUNCTION CHAWBER OF ECPUMER

ARIZOMA PRE SALE VOUCHERS
ARTILLA COVE RESORT

|'BOXCAR WILLIE HOTEL

|'BRANGON 2 FOR 1 TICKET

| BRANSON ANYTIME
BRANBGN BOUND
BRANGGH CENTRAL RESERVATIONS

Selection -

1. Uncheck All — De-selects all FITs in the
list.

BRANSOM CHRISTIAN TOURS
BRANGON CONCIERGE ING|
BRANGON CONNECTION
BRANSON COUNTRY GETAWAY
BRANSON COUNTRY TOURS
BRANBON FUN VACATION
|BRANEON GROUP TOURS

B e e eI e e I e e P e

*




2. Check All — Selects All FITs in the List.
3. Submit — Opens Print Preview.

4-7-7-4 FIT Sales Report — Listed by date range, show names, type of FIT and
name of FIT. Opens Date Range.

4-7-7-4-1 Date Range -

B Please Enter Dates...

1. Start Date —
Start Date: |[07/2872014 2 End Date -

—— 3. Submit — Opens Limit Option.
4. Cancel - Returns to Reports Menu.

4-7-7-4-1-3 Limit Option -

1. If Yes, opens a Show Name with
\_‘.:/' Do you wish o limit the report to one show name? Ti me li st.

2. If No, opens List Options. Skips
the Show Name with Time window.

4-7-7-4-1-3-1 Show Name with Time -

1. Select the desired show and time.
Opens List Options.

2. <Esc> Return to Main Menu —
Cancels all activity and returns to
Main Menu.

[ 1 The Duttons - 2:00 PM

3 Acrobats - 3:34 AM

)
2 Starlite - 4:00 PM ]
|
]
]

l
|
[ 4 Jeerk - 8:00 PM
l

<Esc> Return to Main Menu

4-7-7-4-2-2 List Options — Check the types of FITs and click
Continue.

1. Active —

2. Inactive —

3. Agent Pick-up —

4. Pre-Paid —

5. Archived -

6. Continue — Opens FIT
Selection.

Active  [lmactive  [ZiAgent Pickup, [1Pre-Paid [ Archived Continue




4-7-7-4-2-3 FIT Selection -

b G " 1. Click the desired FIT Sales Reports.
g = | 2.Select All - Selects all FITs.
3. Clear All — De-selects all FITs.

4. Submit — Opens Summary Option.

|_[ARTILLA COVE RESORT
[BCKCAR WILLIE HOTEL

IND
B
[BRANSON CONCIERGE INC
[ERANBON CONNECTION
[ERANBON COUNTRY GETAWMAY
[BRANBON COUNTRY TOURS
[BRANSON FUN VACATION
[BRANSON GROUF TOURS ¥

Submit

4-7-7-5 FIT List — List of all FITs, active or inactive.
Opens FIT List Options —

4-7-7-5-1 FIT List Options -

& FIT Question...

1. Active — Opens Print Preview.
[hcve ] [ macwe | [ B | 2. Inactive — Opens Print Preview.
3. Both - Opens Print Preview.

4-7-7-6 Reprint AR Credit Card Receipts — Allows reprint of CC payments
on an invoice. Opens Date Range.

4-7-7-6-1 Date Range -

B Please Enter Dates...

7 1. Enter Start Date —
stan Date: 07720/ 2014 | 2. Enter End Date —

End Date: [07/28/2021 | [ cancal | i
3. Select — Opens List of CC Payments.
4. Cancel - Returns to Reports Menu.

4-7-7-6-2 List of

(%)

"UTHEIH to 07/28/14 CC Payments _
MWarriont / Willow Ridge - 07/15/14 - 300.00
601395 Mairiott / Willow Ridge - 0745/14 - 100.00
el iy 1. Select the Credit Card Payment to
ET Vecmia ok g e~ 30030 be reprinted. This prints the receipt.
Westgate Resorts, LTD - 0724114 - 695.00 2 NaVigatiOI’] Bar _

3. Cancel <Esc> - Exits form without
printing. Returns to Reports Menu.

17 o7




4-7-7-7 Card on File Reports — Report of credit cards on file by expiration date
or charges made to credit cards on file. Opens Credit Card Options.

4-7-7-7-1 Credit Card Options -

& Please Select One...

1. Card on File Exp. List — List
cartonfie b List | [ cartonmiecharges | [ cancel ] of cards on file by expiration
date. Opens Print Preview.

2. Card on File Charges —

3. Cancel — Returns to Reports
Menu.

4-7-7-7-1-2-1 Date Range -

Enter the range of dates for the report.

4-7-7-7-1-2-2 FIT Select -

Select either All FITs or a single FIT.
Opens Print Preview.

[ select | [ <Esc-cancel |

--ALL FITs v

4-7-7-8. FIT Projection Report — Projection of sales to a particular date by
FITs only.

4-7-7-8-1 Projection Date -

& Please Enter, Date...

1. Enter the Date to which the FIT

07/29/14 [ Submit l ’ Cancel ] report IS to be prOJeCted
2. Submit opens Print Preview.

3. Cancel - Returns to Reports Menu.

4-7-7-9 Memo Payments -

9 Memo Payments Opens Date Range option —

4-7-7-9-1 Date Range -

B Please Enter Dates...

1. Start Date —

Start Dale: -
2. End Date —




3. Submit — Creates report with available data.
4. Cancel - Returns to Reports Menu.

<Esc> Cancel — Returns to Accounts Receivable Menu

4-7-8 Merge FITs — | LA | Allows the merger of two FIT accounts
into one. Return to Accounts Receivable Menu.

4-7-8-1 Two FITs can be merged into one by selecting the destination FIT and
the FIT to be merged (removed.)

1. Destination FIT -

Account Name: | ALL ACCESS BRANSON Account Name: | ALL ACCESS BRANSON PREPAID 2- FlT to be merged -

Contact: | Joarm McDawell §f owner Contact: -
T 3. Customer Information -

City: Branson City:

State: | MO Zip: 65616 Ctey: USA State: Zip: Ctey: 4. Merge -

Status: |V | V=Active I=Inactive A=Agent Pickup Status: I | Y=Active I=Inactive A=Agent Pickup

5. Cancel (Esc) - Returns to
oG o Ao Reports Menu.

4-7-8-1-1(2) Destination/Merge Selection

[ Select Destination FIT | —— e [TTTEREE P i e Mg

Clicking opens an
FIT selection
window.

4-7-8-1-1-1 Select Destination FIT opens a drop down list -

& FIT Select

Clicking on the FIT auto fills the
customer information.

1ST INN BRANSON-(A) v

4-7-8-1-3 Destination and FIT to be Merged information window -

B The information will be auto-filled when the
Addvoss select button is clicked.
Cityr:
smi. Zip: Clay
Status V=Astive I=Inactive A=Agent Fickup

4-7-8-1-4 Merge -

[ Merge ]
Note: Clicking will remove the Merged FIT

4-7-8-1-5 Cancel (Esc) -

[ Cancel (Esc) ]

Clicking the Merge button will combine the
two FITs and delete the Merged FIT.

Cancel (Esc) - Returns to
Accounts Receivable Menu

4-7-9 Expired Cards on File —

3 Expired Cards on File Generates reports of expired cards on file.



4-7-9-1 Report —

4-7-9-2 Remove
CcTS
1. Yes — Removes cards and returns to
‘9' file? .
Accounts Receivable Menu
=2 | 2 No — Aborts and returns to
Accounts Receivable Menu

4-7-10 <Esc> Cancel — Returns to Administration

4-8 Edit Ticket Prices - | 8 Edit Ticket Prices | Allows Ticket Price editing by Price
List, Fee List or Internet. Opens Price List Selector. Return to Administration.

4-8-1 Price List Selector -
1. Price List — Opens List Query.
2. Fee List — Opens List Query 2.
pricelist | | Fee List | [ wtemetprices | [ cancel | 3. Internet Prices —
4. Cancel - Return to Administration.

& Please Select One...

4-8-1-1 List Query -

&/ Please Select...

1. Individual — Choose from Individual List

2. Group — Choose from Group List

The procedure is the same using the different lists.
NOTE: The Master Settings must be set for
separation of Individual and Group for this to appear.

[ Individual | [ Group ]

4-8-1-1-1 Choose from available Price Chart Lists — This appears when
any list is chosen in Price List Selector.

& Price List Selection. ..

| 1. Available Price Lists — Highlight the

Amzo desired list.
ourTomm 2. Select List — Opens Price List Editor.

GEORG2010
GEORG2011
ISLAN2010
MEALS2010
STARL2012

—=J 13 New List — Available by entering Alt-F9.
e ]| 4. Delete List - Available by entering Alt-F9.
T 5. Copy List - Available by entering Alt-F9.
6. Cancel [Esc] - Return to Administration.

E] Cancel [Esc]

4-8-1-1-1-1 Available Price Lists -

All Price Lists created will be shown

ARIZO2011
CATNY2010 here.
CATSP2010

4-8-1-1-1-2 Select List -
[_setectist_| selects the highlighted Price List




4-8-1-1-1-3 New List -

Allows a new Price List to be created.

4-8-1-1-1-4 Delete List -

Deletes selected Price List.

Delete List

4-8-1-1-1-5 Copy List -

Allows a Price List to be copied and renamed

4-8-1-1-1-6 Cancel (Esc)-

[ Cancel [Esc] ] Cancels and returns to Administration.

4-8-1-1-2 Price List Editor.

e

DEMO_2016

1. Price List Name —

oo o -- 2. Price List Page
o= e =2 Options —

=ol == 3. Individual Ticket
= zon = Prices —

=he =8 = 4. Start/End Date —

= 5. Revert to Saved —
== 6. Exit/Save Changes —
“° 7. Exit/Don’'t Save

oo (1 swrin
o0 (1 swr

Starting Date: | 0413177016 Ending Date 0110672020

]|t St | ctSore Cars | ot Sr o | vt e i | | WP | | ConrPo Changes —

8. Save/Print Price List —
9. Merge Prices —

10. Copy Page —

11. Check Boxes -

4-8-1-1-2-1 Price List Name —

CATSP2010 - Individual Sales  ghow Name is displayed.

4-8-1-1-2-2 Price List Page Options —
- Multiple pages of Prices
[ Default | | | are listed. 100 prices per
page up to 10 pages total.

4-8-1-1-2-3 Individual Ticket Prices —

E [Adu] 32.00
E Child 412 12.00
Child Under 4 0.00
VIP Comp 0.00

E 12 price 16.00



Enter Description and Price for each ticket offered.

4-8-1-1-2-4 Start/End Date —

Starting Date 01012010 Ending Date |01/03/2011

The Starting Date and Ending Date is entered. This indicates
when the prices are active and displays the Price List that is
available during the date for a reservation.

Revert to Saved ]

4-8-1-1-2-5 Revert to Saved — |
Discards changes and returns to original display.

Exit'Save Changes l

4-8-1-1-2-6 Exit/Save Changes — |
Saves all changes and returns to Administration.

l Exit'Don’t Save Changes ]

4-8-1-1-2-7 Exit/Don’t Save Changes —
Discards all changes and returns to Administration.

4-8-1-1-2-8 Save/Print Price List — | S™vePrinPrice List_|

Saves all changes and prints the Price List. Open Print
Preview. Once completed it returns to this screen.

Merge Prices

4-8-1-1-2-9 Merge Prices - l ] Opens Price Merge

4-8-1-1-2-9-1 Price Merge -

Select Price to be Merged ]

F12 Child 5.00 SHF20 Voucher Ch 5.00

Start Date  End Date
Change All PAST Sales 1 1
Ccug ‘ -
@iChange AlFUTURE Reservations) | / / T

Leave Daies empiy to include all dates

1. Select Destination Price —

2. Select Price to be Merged —

3. Change Dates —

4. Merge —

5. Cancel <Esc> - Returns to Administration.

4-8-1-1-2-9-1-1 Select Destination Price —

[ Select Destination Price ] 1 . Select Destination
F12 Chitd 5.00 opens specialized Price
Chart.

4-8-1-1-2-9-1-1-1 Destination Price List —
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1. Select the Price by clicking to the left of the Destination
Price. This inserts it into the field on the previous form.

2. Cancel (Esc) — Returns to the previous screen without
inserting a Destination Price.

4-8-1-1-2-9-1-2 Select Price to be Merged -

’ Select Price to be Merged ]

| Select Destination opens

SHF20 Voucher Ch 5.00 .. .
| | | specialized Price Chart.

4-8-1-1-2-9-1-2-1 Destination Price List —

B Select a Price or Click “Cancel”

cTEm) ﬂlizm‘nmcn

1. Select the Price by clicking to the left of the Destination
Price. This inserts it into the field on the previous form.

2. Cancel (Esc) — Returns to the previous screen without
inserting a Destination Price.

4-8-1-1-2-9-1-3 Change Dates -

Start Date End Date
(O Change All PAST Sales

Leave Dates empty to include all dates

1. Change All PAST Sales — Can be chosen or un-
chosen.

2. Change All FUTURE Reservations — Can be chosen or
un-chosen.

3. Start Date/End Date — Leaving these blank will change
all Sales /Reservations depending on which radio Bar are



highlighted. Entering dates will give parameters either
starting and/or ending.

4-8-1-1-2-9-1-4 Merge —

Activates the merging of the prices and returns

to Administration.

4-8-1-1-2-9-1-5 Cancel <Esc> -

Makes no changes/mergers and returns to
Administration.

4-8-1-1-2-10 Copy Page —
Loy Pepe Opens Administrative Password.

4-8-1-1-2-10-1 Administrative Password —

Ml 1. Enter Password —
2. Submit — Opens Save confirmation screen.
Concel 29 3. Cancel (Esc) — Returns to Price List Editor.

4-8-1-1-2-10-1-1 Change Confirmation Screen —

TCTS

@) Any changes made to the displayed prices will now be saved.
' Continue?

e
1. Yes — Saves changes to previous page and opens
Target Page Number Selector.

2. No — Does not save changes and returns to Price List
Editor.

4-8-1-1-2-10-1-2 Target Page Number Selector —

- preTmrm—— 1. Grayed box is the List to be copied.
2l [ [ [= 2. Clicking another number opens
s [ =] =] [ confirmation screen.

4-8-1-1-2-10-1-2-1 Confirmation Screen —

1. Yes — Replaces all
prices on selected
(3 i s torepsc tpries o pse 3 it e pries n page number and
returns to Price List

s ] w Editor.
3.No — Returns to

CTs




Price List Editor.

4-8-1-1-2-10-1-2-1 Price List Editor return —

DEMO_z016

Default

n [

7 Rovertto Saved

1. Click on the Target Box.
2. Opens Enter Price Button Caption screen.

4-8-1-1-2-10-1-2-1-1 Price Button Caption —

1. Enter unique name.

£} Enter Price Button Caption... 2 Save _ Saves and
e e eneariener | returns to Price List
Editor.

|
cance

3. Cancel — Return to
Price List Editor with no
changes.

4-8-2 Fee List -

’ Eee List | Opens Fee List types.

4-8-2-1 List Query 2-

1. Individual — Choose from Individual List

...................................... ] 2 GrOUp — Choose from GrOUp LlSt

The procedure is the same using the different lists.
NOTE: The Master Settings must be set for
separation of Individual and Group for this to appear.

4-8-2-1-1 Choose from available Price Chart Lists — This appears when
any list is chosen in Price List Selector.

camwan 1. Available Price Lists — Highlight the
o desired list.
GEORG2010
ros i 2. Select List — Once a list is highlighted,
s e Select List.
3. New List — Available by entering Alt-F9.
.




4. Delete List - Available by entering Alt-F9.
5. Copy List - Available by entering Alt-F9.
6. Cancel [Esc] - Returns to Administration.

4-8-2-1-1-1 Available Price Lists -

ARIZO2010 B o ,

ARIZO2011 | All Price Lists created will be shown
CATNY2010 here.

CATSP2010

4-8-2-1-1-2 Select List -

| Select List Selects the highlighted Price List

4-8-2-1-1-3 New List -
Allows a new Price List to be created.
4-8-2-1-1-4 Delete List -
Deletes selected Price List.
4-8-2-1-1-5 Copy List -

Allows a Price List to be copied and renamed

4-8-2-1-1-6 Cancel (Esc)- [ cancel [Esc]

Cancels and returns to Administration.

4-8-2-1-2 Fee Editor -

[EEEREREREEERERERERR g

- 1. Page Title —
= 2. Fee List —
,,,,, 3. Revert to Saved —

4. Exit/Save Changes — Saves
edits and returns to
Administration.

5. Exit/Don’t Save Changes —
Discards edits and returns to
Administration.

Fii A
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4-8-2-1-2-1 Page Title -

Individual Sales  The Fee List title is displayed here.

4-8-2-1-2-2
1.00

Fee List -

B

[:::] 1.00
[:::] 0.50
[ ]
[Fs |

0.00



1. F-Keys — Non-functioning reference identifiers.
2. Fee Description — The description of the fee is from the ticket description in the Pricing

Chart.

3. Fees — Fees are edited here by
clicking in the box and typing the
desired fee.

4-8-2-1-2-3 Revert to Saved -

Revert to Saved Discards changes and returns to original

display.

4-8-2-1-2-4 Exit/Save Changes -

Exit'Save Changes Saves all changes and returns to
Administration.

4-8-2-1-2-5 Exit/Don’'t Save Changes - Returns to Administration.

IEHit-"[I'on'l Save Changes] Discards all changes and returns to
Administration.

4-8-3 Internet Prices —

[ Internet Prices

] Opens Price Chart List selection screen.

4-8-3-1 Choose from available Price Chart Lists — This appears when
any list is chosen in Price List Selector.

CATSP2010
DUTTO2010
GEORG2010
GEORG2011
ISLAN2010

MEALS2010
STARL2012

LPrice it Selction... = 1. Available Price Lists — Highlight the
R ~ desired list.
camnn 2. Select List — Once a list is highlighted,

- Select List.

3. New List. - Availgble by enterin.g Alt-F9.
4. Delete List - Available by entering Alt-F9.
5. Copy List - Available by entering Alt-F9.
6. Cancel [Esc] - Returns to Administration.

] Cancel [Esc]

4-8-3-1-1 Available Price Lists -

ARIZO2010 B o ,

ARIZO2011 | All Price Lists created will be shown
CATNY2010 here.

CATSP2010

4-8-3-1-2 Select List -

Select List




Selects the highlighted Price List
4-8-3-1-3 New List -

Allows a new Price List to be created.

4-8-3-1-4 Delete List -

Deletes selected Price List.

4-8-3-1-5 Copy List -

Allows a Price List to be copied and renamed

4-8-3-1-6 Cancel (Esc)-
Cancels and returns to Administration.

[ Cancel [Esc] ]

4-8-3-2 Selecting a List, opening a New List or Copy List opens the
Price List Editor.

1. Price List Page Options —
2. Individual Ticket
Prices —
. Start/End Date —
4. Revert to Saved —
5. Exit/Save Changes —
6. Exit/Don’t Save Changes
7
8
9

w

S/EEEE S EEEEEEEEEE
OOO0O0O00O0O0O0O0O0O0O0O000

. Save/Print Price List —
. Merge Prices —

. Copy Page — Non-
functioning.

BB EE
oooo

4-8-3-2-1 Price List Page Name—

[ Default | Only one page of prices available for Online use.

4-8-3-2-2 Individual Ticket Prices —

: m 3200 i . ) -
Child 412 — Enter Description and Price for each ticket
F3 Child Undler 4 0.00 Offe red "
=N
VIP Comp 0.00
E 172 price 16.00

4-8-3-2-3 Start/End Date —

Starting Date | 01/01:2010 Ending Date | 01/03/2011



The Starting Date and Ending Date is entered. This indicates
when the prices are active and displays the Price List that is
available during the date for a reservation.

Revert to Saved ]

4-8-3-2-4 Revert to Saved — l
Discards changes and returns to original display.

l Exit/'Save Changes I

4-8-3-2-5 Exit/Save Changes —
Saves all changes and returns to Administration.

[ Exit'Don't Save Changes l

4-8-3-2-6 Exit/Don’t Save Changes —
Discards all changes and returns to Administration.

4-8-3-2-7 Save/Print Price List — |__Sve/Print rice List_|

Saves all changes and prints the Price List. Opens Print
Preview. Returns to this screen.

Merge Prices ]

4-8-3-2-8 Merge Prices - l
Opens Price Merge.

4-8-3-2-8-1 Price Merge -

Select Destination Price -— Select Price to he Merged ]
F12 Child 5.00 SHF20 Voucher Ch 5.00
Start Date End Date
- (O Change All PAST Sales i
Merge ) .
@‘Clmnue All FUTURE Reservations; | | !

Leave Dates empty to include all dates

1. Select Destination Price —
2. Select Price to be Merged —
3. Change Dates —

4. Merge —
5. Cancel <Esc> - returns to Administration.

4-8-3-2-8-1-1 Select Destination Price —

[ Select Destination Price | Select Destination opens
F12 Child 500 specialized Price Chart.

4-8-3-2-8-1-1-1 Destination Price List —



180502 Dot o1
135002 12Fe

B

HEHE
2
B
1
i

H
i

HH
-
i

Camcel iEsc)

1. Select the Price by clicking to the left of the Destination
Price. This inserts it into the field on the previous form.

2. Cancel (Esc) — Returns to the previous screen without
inserting a Destination Price.

4-8-3-2-8-1-2 Select Price to be Merged -

[ SelectPrice to be Merged | Select Destination opens
SHF20 | Voucher ch 500 | specialized Price Chart.

4-8-3-2-8-1-2-1 Destination Price List —

8 Select a Price or Click “Cancel

1. Select the Price by clicking to the left of the Destination
Price. This inserts it into the field on the previous form.

2. Cancel (Esc) — Returns to the previous screen without
inserting a Destination Price.

4-8-3-2-8-1-3 Change Dates -

(O Change All PAST Sales 1 Change A" PAST Sa|eS -
l Can be chosen or un-chosen.

Leave Dates empiy io include all dates

2. Change All FUTURE
Reservations — Can be chosen or un-chosen.



3. Start Date/End Date — Leaving these blank will change all
Sales /Reservations depending on which radio Bar are
highlighted. Entering dates will give parameters either
starting and/or ending.

4-8-3-2-8-1-4 Merge —

Activates the merging of the prices and returns
to Administration.

4-8-3-2-8-1-5 Cancel <Esc> -

Makes no changes/mergers and returns to
Administration.

4-8-3-2-9 Copy Page —
Copy Page Non-funtioning.

4-8-4 Cancel — Returns to Administration.

4-9 Notifications -
[ 9 Notifications } Opens Show List. Return to Administration.

4-9-1 Show List -

&/ Select An Option

1. Select Show — Opens Show Calendar.
2. <Esc> Cancel - Returns to Administration.

1 Starlite - $:00 PM

2 Acrobats - 3:34 AM

l |
l |
[ 3 Jeerk - 8:00 PM |
l |

4 Haygood - 3:00 PM

[ <Esc> Cancel |

& Starlite - 4:00 PM
February - 2014 March - 2014 April - 2014
s M T W T F s s M T W T F s s M T W T F s

4-9-2 Show Calendar -

May - 2014 June - 2014 July - 2014
s M T W T F § § M T W T F S s M T W T F §

1. Choose the date of the show to
which the natification is to be
attached.

(F5) (F3) (ESC) (F2) {F4)




2. Navigation Bar — See Navigation Bar.

4-9-3 Note Entry -

&f Please Enter Your Notification for Starlite - 4:00 PM on 02/23/14

1. Type note into the box
provided.

| 2. Save (Enter) — Saves the

Save (Enter) Cancel (ESC)

notification and returns to

Administration.

3. Cancel (Esc) — Discards
changes and returns to
Administration.

4. Delete Notification — Deletes
any notification previously
entered on that date. Returns to
Administration.

4 <Esc> Return to Main Menu - [

<Esc> Return to Main Menu

] Return to

Administration. As indicated.

Module 5: Refunds [ 5. Refunds

] Return to Main Menu.

Refunds may be issued by Seats or by Confirmation number.

Return to Table of Contents.

5-1 Refund Options -

& Please Select One...

Refund Selected Seats ] ’ Refund Entire Sale ]

[ cancel {

1. Refund Selected Seats — Opens

Confirmation Number Entry.
2. Refund Entire Sale —

5-1-1 Confirmation Number Entry -

3. Cancel - Returns to Administration.

& Enter Confirmation Nu... [ 1. Enter Confirmation Number -

2. OK — Opens Refund Reservation Confirmation screen if
reservation exists.

3. Opens Query if no reservation information exists.

4. Cancel - Returns to Main Menu.



5-1-1-1 Refund Reservation Confirmation-

EF stz

e en 1 Reservation information-
i e e 2. Continue with Refund -
- == 3. Cancel Refund (Esc) - Returns to
= : Main Menu.

5-1-1-1-1 Continue with Refund -

Continue with Refund

(Alt-R) 1. Opens Refund Seats -

5-1-1-1-1-1 Refund Seats —

E atord e y 1. Show/Confirmation Information —
| 2. Seat & Section —
(Nirl?l‘gﬁe} 3. Price —
Acrobats - 3:34 AM on 02/10/14
111 - Left - 792 22.00 4 Add Seat -
ETrCTTEMe - e v | - Remove —
6. Submit — Opens Confirm Refund
[ mddseat | [ Remove | [ submit | [ cancel | Amount.

7. Cancel - Returns to Main Menu.

5-1-1-1-1-1-1 Show/Confirmation Information —

479493 o
{No Name) 1. Confirmation Number —
Acrobats - 3:34 AM on 02/10/14 2. Customer/Group Name —

3. Show Time and Date -
5-1-1-1-1-1-2 Seat & Section —

111 - Lemt - 792 1. Based upon the confirmation number,
| select the Section, Row and Seat from a

drop down list.

5-1-1-1-1-1-3 Price —

2200 Select the price from a drop down list.
--Price v

5-1-1-1-1-1-4 Add Seat —



Allows adding seats to the refund.

5-1-1-1-1-1-5 Remove —

Allows removing a seat from being refunded.
5-1-1-1-1-1-6 Submit —
Opens Confirm Refund Amount.

5-1-1-1-1-1-6-1 Confirm Refund Amount -

1. Amount to be Refunded -

w2, Type of payment to be
Amount to be Refunded: | 38.00 Fee
refunded —

Cashi __38.00 3. Submit — Activates refund.
4. Cancel (Esc) - Returns to Main
Menu.

& Confirm Refund Amount

Submit Cancel (Esc)

5-1-1-1-1-1-6-1-1 Amount to be Refunded -

Amount to be Refunded: 44.00
Auto Entered based upon the total price of the number of seats
selected.
5-1-1-1-1-1-6-1-2 Type of Payment to be Refunded -
Cashi__ 0000 o 1. Cash refund option is always an
Chck: 30.00 123 .
Card: 40.00 o e Optlon )

2. Also displays the refund option
based upon original payment type.

5-1-1-1-1-1-6-1-3 Submit —

Opens Reason for Refund query.

5-1-1-1-1-1-6-1-3-1 Reason for Refund

g NLEr heason ror und...
Fter Resson forRefund 1. Enter customer response.
2. OK - activates the refund

|
and returns to Main Menu.

I OK I

_[ Cancel (Esc) ]

5-1-1-1-1-1-6-1-4 Cancel (Esc)
Returns to Main Menu.

5-1-1-3 Query -



If no data exists for the

\2/ Mo Reservation Diata Found For this Corfirmation Mumber, Do you wish ta continue with the refund? confirmation num ber’ a refund
can still be issued.

1. Yes — Opens Refund Seats.

2. No - Returns to

Administration.

5-1-1-3-1 Refund Seats —

E atord e y 1. Show/Confirmation Information —
| 2. Seat & Section -
(Nirl?l‘gﬁe} 3. Price —
Acrobats - 3:34 AM on 02/10/14
111 - Left - 792 22,00 4 Add Seat -
EvrTETaa - e v | ©- Remove —
6. Submit — Opens Confirm Refund
[ mddseat | [ Remove | [ submit | [ cancel | Amount.

7. Cancel - Returns to Main Menu.

5-1-1-3-1-1 Show/Confirmation Information —

479493 . .
{No Name) 1. Confirmation Number —
Acrobats - 3:31 AM on 02/10/14 2. Customer/Group Name —

3. Show Time and Date -
5-1-1-3-1-2 Seat & Section —

111 - Lemt - 792 1. Based upon the confirmation number,
¥|| select the Section, Row and Seat from a

drop down list.

5-1-1-3-1-3 Price —

2200 Select the price from a drop down list.

--Price w

5-1-1-3-1-4 Add Seat —
Allows adding seats to the refund.

5-1-1-3-1-5 Remove —

Allows removing a seat from being refunded.
5-1-1-3-1-6 Submit —
Opens Confirm Refund Amount.

5-1-1-3-1-6-1 Confirm Refund Amount -

£F Confirm Refund Amount 1. Amount to be Refunded -
Amount to be Refunded: | 38.00 S 2 Type Of payment tO be
refunded —
Cash: 38.00

Submit Cancel (Esc)




3. Submit — Activates refund.
4. Cancel (Esc) - Returns to Main Menu.

5-1-1-3-1-6-1-1 Amount to be Refunded -

Amount to be Refunded: 44.00

Auto Entered based upon the total price of the number of seats
selected.

5-1-1-3-1-6-1-2 Type of Payment to be Refunded -

SRR LR 1. Cash refund option is always an
Chek: 30.00 123

Card: 40.00 o e Option )
2. Also displays the refund option
based upon original payment type.

5-1-1-3-1-6-1-3 Submit —

Opens Reason for Refund query.

5-1-1-3-1-6-1-3-1 Reason for Refund

P Enter Reason for Refund...

1. Enter customer response.
| 2. OK - activates the refund
and returns to Main Menu.

I OK I

5.1-1-3-1-6-1-4 Cancel (Esc) - el (Esd_|

Returns to Main Menu.

5_1_2 Refund Entire Sale _ I Refund Entire Sale ]
Refund an entire sale, including all seats reserved. Opens Confirmation
Number Entry

5-1-2-1 Confirmation Number Entry -

&{ Enter Confirmation Nu... ‘E‘

1. Enter Confirmation Number -

S 2. OK — Opens Refund Reservation screen if reservation
exists.

3. Opens Query if no reservation information exists.

4. Cancel - Returns to Main Menu.

[ Comfrmation Number: | 10105 5—1'2'1'2
—— Refund Reservation Confirmation-

1. Reservation information-

- 2. Continue with Refund -

s 3. Cancel Refund (Esc) - Returns to
wmme Main Menu.

Record Created: 01/24/19 by DM | Record Modified: | 11/24/19 by DM



5-1-2-1-2-1 Continue with Refund -

o " 1. Opens Email confirmation query if one is on file
2. Opens Refund Amount if no email is on file.

5-1-2-1-2-1-1 Email Confirmation -

1. Yes — Sends email and opens
Refund Amount.

2. No — Does not send and opens
Refund Amount.

5-1-2-1-2-1-1-1 Refund Amount -

1. Amount to be Refunded -

{7 Confirm Refund Amount

2. Type of payment to be
Amount to be Refunded: | 38.00 - fee refunded —
3. Submit — Opens Reason for

Cash: 38.00
Submit Cancel (Esc) Refund query.
h ' 4. Cancel (Esc) - Returns to
Administration.
5-1-2-1-2-1-1-1-1 Amount to be Refunded
Amount to be Refunded: 44 .00

Auto Entered based upon the total price of the number of seats
selected.

5-1-2-1-2-1-1-1-1-2 Type of Payment to be Refunded -

Cash:  doco 1. Cash refund option is always
Chek: 30.00 123 Card # Exp Date t 0 n
Card: 40.00 an op ! .

2. Displays the refund option
based upon original payment

type.

5-1-2-1-2-1-1-1-1-3 Submit —
l Opens Reason for Refund query.

[ Submit

5-1-2-1-2-1-1-1-1-3-1 Reason for Refund



P Enter Reason for Refund...

1. Enter customer response.
2. OK - activates the refund

|
and returns to Main Menu.

I OK I

5-1-2-1-2-1-1-1-1-4 Cancel (Esc) —

|_Cancel(Es9 |  Cancels refund and returns to Main
Menu.
5-1-2-1-3
Query -
:'\?f‘f Mo Reservation Data found For this Canfirmation Number, Do yau wish to cantinue with the refund?
=] If no data exists for the

confirmation number, a refund

can still be issued.

1. Yes — Opens Refund
Amount.

2. No - Returns to Main Menu.

5-1-2-1-3-1 Refund Amount -

£F Confirm Refund Amount 1 Amount tO be Refunded =
Amount to be Refunded: | 38.00 QmFee”emn 2 Type Of payment tO be
refunded —
ol ) 3. Submit — Opens Reason for
Submit Cancel (Esc) Refund query.
4. Cancel (Esc) - Returns to

Administration.

5-1-2-1-3-1-1 Amount to be Refunded
Amount to be Refunded: 44.00

Auto Entered based upon the total price of the number of seats
selected.

5-1-2-1-3-1-1-2 Type of Payment to be Refunded -

Cashi__ 4080 s 1. Cash refund option is always
Chek: 3000 123 _ one t
Card: 40.00 an Op 10on.

2. Displays the refund option
based upon original payment

type.

5-1-2-1-3-1-1-3 Submit —

[ Submit | Opens Reason for Refund query.




5-1-2-1-3-1-1-3-1 Reason for Refund

g NLEr heason ror und...
Fter Reasen for Refund 1. Enter customer response.

| 2. OK - activates the refund
and returns to Main Menu.

5-1-2-1-3-1-1-4 Cancel (Esc) —
Cancels refund and returns to Main

[ Cancel {Esc) ]

Menu.
5-1-3 Cancel -
Returns to Main Menu.
Module 6: For Future Use.
Module 7: Print Setup [ BT Setie IReturn to Main Menu.

Requires administrative password. Allows printers to be assigned for Tickets, Credit
Cards, Receipts and Reports. Return to Table of Contents.

7-1 Administrative Password -

&/ Enter Administration Password [3¢]

1. Enter Administrative Password —
2. Submit — Opens Print Setup —
3. Cancel (Esc) - Return to Main Menu.

7-1-1 Print Setup -

— “ 1. Source Type —
Printer Type Report Name Printer Name :
Tickets: O Bmw@ Receipt | Edt C:\p'I'ICKETS\demmi: Printer Name Print It 2. w -
Alternate: | Edit | |CATICKETS\demetic| | Printer Name Print It 3. Re po rt Name —
CreditCards: () Boca @ Receipt | Edit | CATICKETS\democc| | Printer Name ﬁ:::: ::: E:ﬂ 4 . P r| nter N ame —
Receipt: () Boca ® Receipt C\TICKET Sireceipt. | Printer Name ] Print It! 5 Prlnt |t! _
Reports : Printer Name B
Merchandise: O Boca ® Receipt CATICKET Siticketfr| | Printer Namel 6 . w -
Use Foy Proviewer? [ 7. Save — Save changes and return to
The above Printer assignments apply to THIS COMPUTER ONLY! M a | n Men u.
s 8. Cancel — Discard changes and

return
to Main Menu.

9. Instructions — opens instruction
screen.

7-1-1-1 Source Type —
Each source type can be directed to a specific printer.
cedecass: 1 Tickets - Printed by the Box Office for the Customer

Receipt :
Reports :

Merchandise:



2. Credit Cards - 2-Part Receipts - one for the customer to sign and one to give to the
customer.
3. Receipt - available only at the time of sale when you click the "Receipt" button

4. Reports - all full-page reports

5. Merchandise — receipts, if applicable.

7-1-1-2 Printer Type —
PoBTy'@R. 1. “Boca" is for any thermal, card-stock printer that does not use
osee oresin WY SIWYG printing
o oreeit 2 "Receipt" refers to any paper printer (ink-jet, thermal, or laser)
or card-stock printer that uses WYSIWYG printing.

7-1-1-3 Report Name -

Report Name
C:\Tickets\MARKtict

When the Printer Type is selected, the Report Name will
automatically fill. DO NOT CHANGE THE REPORT NAME
UNLESS INSTRUCTED TO DO SO BY THE PROGRAMMER!

Ci\Tickets\DUTTONc

receipt.frx

7-1-1-4 Printer Name -

e |f the "Printer Name" is blank or needs to be changed, just click
ersonwr2ssel  nside the text box to select a printer from a list. If unsure, call the
EPSON WF-2530 Se Company at 339—1 100.

7-1-1-5 Print It! -

Printlt Connected to Source Type, uncheck box to prevent Source

printing to the printer connected to this location.
7-1-1-6 Previewer -
Use Foxy Previewer? [N Print Preview box appears if “Y”. Bypasses if “N”.
7-1-1-6-1 Print Previewer —

Report Preview - Salesdetail2.frx (3]
O o o

EE EE & Ei Eastman Kodak Company KOD&K ES CopiesH ] ?__ = :ua b4

7-1-1-6-1-1 Print Navigation -
=

7-1-1-6-1-1-1 Navigation Bar -

Go to first page and go to previous page.

4 @ Go to next page and go to last page.



7-1-1-6-1-1-2 Page Selection -
[ Allows you to select a page to go to

7-1-1-6-1-1-2-1 Page Number Selection -

1. Enter the page number to go to and

Page Number: £

: select OK.

2. Cancel returns to preview.

7-1-1-6-1-1-3 Zoom -

100% | View size from 10 to 500 %. Zoom fits page to
screen.

7-1-1-6-1-2 Show Pages -

BE BB Displays the pages to be printed.

7-1-1-6-1-3 Show miniatures -

.

i Opens a window with miniatures of the pages to be printed.
7-1-1-6-1-4 Find -
EL Searches document to find words.

7-1-1-6-1-5 Printer Selection -

Eastman Kodak Company KODAK EZ % | Drop down list of available
printers.
7-1-1-6-1-6 Copies -

Copies| 1 :

Select the number of copies to be printed.
7-1-1-6-1-7 Save -

I.Li_'l Save — Drop down lists of types of formats to “Save as”.

7-1-1-6-1-7-1 Save As Options -

] | Save as POF
WS ave as RTF
2 Save as ¥LS
£ |Save as HTML
OF | Save a5 MHTML




7-1-1-6-1-8 Send Report via Email -

Pre-set in Settings -

7-1-1-6-1-9 Printing Preferences -

=

Opens Windows® Print Dialogue.

7-1-1-6-1-10 Print Report -

=

Activates printing.

7-1-1-6-1-11 Settings -

i
b

Opens Settings window

Co ) (oo )

General Settings —

Control Settings -

Output Settings —

Email Settings —



Genersl conots || oupt | Emm [[_POF || wg

Fnbed fants [IRenssr pages 3 imapss

Mol vrer

FOF b

POF detaul fant Hitnca

e | PDF Settings —

[ Enerypt documen i

Excel Spreadsheet Settings -

7-1-1-6-1-12 Close without Printing -

7-1-1-7 Save -

Opens change information box. If no settings have been changed, this
returns to Main Menu.

7-1-1-7-1 Activate Changes -

) reecrtmme e o | O CHANGES 10 be activated, the program must
be exited. Ok returns to Main Menu.

7-1-1-8 Cancel -

Return to Main Menu without saving changes.

7-1-1-9 Instructions -

Instructions Opens dialogue box.

7-1-1-9-1

TCTS X

@G Pease select Printer Type for each of the three categaries:
W Tickets (Printed by the Box Office for the Customer), Credit
= Cards (2-Part Receipts - one for the customer to sign and one
to

vrrsisnnaete, 1, Ok - Returns to Print Setup screen.

0T CHANG
LESS INSTRUCTED TO DO SO BY THE
the “Printer Name is blank or nezds to be
changed, just click inside the text-box ta select a printer from
a list. If you are not sure... call Mark at 339-1100.




Module 8: Operator’s Drawer Report | S Daer Demwer Rovort | Return to Main Menu.
Opens Print Preview and prints a sales detail and accompanying reports to close out the
user cash drawer. Return to Table of Contents.

Module 9: Stand-Alone Modules | 2 Stand Alone Modules | Return to Main Menu.
Return to Table of Contents.

P Select An Option

1 Contact Manager — Go to Contact Manager.

SURJAIONE MoHUIES 2 Accounts Receivable — Go to Accounts Receivable
I 1 Contact Manager | menu.
2 Accounts Receivable 3 FIXIt' = GO tO FIXIt'

4 TCTS Editor - For Programmer Use Only
5. For Future Use -
<Esc> Return to Main Menu - Return to Main Menu.

5 For Future Use

3 Fixit

<Esc> Return to Main Menu

9-1 Contact Manager -

T | e e -
GotoRecordn— | " T% © individual e Emait | i Records _
(i ) Comme ] (on) (8] cew | S Eilters -
Company: LETOURNEAT, MARK () (e vierconts (6] (Bea) (pontmsFom ) . klilters -
e, ' : . Calendar/Export/Reports -

Dept/ Tithe: Group/Iad.| 1
Phone: (173391100 Ext:
Celli ¢ ) - AR Stas;
Faxi WIT) -
Address: 189 Earllirook Lane
City: Branson
Sae: MO Tap: #5616 Ciry: United Sun| |”
EMail; marklem@gmailom
Other Infa:

. Messages/Email/Exit -
. Customer Information -
..Add Note Area -

. Custom Information -

. Groups Assigned -

ONO TR WN -

oo
Testing One Two H

9-1-1 Records -

Click "o to Record” and use Keyboard Arows to scan record s

Records 1. Record Navigation -
@E 161 of 276 E][E 2. Go to Record -
[ Go to Record # > l o 3. New -
[ Hew ] [ Delete ] [ Merge ] g I\D/Ieelregtg__

9-1-1-1 Record Navigation -

Records

(] 4] m1e2s [ » [ M] 1. Go to first record —

2. Go to previous record —
3. Current Record of Record Count —




4. Go to next record —
5. Go to last record -

9-1-1-2 Go to Record -

| GotoRecord > | ¢ | Go to a known record number -

9-1-1-3 New -
Add new customer record.
9-1-1-4 Delete -

Delete Delete an existing customer record.
9-1-1-5 Merge -

Merge two existing records. Records are merged when there are
multiple records of the same customer. This is determined by
using the customer lookup.

9-1-1-5-1 Numeric Position -
,, < Enter the position number of the record to be combined
erasonomres | With the record displayed.

with the record displayed.

0 Submit opens Merge Display.

9-1-1-5-2 Merge Display -

1. Record to be Merged —
Company, | ltowmeay, mars Address:
2. M tothe R d Below —
= . Merge to the Record Below
Department: E-Mail Address:
S . | 3. Do Not Merge -
Fax () - . .
e ) 4. Destination Record -
Werge to the Record Balow
Destination Record
Company: | LETOURNEAU, MARK ddress: | 189 Earllorook Lane
Contact: City: | Branson
Title:| H State: | MO Zip: 65616
Department: E-Mail Address: | markleto@gral cor

Phone: | (417) 339-1100 Invoice? (YAN),

9-1-1-5-2-1 Record to be merged —

Recard to be Merged
Company: | llousseny, marcus Address

Centact: City:

Tate: State: zip Clry
Department: Eddsl Address:
Fhone: | { ) Edt Other Info: e |
Far|( )
Selutstion: Tavaies? (YD) v

9-1-1-5-2-2 Merge to the Record Below —

v[ Merge to the Record Below ]v Merge activates, UpdateS the
record count and added
information is displayed in the
current record.




9-1-1-5-2-3 Do Not Merge —

Do Not Merge Returns to Contact Manager.

9-1-1-5-2-4 Destination Record -

Destination Record 1
Dapaﬂ.m;ni: EMailAddt:s: mmkla(n@gm::cnm
Phore: | (417) 339-1100 Invoice? (V/H):
9-1-2 Filters -
B 1. Group Filter —
Group: None @ Both C . p
L 2. Lookup —
Omdmidual | | 3 |Individual/Group/Both -
Lookup: None )
O Group "
9-1-2-1 Group Filter -
Filter{s} . . .
Croup: None Active Group Filters are displayed.
Clicking the Group Button opens a Group Names
List.

9-1-2-1-1 Group Names -

X

1. View Group —
s ! 2. View All —
Am.“ 3. Cancel -
AzMatln i 4. Group Maintenance — Use the “G” button next
Ak Tomel Mimatget to the company name to establish a group.
Alliance of Military Reun.

View Group

9-1-2-1-1-1 View Group —
Filters the Contact Manager with the group designation
parameter and returns to Contact Manager.

View All

9-1-2-1-1-2 View All —
Removes the Group Filter and returns to Contact
Manager.

9-1-2-1-1-3 Cancel — |____Cancel l




Removes all filters and returns to Contact Manager.

0-1-2-1-1-4 Group Maintenance — (101 Maiitenance

Use the “G” button next to the company name to
establish a group. Go to “‘G”.

9-1-2-2 Lookup -

Lookup: None Active Lookup Filters are displayed.
Clicking the button opens Lookup window.
9-1-2-2-1 Lookup Information Entry -
m 1. Modifiers —
e ALk e skt ot 2. Customer Information -
o m e 3. “I” — Instant Search -
o — - I i 4. Modifiers -
e e o : 5. Theater Year
e T G : Attendance —
RO, s e Tl R o S Gomp? 1 6. Confirmation # -
7. Reserved/Sold as
Group —
8. Lookup
9. Cancel -

9-1-2-2-1-1 Modifiers —

Modifiers: < (Less Than), =(Greater Than), $ (Contains), # (Not Equal), = (Equals) [Default]

Leave ALL fields blank to look up all records... Using the 3ymbo|s in any area
modifies the search to the
parameters indicated.

9-1-2-2-1-2 Customer Information -

Company: | . e . . \
- (U Entering partial information gives
Department: search limiters.
Phone: [( ) - Ext:
Fax: () - Irvoice ? (Y/N):

9-1-2-2-1-3 “I” — Instant Search -

Activates an instant search based exactly upon what is
entered in the customer information area.

9-1-2-2-1-4 Subgroup Limiters -

MBS O 16D These can be assigned to add

additional limits to a lookup.



9-1-2-2-1-5 Theater Year Attendance —

Came to Theater (Year): Lookup by the year of attendance.

9-1-2-2-1-6 Confirmation # -

Confirmation #: . .
Note: Entering a # in this Seld will negate all oher feldst  LOOKUP by confirmation number.

Using this will disregard any other
information entered on the page.

9-1-2-2-1-7 Reserved/Sold as Group —

Has Reserved or Sold a Group? (Y/TV): As indicated.

9-1-2-2-1-8 Lookup -

Activates the Lookup based upon the information
entered.

9-1-2-2-1-9 Cancel -

Cancels lookup and returns to Contact Manager.

9-1-2-3 Individual/Group/Both -

1. Lookup by Both, Individual or Group —

©Both L| 2.Clear - Clears all filters including Lookup and Groups.
Omdviaual | = | The form remains on the record displayed.
) Group R

9-1-3 Calendar/Export/Reports -

1. To-Do Calendar —
2. Export —
3. Reports -

Reports

[ To-Do Calendar ]

9-1-3-1 To-Do Calendar —
Opens a three-month calendar. Clicking on a date opens that day.

9-1-3-1-1
July - 2014 August - 2014 September - 2014 Three_MOnth Calendar -
L] oopsaoooon
el pet el 2L ) U lebe e | 4, Calendar Dates —

[1o] e Joe [ Jor Jua )] [so]fos [ s ua o6 [sa] [va[oe [ [or [1o 0] ] Se
(2][21 ]z [ [s [ ]n] [ [0 [o]ar [z o] [ || [ [ =[] | 2. Navigation Bar -
[zl )] =] %ilﬁﬂﬂli@ﬂ EIEE

L] Cad (=] Cx] O]
s T o




Note: Calendar Dates in Red indicate an attached note.

9-1-3-1-1-1 Calendar Dates —

July - 2014

J2]=]+]s] Clicking on a Calendar Date opens a To-Do List.
@@ A date displayed in red has a note attached.

0
o) [ [
===

9-1-3-1-1-1-1 To-Do List -

, e | 1. Times are in 30-minute
SmEoe segments —
SmS0e 2. “+” — Adds a To-Do.
i 3. “Xx” — Deletes a To-Do.
s S 4. “=" — Navigates to the
s record the To-Do is
mmags attached in the Contact
Smos Manager.
ﬁgég | 9. Print -

6. Exit —

9-1-3-1-1-2 Navigation Bar —

(W] [ «] [ew] [» ] [ o]
{F5) {F3) {ESC) {F2) {Fd)
9-1-3-2 Export — [ Ewort |

Export current lookup. If no lookup is filtered, it will export all records.

9-1-3-2-1 Windows Dialogue -

i)

1. Create or choose the file name —

2. Create or choose the file destination —
3. Save — Opens Field Selection Window —
4. Cancel — Returns to Contact Manager.

9-1-3-2-2 Field Selection
Window -

1. Click each radio button in the order to be
displayed. The order number will be displayed to




the left of the field. Un-numbered fields will not be displayed.
2. Submit — Exports the file.
3. Clear Form — Clears the Field Selection Window.
4. Select All —
5. Cancel — Returns to Contact Manager.

Reports

9-1-3-3 Reports -
Selected reports connected with the Contact Manager.

9-1-3-3-1 Contact Manager Reports List -

£

& Camoct Manager

. E-Mail Address List -

. List (Attendance Date) -

. Filtered List -

. For Future Use -

. For Future Use -

. For Future Use -

. For Future Use -

. Exit - Returns to Contact Manager.

2 List fmentamce Date)

O~NO OB WN -~

1. E-Mail Address List

9-1-3-3-1-1 E-Mail Address List -
List of every record that has an email address in the
Contact Manager.

9-1-3-3-1-1-1 Print/Export Option -

& Send Output to...

1. Printer/Screen —

2. File — Unavailable

3. Excel File —

4. Cancel - Returns to Contact
Manager Reports Menu.

9-1-3-3-1-1-1-1 Printer/Screen -

Sends report to the Print Preview.

9-1-3-3-1-1-1-3 Excel File -

Opens Windows Dialogue -

1. Create or choose the file name —

2. Create or choose the file destination —
3. Save — Creates the file

4. Cancel — Returns to

Contact Manager Reports Menu.

2. List {Attendance Date)

9-1-3-3-1-2 List (Attendance Date) - [
Generates a list of records filtered by the show date they
attended.

9-1-3-3-1-2-1 Date Range -



1. Start Date —

2. End Date —

3. Submit — Generates list in Print Preview.
4. Cancel - Returns to

Contact Manager Reports Menu.

9-1-3-3-1-3 Filtered List -
Report filtered independently from the Contact Manager
Lookup. Opens Filter.

3. Filtered List

9-1-3-3-1-3 -1 Filter -

R i 1. Fill in the information
L s — to filter the lookup.
T e "m=m .| 2. Lookup-generates
R PP R S list in Print Preview.
o —— s R 3. Cancel - Returns to

Contact Manager
Reports Menu.

Exit

9-1-3-3-1-8 Exit -
Returns to Contact Manager.

9-1-4 Messages/Email/Exit -

3.0.81 1. Messages —

2. Send Email —
3. TCTS Version Number —
4. Scan for Duplicates —

5. Exit <Esc> - Returns to Contact Manager.

9-1-4-1 Messages —

[ Messages ] 1. Messages can be sent to other users within the system.
2. If the button is flashing red and white, the user has a
message.
3. Clicking the button opens a message screen.

9-1-4-1-1 Message Screen -

1. User Destination drop down list —

2. Message area —

3. Submit — Opens User Destination List.
4. Cancel - Returns to Contact Manager.




9-1-4-1-1-1 User Destination List -

Hames with an "E” after the Z will be sent an E-Mail

LeTourneau, Mark - 1001 - v

Names with an “E” will be sent
| an email instead of message.

9-1-4-1-1-2 Message Area -

This is a test message. | ~

Type the desired message to be sent.

v

9-1-4-1-1-3 Submit -

Submit delivers the message and returns to Contact
Manager.

9-1-4-1-1-4 Cancel —

Returns to Contact Manager.

9-1-4-1-2 Retrieving Messages -

_ 1. Read-only message box.
e 2. After reading, click the Delete
Hore fayour messagel] . button. If you do not Delete, the

Message button will continue to
flash.

. 3. Cancel — Exits the message
screen and returns to

Contact Manager.

Send Email

9-1-4-2 Send Email —
Disabled at this time.

9-1-4-3 Contact Manager Version Number —
3.0.81 Auto-generates based upon last version update.
9-1-4-4 Scan for Duplicates —

Scan for

For Future Use.

Duplicates
. Exit <esc>
9-1-4-5 Exit <Esc> -
Company:  LETOURNEAU, MARK G
Contact | Closes the program.
Dept / Title: Group/Ind. :| I
Frem g g 9-1-5 Customer Information -
Cell: ¢ ) - AR Siatus:
Fax: | (T) - 1. Company -
Address: | 189 Earlbrook Lane 2.“G" —
City: Branson
Shaied) MO Zip: | 65616 Ctry:| United State 3. Contagt -
EMail: markleto@gzmailcom 4. Dept/TItIe -

Other Info: A



5. Group/Ind: -

6. Phone/Ext —

7. Cell -

8. AR Status -

9. Fax -

10. Address —

11. City/State/Zip/Ctry —

9-1-5-2 “G” -

Click to add this record to a group or groups.

9-1-5-1-2-1 Group Maintenance -

Groups Available

2010 Cancellation ~
2011 Sent

v 0]
ABA'I0

ABA'L
AZ Mailing List

Afr Fare Dallas

Air Fare Milwaukee K
Afr Travel Minneapolis

AirFare Atlanta

Alliance of Military Reun
Bank Travel

Boole Tomenl M0 i) @
[elete Group

12. Email —
13. Send -
14. Other Info -

Groups Assigned

CO——

FIT Coniracis

1. Groups Available —

2. Groups Assigned —

3. Add Record to a Group -

4. All — Add record to all groups

5. Remove Group Assignment—

6. “X” — Remove all groups from the

7. New Group —

9-1-5-1-2-1-1 Groups Available —

Groups Available

2000 Cancellation .~ Groupings are listed alphabetically and can

AdA
ABA'T0
ABA'1L

be assigned to a contact.

AZ Mailing List

Afr Fare Dallas

Air Fare Milwaukee

Air Travel Minneapolis
AirFare Ailania

Alliance of Military Reun

Bank Travel

Tonl: Tonml 10

Groups Assigned

AdA

FIT Coniracis

8. Delete Group —
9. Exit - Returns to Contact Manager.

2 Groups Assigned —

9-1-5-1-2-1-

This is the list of the groups assigned to the

contact.



9-1-5-1-2-1-3 Add Record to a Group -

[E Adds the highlighted grouping to the list of assigned
groups.

9-1-5-1-2-1-4 All — Add record to all groups

Add all of the groupings to the list of assigned groups.

9-1-5-1-2-1-5 Remove Group Assignment —

Removes a Group Assignment from the list of
Groupings.

9-1-5-1-2-1-6 “x” — Remove all Group Assignments.

Removes all Group Assignments from the list of added
Groupings.

9-1-5-1-2-1-7 New Group — |_Hew Group |
Add a new Grouping to the list of available
Groupings.

9-1-5-1-2-1-8 Delete Group — [R€lete Group)

Delete a Grouping from the list of available
Groupings.

9-1-5-1-2-1-9 Exit - @

Returns to Contact Manager.

9-1-5-5 Group/Ind. -

Group/Ind. :| I

This indicates the customer is identified as a group or an
individual. This can be edited here.

9-1-5-8 AR Status —

AR Status:

Displays the non-editable status of the customer, if it is an
active FIT.



9-1-6 Add Note Area -

iew Conf #:

Date

Hote

030301 4
030301 4
0712714
0712714
0712714
0712714
0712714
0712714
0723014
0704114
0704114
0704114
070414
070414
070414

| 3

Sold Res # 473515 1 5 seats for Acrobats - 3:34 AM on 081514

Updated Res # 479518 5 seats for Acrobats - 3:34 AM on 08M 51 4 with 0.00 in deposits. - 1001
Updated Res # 479515 2 seats for Acrobats - 3:34 AM on 07031 44 with 0.00 in deposits. - 1001
Updated Res # 479515 2 seats for Acrobats - 3:34 AM on 07031 44 with 0.00 in deposits. - 1001
Res # 478516 1 SPLIT off 1 seats for Acrobats - 3:34 AM on 0703144 with 0.00 in deposits. - 1001
Updated Res # 479515 3 seats for Acrobats - 3:34 AM on 07031 44 with 0.00 in deposits. - 1001
Updated Res # 479515 3 seats for Acrobats - 3:34 AM on 07031 44 with 0.00 in deposits. - 1001
Updated Res # 479515 3 seats for Acrobats - 3:34 AM on 07031 44 with 0.00 in deposits. - 1001

Refundsd Res # 473417 - 3 seats for § 10041 for The Duttons - 2:00 PM on 10/1841 -

Updated Res # 479514 1 seats for RFD - 6:00 P on 0752314 with 2200 in deposits.
Updated Res # 479514 1 seats for RFD - 6:00 P on 0752314 with 2200 in deposits.
CCard Deposit Res # 479514 for 22.00 - 1001

Updated Res # 479514 . 1 seats for RFD - 5:00 P on 07423014 with 0.00 in deposits
Updated Res # 479514 . 1 seats for RFD - 5:00 P on 07423014 with 0.00 in deposits
Updated Res # 479514 . 1 seats for RFD - 5:00 P on 07423014 with 0.00 in deposits

1001

- 1001
- 1001

- 1001
- 1001
- 1001

1. Add Note —

2. View Conf. # -
Go -
Clear —

3. Note Area —

4. Print this Form -

9-1-6-1 Add Note — - Adds Note to list.

9

Wiew Conf #;

9

-1-6-2 View Conf. # -

Restrict the notes to a specific confirmation

9-1-6-2-1 Go — .

number.

Activates the View Conf. # search.

9-1-6-2-2 Clear — -

Clears View Conf. # entry.

-1-6-3 Note Area —

Date Hote

030314 Sold Res # 479518 1 5 seats for Acrobats - 3:34 AM on 051514
[Nomans Upciated Res # 479518 1 5 seats for Acrobats - 334 AM on 08¢ 31 4 with 0.00 in deposits. - 1001
[No7zng Updated Res # 478515 : 2 seats for Acrobats - 5:34 AM on 0743141 4 with 0.00 in deposits. - 1001
[o7zns Updated Res # 479515 : 2 seats for Acrobats - 3:34 AM on 073141 4 with 0.00 in deposits. - 1001
o7rrns Res # 479516 SPLIT off 1 sests for Acrobats - 3:34 AM on 07/31 14 with 0.00n deposts. - 1001
[No72zns Upciated Res # 479515 1 3 seats for Acrobats - 334 AM on 0753141 4 with 0.00 in deposits. - 1001
[No7zng Updated Res # 478515 : 3 seats for Acrobats - 5:34 AM on 0743141 4 with 0.00 in deposits. - 1001
[orzzna Updated Res # 473515 : 3 seats for Acrobats - 3:34 AM on 073141 4 with 0.00 in deposits. - 1001
[o7rans Refunded Res # 479417 : 3 seats for §100.41 for The Duttors - 2200 PMan 104941 - 1001
[Normens Upciated Res # 479514 : 1 seats for RFD - G:00 PM on 0723114 with 22.00 in deposits. - 1001
[o7msns Updated Res # 479514 : 1 seats for RFD - 8:00 PM on 07/23/14 with 22.00 in deposits. - 1001
[Nozmens CCard Deposit Res # 479514 for 22.00 - 1001
[o7nsns Uplated Res # 479514 1 seats for RFD - 5:00 PM an 07234 4 with 0.00 in deposits. - 1001
[o7mens Updated Res # 473514 : 1 seats for RFD - 6:00 PM on 07/23/14 with 0.00 in deposits. - 1001
[o7msns Updated Res # 479514 : 1 seats for RFD - 8:00 PM on 07/23/14 with 0.00 in deposits. - 1001
I«

9-1-6-4 Print this Form -

1. Date — Enter the date of the note.
2. Note — Enter the note in as much
detail as necessary.

Frint this Farm

Prints the entire customer information record.

9-1-8 Groups Assigned —

Groups Assigned pjgpjays the Group Assignments the group has been

connected with.

9-1-8-1 Assignment Category Examples —
MO Bank Travel

Christnas Cands

9-1-9 Subgroup -



Configuring allows subgroups to be created that can
refine lookup activity.

Up to five subgroups can be assigned to any/all
contacts, separate from the Group Assignments.
Limited to a single character/number response.

An example: Can be configured to a question
requiring a Y/N response or a number attending an
event.

Configure- Opens Subgroup Configuration.

9-1-9-1 Subgroup Configuration -

= Configure Custom Info Questio... @

a1y
Q 2 : Testing One Two
03:
a4:
Q5

9-2 Accounts Receivable — [
Go to Accounts Receivable.

Five subgroups can be assigned to any/all contacts,
separate from the Group Assignments.

Type in the category, limited to the length of characters
within the text box.

Save — Saves the configuration and returns to Contact

Manager.
Exit <Esc> - Returns to Contact Manager.

2 Accounts Receivable ]

9-3 Fixit! - |

Go to Fixit!

9-4 TCTS Editor — For Programmers use only.

9-<Esc> Return — Returns to Main Menu.

Module M Mobile Mode

Go to Main Menu.

Disabled until activated. For future use. Return to Table of Contents.

<Esc> Exit Program |

<Esc> Exit Program l GO tO Main Menu

Completely exits TCTS. Return to Table of Contents.




Appendix A: Seating Chart Elements — Return to Main Menu. Return to Table of Contents.

_ 1. Check Boxes -

= Seating Chart - One Great Show 2019 - 2:00 PM - Friday - January 18, 2019 —_

IW Reservations | Change Date sales Change Modify Res. | Recall Res. || CancelExit 0 2 w (FZ) -
glos‘:g:tv\wb (F2) (F3) (F4) Show (F5) (F6) (FT) (Esc) 3. Chan e Date (F3) _
4 Sais (FA)-

: ’ go00 0 99009000000000 10y, 5. Change Show (F5) -

0006000 * 5300000000000 3 000000 .
0900000+ Soadoanoanons | wns | 6. Modify Res. (F6) -
Toda
Print Al Tickets 00000 © gggggggggggggg & 900094, ' 7. M (F7) -
0000 | 0000000000000 4 8880000 T T .
Seat/ Ticket List 88300 ; 83888888888383 ; 8oogggg (EE 8 m
(AIL-S) gg 1 00000000000000 § Oggg 9. Selected -

Today's Clients Balcony Mtg;:atssmd ) #

(AILT) gg " 8888888888888 " 10. Fixit! - .

L 000 12 000000000y & 00000, weaes | 11. Seat Information -

000 ' 5000000000000 45 5a200g
i 000 ¥ 5000000000000 3 9000g 12. Remove Blocks -
'I;n{::adl: 53: ogg s 0000000000000 , Oggooo (AILM) Move :
Res: 0 O00 7 O o000 7 000000 e | 13, Reprint -
Avail.: 539 000 5 0000000000000 5 000000 Waiting List . .
Used: 0 000 ¥ 000000000000 ; 9%000g (B 14. Print All Tickets —
Groups: 0 Ogg 5 0000000000000 1 888000 - :
Compe: 0 500 % 300000000009 1 950050 weemo | 15. Seat/Ticket List (Alt-S)-
¢ R Contr Lok 16. Today’s Clients —
17. Announcements —
18. Info Box —
19. Arrow Keys -
20. Return to Today —
21. Edit Seating Chart —
22. Move Sold Seats —
23. Messages —
24. Move Reservation —
25. Waiting List —
26. Clear All Marks —
27. Notification Area -
A-1 Check Boxes -
12:01 AM A-1-1 The time of day is displayed in the upper left corner of the
[]Sold Out window. This is auto-entered.

Horwen  A-1-2 The three check boxes beneath this display that may be

chosen when required.

Sold Out — Checking this box requires an administrative password
and closes the seating chart to new reservations. Modifications may
be made to existing reservations.

Disable Web — If an online ticketing system is used, it disables
online reservations from being made.

Showfull-Web — For Future Use.

? — Wherever found, this activates the help system.

Once seats are selected to be sold, this button is available to allow the operator
to create the reservation. Go to Reservation Form.




A-3 Change Date (F3) L—""

& Jeerk - B:00 PM

=

February - 2014 March - 2014 April - 2014 Opens the calendar aIIowing
the operator to choose a
different date in which to enter

)
the reservation or sale.
This returns to the Seating
May - 2014 June - 2014 July - 2014 —Chart Upon ChOOSIng a date'
R SR RO

Sales
A-4 Sales (F4)

If enabled by the administrator, allows for sales without making a reservation.

A-4-1 Zip Code -

LHLICrSIe 1. Zip Code - Enter Zip Code.
2. OK — Opens Survey Code.

A-4-2 Survey Code -

e — 4 1. Select from active button in
4 lain Headings . . .
[1-Individual Sales] [2-Group Sales | | ] [ ] [ ] the fIrSt grOUpIng tO dISp|ay a
unique set of Bar in the second
[1-How d'yall hear] [3-AZ Why ] J ( ] ( ] . .
[Eimtomet Heating [t5alss Agemts ] | N ] Cox ) grouping. Selecting from the

second set displays a unique

[ et J 11Billboard [ [ 41Vacation Channel | . . i
[ 12Loca [ 32windel [420h Set N the th"'d group|ng
(__13Drive By [sian]

Conmorn ) 2. Click on the desired Code

[(38-hadn't been here yet

]

]
[__334amily guests ] 430

]

]

]

]
J
)
[ 14Brochue |
J
)
]
)

]
J
)
]
[ 25DutonlnnFes | [ 35FRFOTV
)
]
)
]
J

J

)

]
[ 5word 0’ Mouth ] [15Repsal Customer [_45UPsALE )| t t y . b t
[ 6Magazine 4d ] [ 16drkemet / wow [ 26-Brett Family [ 36-Glamer [ 46ftags )| en ers | S Unlque num er neX
[ 7Tesser ] [ A7Church (27 .Gias Voucher [(37Ameiica's Got Talen | [ 47Hamner/Baber | t th OK b tt
[ #Coupon ] [(18Branson Regular (28 Hughes Bros [ 38z ] [[48Branson questcad | o e utton.
[_3TicketAgent ] (194 Onen ] [_230ei [ Soauctionsrafe | [434ookin for a 2om shw | 3 CIICk the OK button to
[ 10Naldea) ] [ 20John Tweed ] [ 305pecial Inwitation ((40-25% off second show | [ 50-1/2 off second show | -

submit the code to the
appropriate screen.

A-4-3 Pricing Chart - Go to Pricing Chart.
Pricing Chart opens after entering the required information or when
information windows are bypassed.



Change
A-5 Change Show (F5)

Opens the previous screen of listed shows and times allowing the operator to
choose a different show.

Modify Res.

A-6 Modify Res. (F6) L™

Opens reservation screen and allows changes to be made to an existing
reservation. Go to Reservation Form.

Recall Res.
(FT)
A-7 Recall Res. (F7)

Opens a window allowing the option to recall by various means. See Recall
Reservation.

CancelExit

A-8 Cancel/Exit (Esc) (Ese)

Returns the screen to the Main Menu.

0
A-9 Selected Sselected

Display only of the quantity of seats that have been selected

o Fixit! |
A-10 Fixit!
Activates only with sold reservations and requires administrative access. Go to
Fixit!
A-11 Seat Information Section

Row | Seat

When hovering over a seat in the chart, this displays the section, row and seat
number.

A-12 Remove Blocks

Allows the operator to release individual seating restricted from sales.

A-11-1 Seat Block List -

& Select Blocks o Clear...  [X)
o i 1. Choose the Seat Block to be removed.
O pramen Getavey 2. Select — Removes the Blocks from the currently selected
o0 piamnt Seating Chart and returns to Seating Chart.
O -Parilly lock 3. Cancel — Returns to Seating Chart.
O T - Ticket Shoppe
CW -Wyndham
O Y - YRU Sitting Her
Cv.vip
Select




A-13 Reprint

Activates with non-reservation ticket sales to reprint tickets for customers.
Reprints the tickets.

Print All Tickets

A-14 Print All Tickets
Allows operator to print tickets from Comps, Pre-paid and FITs.

Seat/ Ticket List
A-15 Seat/Ticket List (Alt-S) \—/{‘“"S’ Opens query

A-15-1 List query -

=]

=1 A-15-1-1 Seating List — Opens list of
Soatng Lt Seket L e | | reservations in alphabetical order with
selectable confirmation number.
A-15-1-2 Ticket List — Opens
Administrative Password screen,
allowing the display of a list of all tickets
sold/reserved for the selected show
Cancel — Returns to Seating Chart.

1. Selecting a Confirmation Number opens that
Reservation Form.
2. Navigation Bar —

A-15-1-1-2-1 Ticket List — | Teketust |
A-15-1-2-1-1 Administrative Password —

= 22

Administrative Password must be entered to confirm
authority to view or change list. An invalid password

[ Submn cancels the action and returns to Seating Chart.
[ Conceiis ] Submit — Generates the list of selected information

Cancel — Returns to Seating Chart

A-15-1-2-1-2 — Ticket List Display -

R me e e e | The information is displayed for the selected
gt " 7 .+ .| show and date of sales and reservations




Today's Clients
A-16 Today’s Clients (Alt-T) I—/{”"”

Opens list of all customers serviced that day with selectable confirmation
numbers, serviced by the current user.

A-16-1 Client List -

1. Selecting a Confirmation Number opens that
Reservation Form.
2. Navigation Bar —

Announcements
{ALT-A)

A-17 Announcements (Alt-A) ‘
Opens dialog box allowing show announcements to be entered for a specific
show and time.
A-17-1 Announcement Entry —

Once announcement is entered, the
screen returns to the seating chart.

Save (Enter) Cancel 1{ESC)

A-18 Info Box

Total; 539
Sold: 0
Res.: 0

Avail.: 539
Used: 0
Groups: 0
Comps: 0

This is a non-entry information box displaying current show summaries.
A-19 Arrow Keys -

[1] [Z] Allows user to move between shows in chronological order.

A-20 Return to Today —

Returns the screen to the next available show on current date and time.

. . Chart
A-21 Edit Seating Chart

Allows operator to change seating designation without requiring a change in
reservation. This opens a special seating chart for editing seat blocks for a
particular show. Go to Edit Seating Chart.




A-21-1

& Master Seating Chart

e A - i H
Change Selected Seatfs) to ... Apply Changes to ... Date Dayl::lsmdmns... _‘ T h e fOI IOW| n g Seat' n g
Tofe ek any soatf o selectfor chmge.Right Click o saToct all st Fotwaan ok d es Ig n atl ons can be
i changed on this screen:

00000000000
00000000000
00000000000 R—
00000000000
00000000000
00000000000 S -
A0000000000
00000000000
00000000000

00000500000 BlOCked'

00000000000
00000000000
RR0O00000000
50000000000
00000000000
00000000000
00000000000
0000000000
HA000000

0H00000000000000000000
HHA00000000000000AHH

Move Sold
Seats
A-22 Move Sold Seats

Allows operator to relocate sold seating.

A-22-1 Confirmation Number -

&7 Enter Confirmation Nu... \z|

1. Enter Confirmation Number —
2. OK — Opens Query.
3. Cancel — Returns to Seating Chart.

A-22-2 Query -

Microsoft Visual FoxPro

\:.T/ Do you have the ariginal tickets in your posession? 1_ Yes —_ Moves Sold Seats and prints tickets_
2. No — Opens Query 2.

1. Yes — Moves sold seats and prints tickets.
2. No — Cancels and returns to Seating Chart.

Messages

A-23 Messages —
1. Messages can be sent to other users within the system.
2. If the button is flashing red and white, the user has a message.
3. Clicking the button opens a message screen.



A-23-1 Message Screen -

1. User Destination drop down list —
2. Message area —

3. Submit —

4. Cancel -

A-23-1-1 User Destination drop down list -

Hames with an "E™ after the Z will be sent an E-Mail

Names with an “E” will be sent
LeTourneau, Mark - 1001 - » |

an email instead of message.

A-23-1-2 Message Area -

This is a test message. |

Type the desired message to
be sent.

A-23-1-3 Submit -

Submit delivers the message and returns to

Seating Chart.

A-23-1-4 Cancel — Returns to Seating Chart.

Cancel

A-23-2 Retrieving Messages —

1. Read-only message box.

2. After reading, click the Delete button. If you do

— ; not Delete, the Message button will continue to
your message! flash .

3. Cancel — Exits the message screen and

returns to Seating Chart.

A-24 Move Reservation (Alt-M) [ Reservation

Allows operator to relocate any non-sold seating.



A-24-1 Confirmation Number -

1. Enter Confirmation Number —

2. Move Reservation — Opens Reservation Confirmation.
we et | [ ]| 3 Cancel (Esc) - Returns to Seating Chart.

& s this the Reservation You desire?

Is Grouf
NoTax  Voucher: Confirmation Number: 279488 .
- 1. Move Reservation — Completes
Address: 189 Earllbrook Lane H H
i e | T action and returns to Seating Chart.
Phone: (417) 339-1100 Fax: {417} - Country: 1 - H
- ” e m—ee——0 | 2 Cancel Move Reservation (Esc) -
Den omo i Returns to Seating Chart.
Tour # Reservation Code: L
From:
Lodging:
Comment: 0.00
Comment:
Notes:
020614 ML - ~
02MEM14 ML-
.
Record Created: | 02406714 hy ML Record Modified: | 02720414 by ML

Waiting List
A-25 Waiting List (Alt-W) [ (AtW)
For future use.

Marks {Al-C
A-26 Clear All Marks (Alt-C) oarks (AIt€)

Clears all selections from the seating chart and the chart returnes to original
state.

A-27 Notification area
Display only of information for current show supplied by administrator.



Appendix B: Reservation Form Elements — Return to Main Menu.
Return to Table of Contents.
The show name, time and date is displayed on the top of the form.

. = 1. Check Boxes —
. Wmm U o 2. Repeat Last Customer —
Vorwc | -echerselcton U [Commaicn et 10088 | et 3. Repeat Last FIT -
o o Ve i o0t e 4. Saved/Not Saved Indicator -
YT [ o ) - () 5. Voucher Selection List —
= sesarwer,  climates) | 0m  Pmloe ice 6. PH - Phone
o Newsitier? 9 7. Personal Information -
e Survey Code: = i 8. "G" Button -
(oo ot cus e momer 9. "Z" Button -
Jrns e s | [dsammirn | | || | 10. “C” Button —
e (o) (Pt | (Posisencran) (Dt =1 B ‘ 11. Season Pass # -
-] ——— < 12. Edit S. Pass —
Swews || 13. Group Information -
I : . 14. Survey Code —
B— Rocord odies: Coceteton T ' - ' 15. Pricing -
16. Vouch. # -
17. Comment —
18. Notes -
19. Add Date -

20. Print this Form —

21. Print Seat Chart —

22. Display History -

23. Record Created —

24. Record Modified —
25. Confirmation Number Box
26. Deposits —

27. Deposit Waived -

28. Credit Card Number —
29. Attach Res (Alt-E) —
30. Add Deposit (Alt-D) —

31. Clear (Alt-C) —
32. Forms (Alt-F) -

33. Sales (Alt-L) -

34. Modify Seating (Alt-M) -
35. Split Res (Alt-1) -

36. Delete Res (Alt-X) —

37. Save (Alt-S) —

38. Exit (Esc) -

39. Season Pass Information -

B-1 Check Boxes — Return to Reservation Form.

[7] Survey Option

[IFinal Count  [|Internet Order
[] Group

[ No Tax

B-1-1 Survey Option — Right clicking this box allows user to define survey



parameters. The new survey name will replace “Survey Option.”
Checking this includes the reservation in the survey report by the title.
B-1-1-1 Survey Title Entry Box-

&3

Enter the unique name to identify the grouping of
reservations so that they may be identified by a
report.

OK returns to the Reservation Form.

Survey Option

B-1-2 Final Count - this indicates a final count given by a group
B-1-3 Group - this indicates group status regardless of how many seats have
been selected
B-1-3 No Tax — indicates a non-tax entity
B-1-4 Internet Order — indicates this reservation has been received from
Complete Tix Online.com

B-2 Repeat Last Customer — | Repeat Last Customer

Generates another Reservation Form for the last saved reservation.

B-3 Repeat Last FIT — | Repeat Last FIT
Only changes the FIT entry from the dropdown list.

--Voucher Selection v

B-4 Voucher Selection List-

The administrator assigns voucher contract pricing and the operator chooses from
the available list. Return to Reservation Form.

B-5 PH - [
Displays the phone number for the selected FIT.
(53]

ACORN ACRES RV PARK
Phane: (417) 332-0006
Fax: (417) 335-4032

Celk:

Night Phone:

B-6 Personal Information - Return to Reservation Form.

Name: |LeTourneau, Mark |§

Address: 189 Earllbrook Lane
City: Branson
Phone: (844) 4484288

St.: MO | Zip: 65616 z
Fax: (417) - 1 |c4

Season Pass #:

Country:

Cell: ( ) - 8 | Edit 5. Pass
Contact:

E-Mail: markleto@gmail.com Newsletter?

1. Name

2. Address

3. City, State, Zip

4. Phone, Fax, Cell

5. Newsletter — Check this box
if they email correspondence.



B-7 "G" Button - Return to Reservation Form.

Information can be grouped in the
Contact Manager. This button adds
the information into these groupings.

B_7_1 “G” -

Click to add this record to a group or groups -

B-7-1-1 Group Maintenance -

, _ 1. Groups Available —
Groups Available Groups Assigned N
2010 Cancellasion A as B 2. Groups Assigned —
e 3. Add Record to a Gro
ABA'I0 - uD -
2Ntng i 4. All — Add record to all groups
z:“";,‘,,“;ﬂ“’h, W 5. Remove Group Assignment —
e 6. “X” — Remove all groups from the record.
Bkl ) (] v 7. New Group —

8. Delete Group —
9. Exit - Returns to Contact Manager.

B-7-1-1-1 Groups Available —

Groups Available

2010 Cancellation »| Groupings are listed alphabetically and can be assigned
et '~/ to a contact.

ABA'10

ABA'IL

AZ Mailing List

Air Fare Dallas

Air Fare Milwaukee

Air Travel Minneapolis
AirFare Atlanta

Alliance of Military Reun
Bank Travel

Dinle Trnenl 110

v

B-7-1-1-2 Groups Assigned —

Groups Assigned

o - | his is the list of the groups assigned to the contact.

FIT Contracts

B-7-1-1-3 Add Record to a Group -

P | Adds the highlighted grouping to the list of assigned groups.

B-7-1-1-4 All — Add record to all groups

ﬂ Add all of the groupings to the list of assigned groups.



B-8 "Z" Button -

B-9 “C” Button -

B-7-1-1-5 Remove Group Assignment —
E] Removes a Group Assignment from the list of Groupings.
B-7-1-1-6 “x” — Remove all Group Assignments.

Removes all Group Assignments from the list of added
Groupings.

B-7-1-1-7 New Group —

[ Mew Group | Add a new Grouping to the list of available
Groupings.

B-7-1-1-8 Delete Group —

[Delete Group] Delete a Grouping from the list of available
Groupings.

B-7-1-1-9 Exit -

@ Returns to Contact Manager.

Entering City and State and pressing
the “Z” button does a look-up for zip
code. Return to Reservation Form.

Return to Reservation Form.

Selects the country.

©

Season Pass = 0

B-10 Season Pass # -
The assigned number of the season pass can be entered here to recall the
customer information.



B-10-1 Reservation Screen with Season Pass Window -

1. Season Pass # -

e 2V 2. Expiration Date —

o |z = 3. Show Applied to —
o I h @ 4. Photo Identification -

<

479531
E

=

o=

ctachgs | |__AddBoposit arp) |
Commen t: e —
Printthis Form Print Seat Chart e
Notes: (A Date.. (35 Cgenmmo ]
Forme (AILF) Enter Hame Enter Hame
Sales (AILL)
ave (AL

-
.
Record Created: Record Modified: Exit (Esc)

B-10-1-1 Season Pass Information — (Read only)

S Pass #: 1 1. The Season Pass number is auto-assigned upon

Expires: 12/31/15 creation, manually assigned to an existing

. customer.

Applies To: Duttons 5 The expiration date is established upon creation
of the seasons pass.
3. The show/shows the season pass is assigned to
is listed upon creation.

B-10-1-2 Photo Identification -

Mark Enter Hame

1. Up to 10 photos and names can be assigned to
a single season pass.

2. Additional names/photos can be added in the
Edit S. Pass.

Enter Hame Enter Hame

Return to Reservation Form.

B-11 Edit Season Pass — If a number has been entered in the previous

window, pressing this opens the Season Pass assigned to that number. If no number
has been entered, a new Season Pass can be created.

B-11-1 Dialogue Box —

1. Yes - Opens the Season Pass creator.
2. No — Returns to Reservation Form Elements.
Yes Ne ‘

. Do you wish to autc-assign a new Seasan Pass Number to this
¥ customer?




B-11-2 Season Pass Editor - Return to Reservation Form.

. Customer Information —
. Season Pass # -

. Regular -

. Expiration Date —

. Show/Theater —

. Clicking Instructions —

. Clear All Photos —

. Clear All Names —

. Save & Exit —

10. Delete All & Exit —

Save & Exit

Delete All 8 Exit
Season Pass #: 8 Regular

Expires: 1273012016
Show | Theater: Six
Mark Enter Name Enter Name Enter Name

=] Left-Click Photo Box to Add Photo
Right Click Photo Box to Clear Photo

iear All Photos | | Clear Al Names o ooy aanic)

l E I
OCoOoO~NOOODWN-

11. Print Season Pass(es) -
B-11-2-1 Customer Information —

LeTourneau, Mark ; ; ; ; ;
189 Earllbronk Lane This general information is displayed as entered on the

Branson, MO 65616 Reservation Form.

B-11-2-2 Season Pass # -

Season Pass #: [ | Auto-assigned by system.

B-11-2-3 Season Pass Designation -

A drop down box opens with an option of Regular, VIP
or Charter. This is used to differentiate between types
of Season Passes.

Regular

B-11-2-4 Expiration Date —

Expires: 123172015 Manually entered.

B-11-2-5 Show/Theater —

Show / Theater:  Duttons Manually entered

B-11-2-6 Click Instructions —

Left-Click Photo Box to Add Photo
Right-Click Photo Box to Clear Photo

B-11-2-7 Clear All Photos —

Clear All Photos | Cegars all photos displayed.




B-11-2-8 Clear All Names —

| Clear AllHames | (cjears all names displayed.

B-11-2-9 Save & Exit — Return to Reservation Form.

| Save & Exit | Saves the Season Pass and returns to
Reservation Form.

B-11-2-10 Delete All & Exit — Return to Reservation Form.

| Delete All & Exit | Clears all information an returns to
Reservation Form.

B-11-2-11 Edit Season Pass Layout — Return to Reservation Form.

Grayed out unless user has administrative

| Edit Season Pass Layout | permissions

B-11-2-12 Print Season Pass(es) - Return to Reservation Form.

| Print Season Pass{es) |

B-11-2-13 Pass Holder identification - Return to Reservation Form.

1. Enter the customer name by left-clicking the
box above the photo. Type in the name.

2. Left-click the photo box opens Season Pass
Photo.

3. Disregard the ugly face in the photo shown, it
was the best we could come up with at the time.
Contact the Programmer for counseling
references if any harm is encountered.

Mark

b

B-11-1-2-13-1 Season Pass Photo -

£ season Pass Photo EEE 1. Save Photo —
‘ 2. Cancel (Esc) —

et 3. Drop Box —
. ~| 4. Format Options -

Save Photo takes picture and inserts it into
box. Returns to Season Pass Editor.




B-11-1-2-13-1-2 Cancel (Esc) — Return to Reservation Form.

Cancels and returns to Edit Season Pass.

B-11-1-2-13-1-3 Drop Box —
* | Photo options.

B-11-1-2-13-1-4 Format Options — Return to Reservation Form.

[ Farmat DLG ] [ Source DLG ]

For Programmer use only. Contact

Programmer for any questions.

B-12 Group Information — Return to Reservation Form.

Contact:

The information applies to groups and is

E-Mail: K il N letter? .
-—— e il ewsele - often used with group announcements.
Tour #: Survey Code:[s] 1109
From:
Lodging: Travel;
B-13 Survey Code “S” — Survey Code: For more information about

Survey Codes go to Edit Survey Codes.
Return to Reservation Form.

B-14 Pricing —  Pricino: 2200 Return to Reservation Form.
Auto filled from pricing, read only

B-15 Vouch. # - Cont.i
Occasionally provided and auto-fills if supplied. Return to Reservation Form.

B-16 Comment — Comment:
Reservation comments are recorded here. Return to Reservation Form.

B-17 Notes — Return to Reservation Form.

ot When the reservation is first made,

02108/14 ML - ~ clicking within the notes box will

PHREA L provide a date and operator initials.
A note can then be added.



B-18 Add Date — Return to Reservation Form.

Used to add a dated note to the
Note Area

Notes: | Add Date... (ARf-A

B-19 Print this Form — Return to Reservation Form.

Notes: Print this Form

Allows the reservation screen to be
printed

B-20 Print Seat Chart — Return to Reservation Form.

Notes:
Prints the previous screen showing
the seating chart and the seats
assigned to this reservation

B-21 Display History —  Display History

B-21-1 Displays customer/reservation information.

Record Created:
B-21 Record Created — z 02/06/14 by ML

Auto-filled when reservation is created. Return to Reservation Form.

B-22 Record Modified — RecerdModiied: 02706714 by M.
Auto-filled if reservation is modified. Return to Reservation Form.

B-23 Confirmation Number Box — Return to Reservation Form.




Confirmation Number: 479488 1. Auto-assigned confirmation number
Seats Reserved: 2 2. Seats Reserved — From Seating Chart
Reserved by: LeTourneau, Mark 3. Reserved by: based upon password login.

Projected Amount Due: $  44.00 (p |

B-23-1 Seats

Opens dialog box describing the location of reserved seats.
pens dialog 9

B-23-1-1 — Reserved Seats

Seats Reserved:

Right: 1010-11 Reserved Seats window, indicating the seating connected
with the reservation.

B-23-2 Projected Amount Due — auto-filled
B-23-3 Proj Amt Due w/Attach — auto-filled only when other shows are attached to
the reservation.
B-23-4 Pre-Pricing Chart Button-
@ Opens Pre-Pricing Chart.

B-23-4-1 Pre-Pricing Chart -

See Price Chart.
The forms are
similar except this
form does not
continue through
payment.

=

NI

I3
=z
“HH

B-24 Deposits —

Deposn(s)

n":‘—,:wm L—’i‘;";m ﬂf—"‘.—‘; . Any deposits assigned to the reservation are displayed
02/06/14  Cash 44,90 here. Entered via Add Deposit (Alt-D). See B-21.

Return to Reservation Form.




B-25 Deposit Waived —

|| Deposit Waived Check this box whenever a deposit is
not required. This keeps the
reservation being listed as No Deposit.

Credit Card Number Exp. Date CCV

B-26 Credit Card Number - - :
Disabled. Used to enter and securely store credit card information for future
use. Return to Reservation Form.

B-27 Attach Res (Alt-E) —

Attach Res
(Alt-E)

Opens forms to manage attached reservations for multiple
shows.
Return to Reservation Form.

B-27-1 Reservations
attached to Confirmation # -

&/ Reservations attached to Confirmation # 479509
Click Conf #to Resall Reservation

RFD -8:00 PM - 07/23/14

1. This confirms the reservations
attached to a confirmation number.

2. Sport Season Pass — only used for
sports venue. Disabled.

3. Reservation numbers — clicking
opens Recall Reservation by
confirmation number.

4. Add Reserv. —

5. Navigation Bar -

6. Remove Res. -

B-27-1-3 Recall Reservation Form with Deposit Options -

1. Displays reservation information
allowing for deposit to be applied
and printable forms, similar to the
Reservation Screen.




B-27-1-4 Add Reserv. -

=i Select One:

l Attach to New Reservation ]

hAtlach to Existing Reservation }

1. Attach New Reservation — create a
new reservation attached to the
currently displayed reservation

2. Attach to Existing Reservation —
attaches two reservations together.

l Cancel (Esc) ]

Requires the confirmation number of an
existing reservation to be attached.
3. Cancel (Esc) - Return to Reservation

B-27-1-4-1 Show Selection -

& Select An Option

[ <Esc> Cancel ]

Form.

1. Select the show in which the reservation is

I 1 The Dutions - 2:00 PM i tO be placed
[ gussUmRonEn ] 2. <Esc> Cancel - Return to Reservation
( 3RFD - 8:00 PM | Form.

B-27-1-4-1-1 Show Calendar -

August - 2014

July - 2014
s M T W T F S s M T W T F s

October - 2014

November - 2014
s M T W T F s F S

S MT oW T s

= 1)

(F5) (F3) (ESC) (F2) (F4)

September -2014
S M T W T F S

December - 2014
m T w T F s

1. Select from the date for that
show.
2. Navigation Bar -

B-27-1-4-1-1-1 Show Seating Chart -

T o [

RIGHT FRONT

LEFT FRONT

1. Select the seats.

2. Save — Opens Ticket
Prices.

3. Cancel (Esc) -




B-27-1-4-1-1-1-1 Ticket Prices -

Select ticket prices.
] —— = = Confirm returns to the
Attachment screen.
See Ticket Prices.

L
(HHNE|
[HEEE]

B-27-3 Enter Confirmation Number -

& Enter Confirmation Nu... |28

1. Enter Confirmation Number —

2.0k -
3. Cancel — Return to Reservation Form.

B-28 Add Deposit (Alt-D) — |_Add peposit (ar-0) Allows operator to add a deposit to the
reservation. Return to Reservation Form.

B-29 Clear (Alt-C) - [_gearare) | Only available when a new reservation is
generated. Return to Reservation Form.

B-30 Forms (Alt-F) - [ Fomsanp | For printing or emailing forms.
Return to Reservation Form.

B-31 Sales (Alt-L) - [ swesany | Opens Pricing Chart. See Pricing Chart.
Return to Reservation Form.

B-32 Modify Seating (Alt-M) - | Modity Seating (At-M) | Opens Seating chart to allow seating
assignments. Return to Reservation Form.

B-32-1 Modify Seating Chart -

1. Time Stamp —

2. Save (F2) -

3. Cancel (Esc) —
4. Selected —

5. Seating Chart -
6. Cancel (Esc) -




B-32-1-1 Time Stamp -

11:50 AM Displays current time.

B-32-1-2 Save (F2) —

Activates when changes are made allowing those changes
to be saved. Return to Reservation Form.

B-32-1-3 — Cancel (Esc) —

Return to Reservation Form without making any
changes

B-32-1-4 Selected Number of Seats -

3 Displays original number of seats and changes as you add or

deleted seats to the reservation.
Selected

B-32-1-5 Seating Chart -

HHHHHHHHHHH 2 23 HHHHHHHHHHH

00000000000 22 HHHAOOO000000000AHHH 2 AODO0000000

00000000000 21 00HO000000000000000000 21 00000000000

00000000000 20 0000000000000000000000 20 00000000000

00000000000 13 0000000000000000000000 13 00000000000 . s o~

00000000000 15 0000000000000000000000 1 00000000000 1 . C|ICkIng on an “X” deletes the seat
00000000000 7 0000000000000000000000 17 00000000000 .

00000000000 1 XXX0000000000000000000 = 00000000000  from the reservation.

0000000000A 15 A000000000000000000000 15 ADOD0000000 o o~

00000000000 14 0000000000000000000000 1: 00000000000

00000000000 13 0000000000000000000000 -2 00000000000 2. CIICkIng on an “O” adds a seat to
00000000000 12 0000000000000000000000 2 00000000000 tha ragervation

00000000000 11 0000000000000000000000 1 00000000000
00000000000 10 0000000000000000000000 1w 00000000000
00000000000 3 0000000000000000000000 3 00000000000
Q0000000000 = 0000000000000000000000 & 00000000000
00000000000 7 0000000000000000000000 7 00000000000
00000000000 & 0000000000000000000000 & 00000000000
00000000000 5 0000000000000000000000 5 00000000000
0000000000 4 0000000000000000000000 4 0000000000
000000AH 2 0000000000000000000000 @ HAOODOOOO
<=1 2 OHOO000000000000000000 & 1=

RIGHT SECTION CENTER SECTION LEFT SECTION

B-33 Split Res (Alt-1) - L_SPitRes.arD | Ajows the seating to be separated into
multiple reservations. Return to Reservation Form.

B-33-1 Number of Seats —

& Split Reservation...

1. Enter the number of seats to be split into a
How many seats do you wish to sell now? new reservatlon .

- 2. Split (Alt-E) — Creates a new reservation and
opens a Price Chart.

Split (AI-E) H Cancel (Esc)




3. Cancel (Esc) - Return to Reservation Form.

B-33-2 Price Chart -
See Price Chart.

B-34 Delete Res (Alt-X) - [ XbeteteRes A% | pygjates the reservation. Requires
verification of deletion. Return to Reservation Form.

B-35 Save (Alt-S) - [ swe@ns) | gayes reservation but remains on screen.
Return to Reservation Form.

B-36 Exit (Esc) - [ Dot (Esc) | Exits reservation and retums to Seating
Chart. Return to Reservation Form.

B-37 Season Pass Information-

S Pass #: 8 Regular
Expires: 12/30/16
Applies To: Six

This is displayed only when a season pass number is present
in one the form. See Season Pass #.
Return to Reservation Form.




Appendix C: Pricing Chart Elements - Return to Table of Contents.

. Pricing Form Options -

. Ticket Price Options —

. Seat Count Information —

. Total Amount Due —

. Voucher FIT Name Display —
. View All Prices —

. Confirm (Alt-C) —

. Cancel (Esc) - Returns to
able of Contents.

EEL |
T

— 00N O WN -

Total Seams Reserved: 1 Tiamsacton Totat § 164

§
i
EEE

Seats Remaining: 0 Total&n

C-1 Pricing Form Options —
Pages of pricing, if needed, for more pricing options than can be shown on one
page or within various groupings.

| Default

J J J ]
( I ) [ ) [ ]

Choose the Pricing
Page for

the selected show.

C-2 Ticket Price Options —

[(F1_J[2200-acun D 1. F keys can be pressed for each ticket to be

[F2_]|10.00-chid o| Purchased.

[rs )| o00-coms o] 2. Enter the ticket count manually to the right of the
desired ticket pricing.

C-3 Seat Count Information —

Total Seats Reserved: 2 1. Seats Remaining must be “0” by choosing number of
current Seats Priced: 0  Current Seats Priced equal to the Total Seats Reserved.
SeatsRemaining: 2 2. Confirm (Alt-C) will not activate until this is attained.

C-4 Total Amount Due —

Transaction Total: $ 0.00 Total Amount Due is the Transaction Total less Total
Total Deposit: § 0.00 Deposit.
Total Amount Due: $ 0.00

C-5 Voucher FIT Name Display -
Appears to confirm the FIT name to which a reservation is attached.

C-6 View All Prices — [View All Prices |
Requires Administration password. Displays all available pricing regardless of FIT
chosen.

C-7 Confirm (Alt-C) —



Confirms pricing and continues to the Payment Window.

C-7-1 Payment Type

& Payment Type

1. Select the first payment type with the radio button and click

L Select.
e 2. The payment form changes depending upon the type of
O Credit Card payment tO be rendered

3. Multiple payments can be received. This window will appear
when there is a balance due for the total sale.

Select {Enter)

C-7-2 Payment Transaction —

. Figure Split Amount —

. Amount Paid —

. Balance Due —

. Transaction Total —

. Total Deposit —

. Total Amount Due —

. Paid Cash/Check/CC —

8. Amount Tendered —

9. Change Due —

10. Check Req. — No longer in use.
11. New Payment —

12. Confirm (Alt-C) —

13. Canel (Esc) — Returns to Table of
Contents.

14. Print Receipt (Alt-P) - No longer in use.

NOoO O WN -

C-7-2-1 Figure Split Amount— allows breaking down the payment(s)

when multiple individuals or sources are utilized. Go to Figure Split Amount

C-7-2-2 Amount Paid — Amount Paid: $ 22.00 guto entered by the amount
entered in Paid Cash/Check/CC.

C-7-2-3 Balance Due — Balance Due: § 0.00 zuto entered based upon
amount entered in Paid Cash/Check/CC debited agains Amount Due.

C-7-2-4 Transaction Total — Transaction Total: § 22.00 auto entered from Sales
data.

C-7-2-5 Total Deposit — Total Deposit: 0.00 quto entered from Sales data.

C-7-2-6 Total Amount Due - Total Amount Due: $ 22.00 gyto entered from Sales
data.



C-7-2-7 Paid Cash/Check/CC — Pafastd | 2200] the amount to be paid is entered
and is credited against the Total Amount Due. If the amount paid is less than the
total amount due, the New Payment button activates and the the Confirm button is

deactivated.

C-7-2-7-1 Paid Cash/Check/CC -

The form will modify here depending
upon the type of payment selected to
allow the entry of check or voucher

numbers or credit card information.

This window appears when Paid Cr. Card amount is

Please Swipe entered.
Card Now... If card is swiped, the customer information is auto
clfpuzes entered in the next form.

"Enter" twice

C-7-2-7-3

& Credit Card Information,

AUTH_CAPTURE
First Name: MARK Click Submitto
Last Name:  LETOURNEAU Begin
Processing
Card #:| 1234567789900
Exp. Date: | 1212

Card Code: 123
nt: 22.00
Reswipe Card

479502

Cancel <Esc>

C-7-2 (cont.)

If “Enter” is pressed twice, the information must be
entered manually in the next form.

1. Once the information is confirmed, Submit
prints the receipts and returns to Payment
screen.

2. If the card has been swiped and the
information is incorrect, clicking Reswipe
Card allows the card to be reswiped,
retrieving the correct customer information
without processing the card.

3. If card is rejected, a window appears
indicating why it was rejected and returns to
the Credit Card Information screen, allowing
corrections to be made.

4. Cancel <Esc> - returns to Payment screen.

Amit Tendered
C-7-2-8 Amount Tendered — ___0.00 cash amount received from the customer.

Change Due

C-7-2-9 Change Due — %] the amount due to the customer based upon
Amount Tendered agains the Paid Cash amount.

C-7-2-10 Check Req. — _neckRed:d

disabled, no longer in use.



C-7-2-11 New Payment —

activates when payment amount is less
than Total Amount Due.

C-7-2-12 Confirm (Alt-C) — ’ Confirm (Af-C) activates when payment amount

equals Total Amount Due. Tickets are printed and screen returns to the Seating
Chart and .

C-7-2-13 Canel (Esc) — [ Cancel (Esc) ] clears transaction and returns to origination
screen, unless a credit card payment has been transacted. This is then disabled.

C-7-2-14 Print Receipt (Alt-P) - [ Print Receipt (At-P)

disabled, no longer in use.

C-7-2-1-1 Figure Split Amount -

& Price Selection

! ] ———-——| 1. Choose the price(s) desired.
[Tom Pmij:j:t::: — :::: — 2. Click Confirm to apply the payment to
[ 1:;$10:00iCIIiI(IjRFD—‘B:‘OOPMOnOG'BOIM ] the tOtal The Screen returns to the
payment window and auto-inserts the

payment in the Paid Cash/Check/CC
total.

C-8 Cancel (Esc) -

Returns to Reservation Screen or Seating Chart depending on origination of sale.

C-9 Go to Appendix K: Completing the Sale




Apendix D: Edit Seating Chart - Return to Table of Contents.

& Master Seating Chart

Date / Day

' thu

Make chan g seata_ Os OM OTu OW @Th OF O3
Lefi.Click any seatfs) to select for change. Right-Click to select all seats hetween clicks.

Change Selected Seatfs) 1o ...

vvip v [cnange

HHHHHHHHHHH

XXXXX

OHOGDA0DODODODODODODOD
HHADODOO000000000AHH

=

wel |4, “?” — Help Menu

2. Change Selected Seats — After
Apply Change choice, select the
seats to be edited.

3. Apply Changes to — Begin the
change process within this box first.
4. Day/Date Restrictions —

5. Save -

No Save —

D-1
Opens help menu.

D-2 Change Selected Seats -

Change Selected Seatis) to ...

selected seats.

D-3 Apply Changes to -
Apply Changes to ...

6. Left Click Any Seating -

Select from a drop down menu to reassign a designation for the

|ALL SHOWS v| | ALL TIMES

Make changes here before changing seats...

Editing process begins here with the
choice of a show, all shows, particular
show times or all show times.

W

D-4 Day/Date Restrictions -

Date / Day Restrictions...

thru

s @M ETu HW &Th BF @S

D-5 Save/No Save -

The changes can be saved or

D-6 Left Click Any Seat -

Left-Click any seatfs) to select for change. Right-Click to select all seats between clicks.

000 0O

Enter the dates for the editing to affect and the
corresponding days.

discarded by one of these choices.

Left clicking on seat(s) selects the seats to
change status.

Right click on the seats between the start and
end seating to be changed.



Appendix E: Accounts Receivable Payments Elements - Return to Table of Contents.

. FIT Selection —

. Date Paid —

. Amount Paid —

. Payment Type —
. Auto-Select —

. Clear —

. Information Window —
Total Amt. Due —
Amt. Applied —

| Balance Due -

8. Invoice List —

9. Save —

10. Exit/No Save -

~NOoO O, WN -

E-1 FIT Selection
FIT

v Adrop down list is generated of all unpaid invoices
assigned to that FIT.

E-2 Date Paid -

Date Paid Defaults to today’s date but is changeable.
02202014 |

E-3 Amount Paid -

Amount Paid

0.0/ Enter the total amount to be applied.

E-4 Payment Type —

Payment Type

e Drop down box allows the choice of type of payment. Cash, Chck, Card, or

Memo (creates a credit memo).

If Chck is selected, a check number is requested beneath the payment type.

If Card is selected, the information will not be required until the payment is
saved.

If Memo is selected, a memo field opens to input the reason for the credit
memo.

Note: Payment type cannot be selected until a payment amount is entered.

E-5 Auto Select

[ ]Aauto-Select Auto-Select will select the first invoice on the list and apply a full
payment to that and subsequent invoices until the payment amount is
exhausted.

E-6 Clear unselects all invoices and recalculates all totals.

Clear



E-7 Information Window

| i o *00 |n the upper right is a non-user interface that displays the total
P o0 amount owed, the amount that has been applied and the balance
due.

E-8 Invoice List

Invoices can be selected manually by
clicking on the box to the left of the
invoices to be paid.

Individual invoice payment amounts may
also be entered manually in the payment
column of that invoice.

If a credit is available for the FIT, the
Credits button at the bottom of the window
will be active and will display the amount
of the credit. Clicking that button will open
another payment window with a list of
invoices to which it may be applied.

E-9 Save

I Save Saves all information as displayed, payments will be applied and,
if Credit Card payment has been chosen, a CC window will open
allowing that information to be entered.

E-10 Exit (No Save)

1 Exit (MO Save) ] This will close the window with no information or payment saved.




Appendix F: Fixit! Return to Table of Contents.
F-1 Fixit!

& Locate by...

1. Confirmation Number — Opens Confirmation Number Entry.
2. Invoice Number — Opens Invoice Number Entry.

3. Unbalanced Sales — Opens Single Date Entry.

4. View Log File — Lists all users who have accessed Fixit!,
restricted by confirmation number.

5. Cancel — Returns to previous screen depending upon the
origination Module.

Confirmation Number

Invoice Number

View Log File

| |
l l
[ umalancedsales |
[ ]
[ Cancel ]

F-1-1 Fixit! By Confirmation Number -

# Enter Confirmation Nu... |z|

1. Enter a confirmation number.

I— 2. OK — Opens Fixit Main Screen.
3. Cancel — Returns to previous screen depending upon the

origination module.

F-1-2 Fixit! By Invoice Number -

&f Enter Invoice Number \g|

1. Enter a invoice number.

E— 2. OK - Opens Fixit Main Screen.
3. Cancel — Returns to previous screen depending upon the

origination module.

F-1-3 Fixit! By Date of Unbalanced Sales-

£ Please Enter Date...

1. Enter a date. If an Unbalanced Sale is
07/07/2014 found it opens that sale and any other
unbalanced sale on that date.

2. Submit opens Fixit Main Screen.

3. Cancel — Returns to previous screen
depending upon the origination module.

F-1-1-1 Fixit! Screen

£ Filt 10108

. Customer Information —
. Group Information -
. Deposit —
. Ledger —
. Show Name —
Show Time —
Show Date —
e e | e || 0, Sales —
7. Invoices —
8. Taxable —
9. Voucher -
10. Exit — Returns to previous
screen depending upon the
origination module.

@ Is NOT a Group

Letouneau, Mark
O15 a Group

Branson, MO 65616

Deposits - $ 0.00 +[Eat|- | Ledger-$50.00 +|Edt] - Show Name
ne Great Show 2019

Sales - § 50.00 N B Invoices - § 0.00 + | Edit] - Show Time

AN -

Show Date




11. Edit Comp Info /Coupon Info —

F-1-1-2-1 Customer Information -

LETOURNEAU, MARK

189 Earllbrook Lane . . .
o e e Customer Information is displayed.

F-1-1-2-2 Group Information -

© 1s NOT a Group Group status can be changed here.
OIS a Group

F-1-1-2-3 Deposit Editor -

Dopsn 10041 CJE] 1. Total Deposit is displayed.

SO Deposx ¥l 2.*“+” — Adds a new empty deposit which
can be selected and edited.
3. “Edit” — Opens deposit editor for the
displayed deposit. Use the drop down list
to access other deposits.
4. “-“ — Deletes the displayed deposit.
Confirmation is required.
5. The drop down deposit list displays
individual deposits that were made against
a reservation. The list also includes
deposits consumed on reservations sold.

F-1-1-2-3-3 Deposit Editor Window -

= FixIt! Deposit

Deposit information can
S o B e then be edited.

User ID : 1001 Info 2 :
Ledger Type : Deposit

F-1-1-2-4 Ledger Editor -

Lodaor 400 CJEt)-] 1. Total Payments made at time of sale is
0.00-Cash v dISplayed

2. “+” — Adds a new empty ledger which
can be selected and edited.
3. “Edit” — Opens ledger editor for the
displayed payment. Use the drop down list
to access other payments.
4. “-* — Deletes the displayed payment.
Confirmation is required.
5. The drop down payment list displays
individual payments that were made



against a reservation.

F-1-1-2-4-3 Ledger Editor Window -

Payment information can then
0.00 Info1: be edlted

0.00 Info2:

0.00 User ID 1001
0.00|  Ledger Type : | Ticket Sales
0.00

$X%%33
2 wew =20

Pii
sepri
Ta
Ta
Ta
Ta

Pmt Type :| Cash

F-1-1-2-5 Show Name/Time/Date Selector -

Show Name
The Duttons v

Information can be edited by drop down box for
. Show Name and Time.
o .1 Show Date can be edited by clicking in the box and
typing or choosing from a calendar.

Show Date

10:19:2011

F-1-1-2-6 Sales Editor -
Sales - § 100.41 BEnE

33.47-Adult
3 - Adult

1. Total Sales is displayed.

2. “+” — Adds a new empty sale which can be
selected and edited.

3. “Edit” — Opens sales editor for the displayed
sale. Use the drop down list to access other
sales.

4. “-* — Deletes the displayed sale.
Confirmation is required.

5. The drop down sales list displays individual
sales that were made against a reservation.

F-1-1-2-6-3 Sales Editor Window -

&i' sales Information... Th IS ||St
Price Date Sold Res. Code UserID  Price Desc. Refund? Seat Zip Code eXpandS tO
| 3347 | 101672011 1101 1001 | | Adult F G4 65616 . | d II
3347 [10116:2011 1101 1001 | | Adult F G2 65616 InCluae a
3347 | 10/16/2011 1101 1001 | | Adult F G 3 65616 Sales

F-1-1-2-7 Invoices Editor -
il i CJEdtl-] 4, Total Invoices is displayed.

“l2.“+" — Adds a new empty invoice which can

be selected and edited.

3. “Edit” — Opens invoice editor for the displayed sale. Use the drop
down list to access other invoices.
4. “-“ — Deletes the displayed invoice. Confirmation is required.
5. The drop down invoices list displays individual invoices that were
made against a reservation.



F-1-1-2-7-3 Invoice Editor Window -

& Fixlt! Invoice

Invoice information can then be

Total Amount : 0.00 Date Chrgd : (F ed Ited
Voucher# : Invoice # : 192152 -
# Seats : 0 User# : 1001
Pmt Received : 0.00

F-1-1-2-8 Taxable -

) Taxable Select the taxable status of the reservation or sale.
) NonTaxable
F-1-1-2-9 Voucher Selection -

--No Voucher v | Change the voucher selection with
the drop down box.

F-1-1-2-10 Exit -

Exit — Saving is automatic when an action is taken.

F-1-1-2-11 Edit Comp/Coupon — Returns to Fixit Main Screen.

Edit Comp(s) | | Edit Couponis) | 1. Edit Comps —
2. Edit Coupons -

F-1-1-2-11-1-1 Information Window -

A warning appears informing that
the Editing will affect the comps
associated with a particular
confirmation number.

\}) To make changes ko an entire date of comps, use the Comps Editar in the Utilities menu.

F-1-1-2-11-1-2 Edit Comp List -

4“ u 1. Click on Comp Description to make

changes.

2. Red X — deletes the Comp.

Note: There can be multiple Comps
displayed.

3. Add — Adds a blank Comp for editing.
4. Arrow Bar — nagivate between pages of
Comps when available.

J




F-1-1-2-11-2 Information Window -

A warning appears informing that the
Editing will affect the coupons
associated with a particular
confirmation number.

F-1-1-2-11-2-1 Edit Coupon List -

& Coupon Editor, - Sep 21, 2011

Expanding list of coupons.

Travel Magazine

1. Red X — Deletes the coupon.

s cowen ] (v 5| [ mosme) 2. Count — Denotes the number of coupons
that are connected to the description.

3. Add Coupon — Adds a blank coupon.

4. Save/Exit — As indicated.

5. Exit/NO Save — As indicated.




Appendix G: Account Editor - Return to Table of Contents.

Account Name: IST[NNBRANSDN\ Address: 2719 W Hwy 76 .
Contak DxpmLnk Gt s . Account Information —
Title: State: | MO Zip:| 65616 Cry: | United ¢ N . .
Oeputnet Mg 301 Addess, oimraenniom . Restrict Group Pricing -
Phone: | (417) 334-7000 Eaxt: Other Info: 09 contracts recieved -

. Status —

. Credit Card on File —

. Agent Pickup -

. Reseller —

. Other Info —

. Send Email Contract —

. List of Contracts —

. 10. Add Contract —

11. Remove Selected Contract —

12. Exit (Esc) -

Fax | (417) 3363013
Salutation: [CJRestrict Group Pricing ta Contract
Status | & | Groups Status: | ¥
Y=Active [=Inactive A=Agent Pickup X=Archived P=PrePaid
[ credit Gard on File

Agent Pickup,
@Prmtatsale O Pt at Resenation

Reseller?: | N | Y=Ves (Non-Taxsble) N-No (Taxable)

Contracts

]
Name Show(s) Aduft_ Student _ ChildFamilyPas__ Senior __ Other _ Field1__ Field2  Field3 A

OCoOoONOOOAPRWN--

Add Contract ] [_Remove Selected Contract | | Exit (Esc)

G-1 Account Information —

Account Name: & TO ZVACATIONS Address: | P.O. Box 2023
= Account information on file is displayed
Title State: | MO Zip: 65737 Ctry: | United £ . .
Degstaen Mo Ao muo@gonioon and can be edited if necessary.
Phone: | (417) 8405852 Ext: Other Info: | After Hours Phone # 417-340-5852 fad
Fax | (417 587-3204 Web Site= atozvacationslive com
Salutation: [JRestrict Group Pricing to Contract toppen@hughes-brothers cor

G-2 Restrict Group Pricing —

[[]Restrict Group Pricing to Contract  Checking box limits group pricing to Contract Prices only.

G-3. Status —

Status: | T Groups Status: | ¥
Y=Active I=Inartive A=Agent Piclup X=Archived P=PrePaid

Y - Active

| - Inactive

A- Agent Pickup
X - Archived

P - PrePaid

A Group can have a different status than an
individual.

G-4. Credit Card on File —

L] Credit Card on File Checking this box opens a swipe or manual entry of a credit
card. Opens swipe option.

G-4-1 Swipe option -

Swiping the card auto fills the Credit Card Information.
Please Swipe Pressing “Enter” twice opens Credit Card Information screen for

Card Now... manual entry.
or press

"Enter" twice




G-4-2 Customer Information -

&' Credit Card Information

1. Customer information.
First Name: 2. Submit <Enter> records the information.

et 3. Reswipe Card - if the information is not
Exp. Date: auto-entered. Previous swipe is cleared.
o cote 4. Cancel <Esc> - Returns to Account Editor.

Address:

G-5 Agent Pickup -

Agent Pickup: . .
5 ¥ @pmtatsale  Opmiatresenaion  Select when the payment is required to be made.

G-6 Reseller —

Reseller®, [N | ¥=Ves (Hon-Taxable) N=Ho (Taable) - Reseller status for tax purposes. Yes is the default.
Use only No in cases where taxes are not paid by
reseller.

G-7 Other Info —
S | et " Information can be added here pertaining to the FIT or contracts
attached to the FIT.

G-8 Send Email Contract —
For future use.

G-9 List of Contracts —

Contracts

C | \
Name Show(s) Adult  Student ChildFamily Pas ~ Senior  Other  Field1  Field2  Field3 ~ Auto-ﬂ”ed as Contracts

are added. Lists all
contracts previously
connected with the FIT.

G-10 Add Contract —

Add Contract




G-10-1

1. Add — Opens a list of existing contracts to choose

Do you wish to ADD an existing Contract to

this Account from .
-OR- 2. New — Opens Contract Editor
Do you wish to create a NEW Contract and 3_Cance| -

link it to this Account?

ap [ wew ] [Cancel |

G-10-1-1 List of Existing Contracts -

A 1. List of Contracts —

e m— 2. Contract Information —

3. Edit Selected Contract —

4. Delete Selected Contract —

5. Add Selected Contract to Account —
6. Cancel -

[EoiSoiodod | [Dcmsoleron] [ SelocidComtractin ccourt] [ cancel

G-10-1-1-1. List of Contracts —

Contracts . . o

List of all available contracts within the
system. Highlight the desired contract to
display information.

Contract Mame

ID§12.88 |
D %13.495

D %15.00

G-10-1-1-2. Contract Information —

oA
All the data associated with the contract is displayed. This
information can then be visually confirmed before selecting.

Fam Pass : 53.65
Senior :
Other :
PO:
PY:
PG:

G-10-1-1-3 Edit Selected Contract —

Opens Contract Editor.

G-10-1-1-4 Delete Selected Contract —
As indicated.
Delete Selected



G-10-1-1-5 Add Selected Contract to Account-

[A{I{I Selected Contract to Account ] Adds Contract and returns to Account
Editor.

G-10-1-1-6 Cancel -

[ Cancel ]

Cancels action and returns to Account Editor.

G-11 Remove Selected Contract -

[ Remove Selected Contract

] Deletes contract and refreshes list.

G-12 Exit (Esc) -
[ Exit (Esc)

] Returns to Returns to Accounts Receivable Menu




Appendix H: Contract Editor - Return to Table of Contents.

£ Contract: D $12.88

Adutt (D) 12.88 | itudent (5T) 10.73|  chiach 531 StartDate  End Date 1. Contract Prices —
MyPsS(R)|  5365]  sener(R 000]  owmeren 0.00 = = 2. Start Date — For future use.
cum_tx vem e e o |3 End Date — For flure use
Field T( ) 0.00 Field 8 ( } 0.00 Field 9 ) 0.00 4 ContraCt Name -
Shows Attached to this Contract (Max 20) Available Shows 5. Email Form Name - For
o [ | future use.
1R oty 6. Edit FIT Contract Labels —
s 7. Shows Attached to this
(5] oot oo Contract —
8. Available Shows —
9. Arrow Keys —
10. X" Key -
x * 11. Exit - Returns to Table of
Contents.

H-1 Contract Prices —

AGREDN 1288 RwdemtEhl 003 @Rl %1 4 Labels are created in Contract Label
ity Pas (FP) K365 Senior (SR} 0.00 Other (OT) 0.00 Ed |tor_
Field 1 {PO} 0.00 Field 2 {PY} 0.00 Field 3 (PG} 0.00 N . . . .
, , , 2. Edit prices by clicking in the box next to the
Field 4( } 0.00 Field 5 { } 0.00 Field 6 { } 0.00 .
_ _ _ right of the label and enter the number
Field T{ } 0.00 Field 8{ } 0.00 Field 9{ } 0.00

desired using the decimal for cents.

H-2 Start Date — For future use.

Start Date

H-3 End Date — For future use.
End Date

H-4 Contract Name —

Contract Name | D $12.88 Any nomenclature can be used to designate a contract

price.
H-5 Email Form Name - For future use.

E-Mail Form Name

H-6 Edit FIT Contract Labels —

Edit FIT Contract Labels ] Opens FIT Contract Label Editor




H-7 Shows Attached to this Contract —
L T Sl Details the shows that have been previously attached

The Duflons - 200 P to a particular contract. This list is editable.

H-8 Available Shows —

Available Shows . .
Tt o This is a list of shows that may be attached to a
Trinidad Test- 7:00 Pk ~

Starlite - 4:00 PM contract. Any show already attached will not be
pellarmine Lk 500 FA displayed. The list is generated by editing and/or
Acrobats - 3:34 AM scheduling shows in Administration: Edit Shows and
Jeerk- 8:00 P TimeS.

H-9 Arrow Keys —

E After highlighting an available show, this key moves that show to the Shows
Attached list.

[B After highlighting an attached show, this key moves that show to the Available
Shows list.

H-10 “X” Key -
This clears all attached shows and moves them to the Available Shows list.
H-11 Exit -

All information is saved upon entering. Exit returns to the
originating screen.

[ Exit |




1 Set Operating Variables

Appendix J: Set Operating Variables — L | - Return to Table
of Contents. Return to Utility Programs. WARNING — To be edited by the Programmer or other
qualified personnel only.

1. System — opens System Variables setup
screen.

2. Credit Cards — selects Credit Card
gateway for system setup.

3. For Future Use —

4. Online Settings —

5. System Color —

6. For Future Use —

<Esc> Return — returns to Utility Programs.

System Setup

[ 1 System J

| 2 Credit Cards |

3 For Future Use

| 4 Online Settings ‘

| 5 System Colors ‘

6 For Future Use

| <Esc> Return j

J-1 System —

System Variables

No Bkgrd behind Prg : N |

18

19.

20
21
22
23
24
25
26
27

=4 “'| 1. Theater Information Block -
?‘ Name: Demo Theater Automatic New Search? : Y 2 NeXt Conflrmatlon # -
Address: 222 EasySt. Allow Extended Search? : N 3. Next Season Pass # -
City: Branson Ask to Split Vouchers? : N .
State: MO Zip: 65616- Send Online Trigger :| — | 4 NeXt InVOICe # -
Phone: 8444484287 Auto-Fill FIT Pricing? : Y 5. Reservation Codes? -
E-Mail: demo@gloryinc.com Groups Comp F-Key :
Next Confirmation #: 10088 m Displny-lnm:t'rue Fl'.l"s?: N 6' C(?"eCt Survev InfO? =
N SomonPomtl___1] (2SS Copy of Crodk Card R 7. Price Chart each show? -
lext Invoice #: . .
Use Reservation Codes? : N — B Cl::t::):;:tp;::::::: 8 Spllt PFICG Chart? -
ot Sy ot " | Awolose Show?:(N | #Days: o 9. New Coupon Procedure? -
Split Price Chart? : N fext U":';::t i i:(i:'::‘"r:": Nm 10. Combine Reservations? -
- Sports? : N rinidad? : .
Now Coupon Procedure? N o, | SPIName?: N Rapors Oiy? 11. Sell w/o Reservation? -
Sell wio Reservation? : Y DEMO SC Font Size:] 10 12. Ignore Contracts? -
Ignore C 2: N : New FIT Sales?: Y . _
grore coniact?i [ pomrs- 13. C.ancellatlon Fee
TixFIT N Theme Park : N 14. TixFIT —
Eject Cash Drawer? : N 15 Theme Park -
Price Desc. (FIT or VOU) : FIT | Save - . -
Blank Out FIT Rates? : N e Insert Resellor :[Edit] 16. Eject Cash Drawer -

. Price Desc. (FIT or VOU) -

Blank Out FIT Rates? -
No Bkgrd behind Prg -
. Network Data -
. Local Data -
. Passwords -
. Next Unique ID -
. File Identifier -
. Printers... -

. Automatic New Search? -

. Allow Extended Search? -




28. Ask to Split Vouchers? -

29. Send Online Trigger -

30. Auto-Fill FIT Pricing? -

31. Groups Comp F-Key -

32. Display Inactive FIT's? -

33. Copy of Credit Card Receipt to
Theater Email? -

34. Extra Copy of Receipt Ticket? -
35. Print Deposit Receipt? -

36. Auto-Close Show? -

37.# Days —
38. # of Shows in Column -

39. Sports? -
40. Trinidad? —
41. Split Name? -

42. Reports Only? —
43. SC Font Size —

44. New FIT Sales —

45. Insert Reseller — For
Programmer Use Only.

46. Save — Saves changes and
returns to System Setup menu.
47. Cancel — Returns to System

Setup menu.
J-1-1 Theater Information Block -
Name:| Mark’s Demo Theater . . . . .
Address:| 3451 West Hwy 76 The theater information is entered here. This is used
e e system wide when identifying the owner of the
N e information used within the system.

E-Mail:

J-1-2 Next Confirmation # -
Next Confirmation #: 479496 . i i
The next confirmation number can be edited here. The
system then uses subsequent numbers starting the date
the change was made here.

J-1-3 Next Season Pass # -

Next Season Pass # " The next season pass number can be edited here. The
system then uses subsequent numbers starting the date
the change was made here.

J-1-4 Next Invoice # -

Next Invoice #:| 192151 | The next invoice number can be edited here. The
system then uses subsequent numbers starting the date
any the change was made here.



J-1-5 Reservation Codes? -

e e i) N Reservation Codes can be used within the system for
reservation identification.

J-1-6 Collect Survey Info? -

Collect Survey Info? ;| N

J-1-7 Price Chart each show? -

Price Chart each show? :| Y
J-1-8 Split Price Chart? -

Split Price Chant? :| Y

J-1-9 New Coupon Procedure -

New Coupon Procedure? : N

J-1-10 Combine Reservations? -

Combine Reservations? ;| Y

J-1-11 Sell w/o Reservation? -

Sell w/o Reservation? :| Y

J-1-12 Ignore Contracts?-

Ignore Contracts? : N

J-1-13 Cancellation Fee -

Cancellation Fee :  0.00

J-1-14 TixFIT? -

TixFIT N

J-1-15 Theme Park? -

Theme Park : N

J-1-16 Eject Cash Drawer? -

Eject Cash Drawer? : N



J-1-17 Price Description (FIT or VOU) -
Price Desc. (FIT or VOU) :| FIT

J-1-18 Blank Out FIT Rates? —

Blank Out FIT Rates? : N
J-1-19 No Background behind Program -

No Bkgrd behind Prg :| N
J-1-20 Network Data -

J-1-21 Local Data -

J-1-22 Passwords -

J-1-22-1 Change Passwords

EP Change Passwords

S 1. Opens dialogue box to change Administration
Deletion Password: | password.
R — 2. Opens dialogue box to change to allow

B ] deletions.

3. Opens dialogue box to change for refunds.

4. Exit — Saves changes and returns to System
Variables.

J-1-22-1-1 (2)(3) — Authorization entry —

£ Enter Current Administration Pas...

1. Input Administration password to continue.

! 2. Submit — Returns to previous screen with

authorization to continue if password is valid.
Cancel (Esc) 3. Cancel (Esc) — Returns to Change Password.

J-1-23 Next Unique ID -

Next Unique ID:
150042 This variable is used by system to identify customers.

J-1-24 File ldentifier -

File ldentifier:

Mark For Programmer use only.



J-1-25 Printers... -

Opens Printer Selection options.

J-1-26 Automatic New Search? -

Automatic Mew Search? :|Y

J-1-27. Allow Extended Search? -

Allow Extended Search? :| N

J-1-28 Ask to Split Vouchers? -

Ask to Split Vouchers? :| N

J-1-29. Send Online Trigger -

Send Online Trigger ;| ..
J-1-30 Auto-Fill FIT Pricing? -

Auto-Fill FIT Pricing? :| N
J-1-31 Groups Comp F-Key -

Selects which price in Price Chart is used for Comps.

Groups Comp F-Key : . .
: : . Sets an F-Key identifier.

J-1-32 Display Inactive FIT's? -

Display Inactive FITs? : N

J-1-33 Copy of Credit Card Receipt to Theater Email? -

Copy of Credit Card Reciept
to Theater Email? :| N

J-1-34 Extra Copy of Receipt Ticket? -
Extra Copy of Reciept Ticket? :| N

J-1-35 Print Deposit Receipt? -

Print Deposit Receipt? :| N

J-1-36 Auto-Close Show? -

Auto-Close Show? : N



J-1-37 # Days -

#Days:. 0] |f Auto-Close Show is “Y,” it starts a day countdown until show is
closed out.

J-1-38 # of Shows in Column -
# of Shows in Column : 30
J-1-39 Sports? -
Sports? ;| Y
J-1-40 Trinidad? -

Trinidad? :| N

J-1-41 Split Name? -
Split Name? :| N Allows more than one name box for a customer. (i.e. last, first.)
J-1-42 Reports Only? -

Reports Only? | Y

J-1-43 SC Font Size -

SC Font Size: 10

J-1-44 New FIT Sales? -
New FIT Sales?: Y
J-1-45 Insert Reseller -
Insert Reseller : | Edit | Do not use without Programmer help or approval

J-1-46 Save -

]

J-1-47 Cancel -

[ cawst |




J-2 Credit Cards —

Opens list of credit card gateways. For Programmer use or by instruction.

& Credit Card Gateway Selection. ..

2P
CCl
DT
ELAVON
I_DEF1
I DEFAZ
M
a

Highlight gateway and select.

J-2-1 Change Credit Card Variables

& Change Credit Card Yariables

Login ID

Path to IC Verify: | https:/test.internetsecure

Market Type 2_
5

Device Type

Transaction Key

Test? (V/N) Y |
Turn On Credit Card: []
Card Present
Boca Printer: []

Printer: | DYMO LabelWriter 400 Tt|

Save Changes ] [ Cancel (Esc) ]

J-3 For Future Use —

J- 4 Online Settings —

P Please Select One...

Online Display Setup Set Up Online FIT Access

Online Calendar Colors Setup

For Programmer input.

1. Online Display Setup
2. Set Up Online FIT Access —
3. Online Calendar Colors Setup —

J-4-1 Online Display Setup -

Online Display Setup

4. Cancel —

Opens options box for changing screen elements.



J-4-1-1 Options —

1. Page Background —

2. Table Background —

3. Large Font Color —

4. Page Background
Graphic URL —

5. Header Graphic URL —
6. Table Text —

7. Buttons —

8. Banner —

9. Left Bar —
10. Right Bar —
11. Save and Exit —
12. Update Display —
13. Exit (No Save) -

J-4-1-1-1 (2)(3) Page Background Color Choices —

Page Bkgrnd Color

loooos0

Table Bkgrnd Color
cococo

Large Font Color

FFFFFF

B Click in color box opens
Color selector.

J-4-1-1-1 (2)(3)-1 Color Selector —

\\\\\\\\\\

EamEEnf g
EEEET
EEEEAT

Custom col
.
N

D:

: HEA
§ HNE
¢ HE
i mnm
i | |

EEEEEN

EEEET
TEEENENE
EEEENET
THEEEER

1. Click on desired color.

2. Define Custom Colors — opens
multi-color selector.

3. OK — Makes change and returns
to previous screen.

3. Cancel — Returns to colors to
white (FFFFFF).

J-4-1-1-1-(2)(3)-1-1 Customer Color

Color

u

using custom selection

1. Select desired color by

Basic color
HrEEMEE N
N TN tool.
EENEEN N .
e = 2. Ok — applies color
s change.
o 3. Cancel — Returns
EEEEEEEN 4| colors to white (FFFFFF).
EEEEEEEN -Hug:1SD Red:[0
Qat:,r _reen:,T

| CoorSold [0 Buefd

Gk ‘A o Cirskom Cokes ‘

J-4-1-4 Page Background Graphic URL —

Page Background Graphic URL

no-repeat

L

1. Enter the URL address for the desired display
graphic.

2. Dropdown menu to choose display options.



J-4-1-5 Header Graphic URL —

Header Graphic URL Enter the URL address for the desired header
graphic. (i.e. theater logo)

J-4-1-6 Table Text —

Table Text  page Text Buttons Banner LeftBar  Right Bar

e e 0SS Commands for Text within a Table.

These are CSS commands. No changes should be
made without consult Programmer or prior
approval.

J-4-1-7 Page Text —

Table Text |Page Texi| Buttons Banner LeftBar  RightBar
€SS Commands for Text on the Page
color: #TTFffF; font-family: Arial; font-size: 12pt; font-weight: bold;

CSS Commands for Text on a Page.

These are CSS commands. No changes should be
made without consult Programmer or prior
approval.

J-4-1-8 Buttons —

Table Text Page Text (Butfons: Banmer LeftBar RightBar
€SS Commands to create Large and Small Buttons
#b1{ ~
-moz-BOX-SHADOW:inset 0px 1px Opx 0px #bee2f9;
Sty S oy SR 9 e CSS Commands to create large and small buttons.
background:-webkit-gradient{linear, LEFT TOP, LEFT
e e s 1hese are CSS commands. No changes should be
100%);

e e B S 10, WS, made without consult Programmer or prior

background:-o-linear-gradient(TOP, #63b8ee 5%, #468ccl
)

: I
background:-ms-linear-gradient(TOP, #63b8ee 5%, #468ccf a rova -

a
100%);
background:inear-gradient(TO BOTTOM, #63b8ee 5%,
#468ccf 100%);
FILTER:PRO microsoft
olorstr="#63b8ee", endcolorstr="#468ccf" gradienttype=0);
backgroundCOLOR:#6 3b8ee;
-moz-BORDER-radius:6px;
-webkit-BORDER-radius:6px;
BORDER-radius:6px;
BORDER:1px solid #3866a3; v

100°

J-4-1-9 Banner —

Table Text PageText Buttons (Banner: LeftBar RightBar

etz HTML to Create a Top-Centered Banner.

i e WS W) These are HTML/Java Script commands. No
changes should be made without consult

Programmer or prior approval.



J-4-1-10 Left Bar —

Table Text  Page Text Buttons Banner |LefiBar | RightBar

HTML and Javascript to create a Bar on the Left side of the Page
<script> ~

A s o HTML to Create a Bar on the left side of the page.
e These are HTML/Java Script commands. No
changes should be made without consult

Programmer or prior approval.

J-4-1-11 Right Bar —

TableText PageText Buttons Banner LeftBar |Righi bar |

HTML and Javascript to create a Bar on the Right side of the Page

scnp( ~
W( dth > 640) {

e <o s HTML to Create a Bar on the right side of the
page.
These are HTML/Java Script commands. No
changes should be made without consult
Programmer or prior approval.

J-4-1-12 Save and Exit —

Save and Exit Saves changes and returns to System Setup menu.

J-4-1-13 Table Text —
Update Display  Rodraws visual of changes made before saving.
J-4-1-6 Exit (No Save) —

Exit (No Save) Returns to System Setup menu.

J-4-2 Set Up Online FIT Access — WARNING: Contact Complete Ticketing for
access.

S HIfres Allows creation of logins for FITs, enabling them to

make online reservations.

J-4-2-1 Online FIT Setup -

FIT selection list.

Add to online.

Remove from online.

User ID and password

Authorize shows available to FIT
Reservation rules file —

Exit —

[~ hutherizad Shows avallable to this FIT —

Nookwh =

Exit Resarvation Rules File:



J-4-2-1-1. FIT selection list.

Bianson 2 Fox 1
Branson

Tourssm Cemor

List of available FITs

J-4-2-1-2. Add to online.

G s Click to add selected FIT to grant online access.

J-4-2-1-3. Remove from online.
Remove from Online

Remove selected FIT from online access.

J-4-2-1-4. User ID and password

Input up to 5 logins for selected FIT.

ofafo[m]-

J-4-2-1-5. Authorized shows available to FIT

- ows available to this FIT

1. Displays list of authorized shows availabe to the FIT.
2. Click “Edit List” to add or remove shows.

J-4-2-1-5-1. Edit screen -

Fp— Araiatia Shows

Use arrows to add or remove available
shows.

J-4-2-1-6. Reservation Rules file —

Reservation Rules File:

Click in box to open Reservation
Rules screen.

J-4-2-1-6-1 Reservation Rules selection -

1. Select Reservation Rule

2. Click Select List — applies rule and returns to
previous screen

j— 3. Cancel (Esc) — exits to previous screen

J-4-2-1-7. Exit —
= Returns to System Setup menu.




J-4-3 Online Calendar Colors Setup —

Online Calendar Colors Setup

J-4-3-1 Online Calendar Colors Setup —

Opens Calendar Color selection screen.

©CoNoOOOPhrWwWN =

. Page Background —

. Table Background —

. Large Font Color —

. Calendar Background Colors —
. Inactive Date Backgound -

. Inactive Date Color -

. Active Date Backgound -

. Active Date Color -

. Show List Background —

10. Header Graphic URL —
11. Page Text —

12. Buttons —

13. Save and Exit —

14. Update Display —

15. Exit (No Save) -

J-4-3-1-1 (2)(3)(4)(5)(6)(7)(8)(9) Page Background color choices —

Page kgrad Color Bikgma Color ant Colo
unn ﬂ foriaas ¢ | e ”
Calendar Bkornd Color  Inactve Date Bkornd  Inactivs Date
n ¥ | mm [y BEEE
Active Date Blgm Active Date Color

DDODDD ﬂ 000000 ¢ | rrrrrr ﬂ

““u Click in color box opens Color selector.

J-4-3-1-1 (2)(3)(4)(5)(6)(7)(8)(9)-1 Color Selector —

ccccc

Basic
o
u
u
u
u
L]

Custo
|
|

EEEEE
EEEETT
ENENEN
ENEET
TEEEEE
ENEEET

[ | H
(| E
§ AN
: N
| |
 HNE

CCCCCC

TTHEEEE

1. Click on desired color.

2. Define Custom Colors — opens
multi-color selector.

3. OK — Makes change and returns
to previous screen.

3. Cancel — Returns to colors to
white (FFFFFF).

J-4-3-1-1-(2)(3)(4)(5)(6)(7)(8)(9)-1-1 Customer Color

Color

@

EEEEEnE
EEEETIE
EEEEEN
(TH N lalm
TEEEEN
EENEENT
TEEEEN

=]
&
&

1L
T H

. 8
EE’ EEEENT

o
=
t
o
el
a
@

[0  Red:|0
sa:[o en,ﬂ_
| ColoiSolid |y [0 Buef0

Addta Custom Colors \

using custom selection
tool.

2. Ok — applies color
change.

3. Cancel — Returns

r_

x| 1. Select desired color by

colors to white (FFFFFF).



J-4-3-1-10 Header Graphic URL —

Header Graphic URL Enter the URL address for the desired header
graphic. (i.e. theater logo)

J-4-3-1-11 Page Text —
CSS Commands for Text within a Table.

et 2 These are CSS commands. No changes should be
made without consult Programmer or prior

approval.
J-4-3-1-12 Buttons —
. . CSS Commands to create large and small buttons.
o SR kot e These are CSS commands. No changes should be

background:-webkit-gradient{linear, LEFT TOP, LEFT . .
o el o e focn o e mMade without consult Programmer or prior
100%);

background:-webkit-linear-gradient(TOP, #63b8ee 5%, |
#468cct 100%); approva -

background:-o-linear-gradient{TOP, #63bBee 5% #468cct
100%);
background:-ms-linear-gradient(TOP, #63b8ee 5%, #468cct
100%);

background-linear-gradient{TO BOTTOM, #63b8ee 5%,
#468ccf 100%);

FILTER:PRO! microsoft.

J-4-3-1-13 Save and Exit —

Save and Exit Saves changes and returns to System Setup menu.

J-4-3-1-14 Table Text —
Update Display  Redraws visual of changes made before saving.
J-4-3-1-15 Exit (No Save) —

Exit (No Save) Returns to System Setup menu.

J-5 System Colors —

5 System Colors

Allows changing element colors within the system.

J-5-1 Element Option -

£ Please Select One... 1. Seating Chart -
2. Calendar —

3. Cancel —

Seating Chart Calendar

J-5-1-1 Seating Chart —

Seat Chart Background



Opens Seating Chart color selector.

J-5-1-1-1 Seating Chart Colors —

{EF Seating Chart Colors

Seat Chart Backg Seat Backg Special KeyWord
Row Label Special Indiv. | Special Group
r 3 ave

Pre-Assigned & © £
Letters
v H

00000000 000000000000 5 ssssssss
00000000 00000000000 4 ssssssss
00000000 VVVVVVVVRR 3 rrrrrrrr
s s OORRRR XXXX00000 2 rrrrrrrr
RROO HH HHOOOOHH 1 HHO00000O

Reset to Default

. Seat Chart Background —
. Seat Background —

. Row Label —

. Special Indiv. —

. Special Group —

. Special KeyWord —

. Pre-Asigned Letters —
Save —

. Exit—

10. Preview Display —
11. Reset to Default -

©O~NOUAWN

J-5-1-1-1-1(2)(3)(4)(5) Element Buttons for color choices —

Seat Chart Background Seat Background

Row Label Special Indiv. Special Group

Click button opens Color Selector.

J-5-1-1-1-1(2)(3)(4)(5)-1 Color Selector —

aaaaaaaaaa

f MEEEEng @

s EEEET]

i EEEEER
EEEEEN
EEEET
TEEEEN
EEEEET
IEEEEE

HE NN NN
NN N
Custom Col

1. Click on desired color.

2. Define Custom Colors — opens
multi-color selector.

3. OK — Makes change and returns
to previous screen.

3. Cancel — Returns to colors to
white (FFFFFF).

J-5-1-1-1-1(2)(3)(4)(5)-1-1 Customer Color

Color

u

EEEEETE
EEEET S
EEENENT
ENEEEN
EEEET
MTENEEE
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EEEEN
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| ColorSalid  |ym: [0
‘A o Cirskom Cokes ‘

1. Select desired color by
using custom selection
tool.

2. Ok — applies color
change.

3. Cancel — Returns

i || colors to white (FFFFFF).

Green: ,T
Blue: IT

J-5-1-1-1-6 Special KeyWord -

[ Special KeyWord \’

Keywords that can be found in Price
Description. Seats will be colored accordingly.

J-5-1-1-1-7 Element Buttons for color choices —



e 000 EE=1 Glick putton opens Color Selector.

v H s Exit

J-5-1-1-1-7-1 Color Selector —

ﬁ
X

1. Click on desired color.

2. Define Custom Colors — opens
multi-color selector.

3. OK — Makes change and returns
e to previous screen.

ok 1 _coen | 3. Cancel — Returns to colors to
white (FFFFFF).

LET LT e
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Define Cusiom Col
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J-5-1-1-1-7-1-1 Customer Color

Colr x| 1. Select desired color by
BrEEEEEE ' | using custom selection
ErFEEEEN tool.
:2:::::: 2. Ok — applies color
AN EEEEEN Change_
_ L § 8 0 UnN Em
o 3. Cancel — Returns
EEEEEEEN 4| colors to white (FFFFFF).
snnnnnnn -2 2L

Define Custom Colors 55 | Coleroi L;m-]r 75@.'9*
Cancel Add to Custom Colors ‘

J-5-1-1-1-8 Save —

Save Saves changes and returns to System Setup menu.

J-5-1-1-1-9 Exit -

Exit Returns to System Setup menu.

J-5-1-1-1-10 Preview Display —

00000000 000000000000 5 ssssssss
00000000 00000000000 4 ssssssss
00000000 VVVVVVVVRR 3 rrrrrrrr

ooman xeixenooo  ereerr ACtive display of color choices.

RROOSSHH HHOOOOHH 1 HHO00000

J-5-1-1-1-8 Reset to Default —

Reset to Default

Clears all changes and reverts to default color settings.

J-5-2 Calendar Colors —

Calendar .
Opens Calendar color selection.



J-5-2-1 Calendar —

[T Calendar Colors

Form Background Letters / Numbers Color

Month Background Disabled Numbers

Day Background Reset to Default

January - 2019 Save
5§ M T W T F §
1 2 3 4 5
6 7|8 8|0 41 12
13 14 15 16 17 18 19
20 [21] 22 2324 25 25
27 2829 30 3
Exit

. Form Background —

. Letters/Numbers Color —
. Month Background —

. Disabled Numbers —
Day Background —

. Reset to Default —

. Calendar Preview —

1
2
3
4
5.
6
7
8. Save —
9. Exit -

J-5-2-1-1(2)(3)(4)(5) Element Colors —

Form Background Letters / Numbers Color

Clicking button opens Color Selector.

Month Background Disabled Numbers

Day Background

J-5-2-1-1(2)(3)(4)(5)-1 Color Selector —

E-rermere 1. Click on desired color.
HrEEEENN .
S ——— 2. Dfaflne Custom Colors — opens
ancnmrar multi-color selector.
e w3 OK — Makes change and returns
MEEEEEES to previous screen.

o 3. Cancel — Returns to colors to

white (FFFFFF),

J-5-2-1-1(2)(3)(4)(5)-1-1 Customer Color

Coler x| 1. Select desired color by
BrEECEEE using custom selection
ErFEFEEN tool.
:::::::: 2. Ok — applies color
EEEEEEEN Change_
.
— 3. Cancel — Returns
EEEEEEEN 4| colors to white (FFFFFF).
Hue:[1600  Red:[0

snnnnnnn e =t

e I ColoriSalid |y ]D— Blue ,D—
Cancel Add to Custom Colors ‘

J-5-2-1-6 Reset to Default —

Reset to Default Clears all changes and reverts to default color

settings.

J-5-2-1-7 Preview Display —

January - 2019
s M T W T F s

72 21 B i 5
&1 72| FeX o Bo) Bl iz
13|14 115 [16 17 18 19
20 [21] 22 23 24|25 26
27//28//29 30 31

Active display of color choices.



J-5-2-1-8 Save —

ave | gaves changes and returns to System Setup menu.

J-5-2-1-9 Exit —

Exit Returns to System Setup menu.




Appendix K: Completing a Sale: From the Pricing Chart - Return to Table of Contents.
K-1 Payment Type —

& Payment Type

S 1. Select Payment Type —
et 2. Click Submit —
O Credit card

Select (Enter)

K-2

&f Accounting,

Figure Split Amount Acrobats - 3:34 AM on Thursday, 07/31/14 2 seats

Transaction Total: § 45.06

Amt Tendered  Change Due
Amount Paid: § 45.06 Total Deposit: § 0.00

Balance Due: § 0.00 Total Amount Due: § 45.06
Amt Chigd: § 2253 | Client: ALL ACCESS BRANSON | wro:| 123 |
Paid Cash: § 5.00
Paid Check: § 10.00 | Chi#:/321 |
Paid Cr Card: § 753| cox | ExpDate:

[ oo [confirm ant-c) | ["cancel€sc) | [ PrintReceipt (A1-P)




Appendix P: Print Preview - Return to Table of Contents.

Print Preview %]

@ b [p] 100 v| B¢ &

P-1 Navigation Bar -

Go to first page and go to previous page.
4 @ Go to next page and go to last page.

P-2 Page Selection -
¥ Allows you to select a page to go to

P-2-1 Page Number Selection -

‘GotoPage  [X] Enter the page number to go to and select OK.

Page Nurber Cancel returns to preview.

P-3 Zoom -

100% % | View size from 10 to 500 %. Zoom fits page to screen.

P-4 Go To Print -

% Opens the Windows® print dialogue box.

P-5 Exit without printing.

EB.

P-6 Closes Print Preview Window.
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How to Remove an Attached Reservation.
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How to Refund an Entire Sale.
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How to Add a New Show.

How to Move Sold Seats.

How to Move a Reservation.
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How to Merge FITs.

How to Edit Online Settings. Contact qualified TCTS Programmer.




1. How to Nagivate within TCTS. Return to Table of Contents. Return to How To Table of
Contents.

1. Using the mouse.
The mouse has two buttons on the top. The left button selects and/or activates what is highlighted. The right
button does something really cool, too, but I'm not sure what it is. Try it and find out.

2. Using the keyboard.

Whether you're writing a letter or calculating numerical data, your keyboard is the main way to enter information
into your computer. But did you know you could also use your keyboard to control your computer? Learning just a
few simple keyboard commands (instructions to your computer) can help you work more efficiently. This article
covers the basics of keyboard operation and gets you started with keyboard commands.

How the keys are organized
The keys on your keyboard can be divided into several groups based on function:
e Typing (alphanumeric) keys. These keys include the same letter, number, punctuation, and symbol keys
found on a traditional typewriter.

e Control keys. These keys are used alone or in combination with other keys to perform certain actions. The

most frequently used control keys are Ctrl, Alt, the Windows logo key , and Esc.
e Function keys. The function keys are used to perform specific tasks. They are labeled as F1, F2, F3, and
so on, up to F12. The functionality of these keys differs from program to program.
o Navigation keys. These keys are used for moving around in documents or web pages and editing text.
They include the arrow keys, Home, End, Page Up, Page Down, Delete, and Insert.
e Numeric keypad. The numeric keypad is handy for entering numbers quickly. The keys are grouped
together in a block like a conventional calculator or adding machine.
The following illustration shows how these keys are arranged on a typical keyboard. Your keyboard layout might
be different.

0 0000 0000 0000 g = = =

00 CC00)
EEEIEEE
CIC L]
NS =N
.- OO0 000 0]

@ Confrol keys @ Navigation keys
@ Function keys @ Numeric keypad
Typing (alphanumeric) keys . Indicator lights
Typing text

Whenever you need to type something in a program, e-mail message, or text box, you'll see a blinking vertical line

( 1). That's the cursor, also called the insertion point. It shows where the text that you type will begin. You can
move the cursor by clicking in the desired location with the mouse, or by using the navigation keys (see the
"Using navigation keys" section of this article).

In addition to letters, numerals, punctuation marks, and symbols, the typing keys also include Shift, Caps Lock,
Tab, Enter, the Spacebar, and Backspace.



Key name

Shift

Caps Lock

Tab

Enter

Spacebar

Backspace

Using keyboard shortcuts

L

guh mit

J

How to use it

Press Shift in combination with a letter
to type an uppercase letter. Press Shift
in combination with another key to type
the symbol shown on the upper part of
that key.

Press Caps Lock once to type all letters as uppercase.
Press Caps Lock again to turn this function off. Your
keyboard might have a light indicating whether Caps Lock is
on.

Press Tab to move the cursor several spaces forward. You
can also press Tab to move to the next text box on a form.

Press Enter to move the cursor to the beginning of the next
line. In a dialog box, press Enter to select the highlighted
button.

Press the Spacebar to move the cursor one space forward.

Press Backspace to delete the character before the cursor,
or the selected text.

Keyboard shortcuts are ways to perform actions by using your keyboard. They're called shortcuts because they

help you work faster. In fact, almost any action or command you can perform with a mouse can be performed

faster using one or more keys on your keyboard.

In Help topics, a plus sign (+) between two or more keys indicates that those keys should be pressed in
combination. For example, Ctrl+A means to press and hold Ctrl and then press A. Ctrl+Shift+A means to press

and hold Ctrl and Shift and then press A.

Find program shortcuts

You can do things in most programs by using the keyboard. To see which commands have keyboard shortcuts,

open a menu. The shortcuts (if available) are shown next to the menu items.



| Untitled - Notepad

File Format View Help
Unde Ctrl+Z
Cut Ctrl+X
Copy Ctrl+C
Paste Ctrl+V
Delete Del
Find... Ctrl+F
Find Mext F3
Replace.. Ctrl+H
Go To.. Ctrl+G
Select All Ctrl+A
Time/Date F5

Keyboard shortcut: .
pesEereE Keyboard shortcuts appear next to menu items.

Choose menus, commands, and options

You can open menus and choose commands and other options using your keyboard. In a program that has
menus with underlined letters, press Alt and an underlined letter to open the corresponding menu. Press the
underlined letter in a menu item to choose that command. For programs that use the ribbon, such as Paint and
WordPad, pressing Alt overlays (rather than underlines) a letter that can be pressed.

@’

| I ® ¢ = |Untitled - Paint
=]

L]

1

o
= .
=
&

Save as 4

Pri 3 Underlined
" letter

== [From scanner or camera

*| send in e-mail

Press Alt+F to open the File menu, then press P to choose the
Print command.

This trick works in dialog boxes too. Whenever you see an underlined letter attached to an option in a dialog box,
it means you can press Alt plus that letter to choose that option.



Useful shortcuts
The following table lists some of the most useful keyboard shortcuts.

Press this To do this

Windows logo key # Open the Start menu

Alt+Tab Switch between open programs or windows

Alt+F4 Close the active item, or exit the active program
Ctrl+S Save the current file or document (works in most programs)
Ctrl+C Copy the selected item

Ctrl+X Cut the selected item

Ctrl+V Paste the selected item

Ctrl+Z Undo an action

Ctrl+A Select all items in a document or window

F1 Display Help for a program or Windows

Windows logo key # +F1 Display Windows Help and Support

Esc Cancel the current task

Application key E Open a menu of commands related to a selection in a

program. Equivalent to right-clicking the selection.



Using navigation keys

The navigation keys allow you to move the cursor, move around in documents and web pages, and edit text. The

following table lists some common functions of these keys.

Press this

Left Arrow, Right Arrow, Up Arrow, or Down

Arrow

Home

End

Ctrl+Home

Ctrl+End

Page Up

Page Down

Delete

Insert

Using the numeric keypad

To do this

Move the cursor or selection one space or line in the
direction of the arrow, or scroll a webpage in the direction of
the arrow

Move the cursor to the beginning of a line or move to the top
of a webpage

Move the cursor to the end of a line or move to the bottom of
a webpage

Move to the top of a document

Move to the bottom of a document

Move the cursor or page up one screen

Move the cursor or page down one screen

Delete the character after the cursor, or the selected text; in
Windows, delete the selected item and move it to the
Recycle Bin

Turn Insert mode off or on. When Insert mode is on, text that
you type is inserted at the cursor. When Insert mode is off,
text that you type replaces existing characters.

The numeric keypad arranges the numerals 0 though 9, the arithmetic operators + (addition), -

(subtraction), * (multiplication), and / (division), and the decimal point as they would appear on a calculator or

adding machine. These characters are duplicated elsewhere on the keyboard, of course, but the keypad

arrangement allows you to rapidly enter numerical data or mathematical operations with one hand.
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To use the numeric keypad to enter numbers, press Num Lock. Most keyboards have a light that indicates

Numeric keypad

whether Num Lock is on or off. When Num Lock is off, the numeric keypad functions as a second set of
navigation keys (these functions are printed on the keys next to the numerals or symbols).
You can use your numeric keypad to perform simple calculations with Calculator.

keys

So far, we've discussed almost every key you're likely to use. But for the truly inquisitive, let's explore the three
most mysterious keys on the keyboard: PrtScn, Scroll Lock, and Pause/Break.

PrtScn (or Print Screen)

A long time ago, this key actually did what it says—it sent the current screen of text to your printer. Nowadays,
pressing PrtScn captures an image of your entire screen (a "screen shot") and copies it to the Clipboard in your
computer's memory. From there you can paste it (Ctrl+V) into Microsoft Paint or another program and, if you
want, print it from that program.

More obscure is SYS RQ, which shares the key with PrtScn on some keyboards. Historically, SYS RQ was
designed to be a "system request," but this command is not enabled in Windows.

e Press Alt+PrtScn to capture an image of just the active window, instead of the entire screen.

ScrLk (or Scroll Lock)

In most programs, pressing Scroll Lock has no effect. In a few programs, pressing Scroll Lock changes the
behavior of the arrow keys and the Page Up and Page Down keys; pressing these keys causes the document to
scroll without changing the position of the cursor or selection. Your keyboard might have a light indicating whether
Scroll Lock is on.

Pause/Break

This key is rarely used. In some older programs, pressing this key pauses the program or, in combination with
Ctrl, stops it from running.

Other keys

Some modern keyboards come with "hot keys" or buttons that give you quick, one-press access to programs,
files, or commands. Other models have volume controls, scroll wheels, zoom wheels, and other gadgets. For
details about these features, check the information that came with your keyboard or computer, or go to the
manufacturer's website.



2. How to Make a Ticket Sale without a Reservation. Return to Table of Contents. Return
to How To Table of Contents.

1. Go to Main Menu.

2. Go to Module 1: Ticket Sales/Reservations. : 1. Ticket Sales / Reservations |

3. Go to Select Show with Time then Date. (... LSelect Showwah Time thendate |

4. Select the Show with Time. This opens the Calendar.

& Select An Option X

[ 1 The Dittons - 2:00 PM ]

[ 2 Starlite - 4:00 PM ]

Y DT ob e A ——

[ 4 Jeerk - 8:00 PM ]

[ <Esc> Return to Main Menu ]

5. Choose the Date on the Calendar. This opens the Seating Chart.

February - 2014 March - 2014 April - 2014
s MoT oW s S M T W T F s

TOF S M T W T F S

May - 2014 June -2014 July - 2014
S M T WTFS SMTWTES SuwT WTF
=) 00

(F5) (F3) (ESC) (F2) (F4)

6. Choose the seats by clicking on the “O”. Any other lettered seat is unavailable.

i Seating Chart - Jeerk - 8:00 PM - Friday - February 14, 2014

| 12:01 AM  [Reservations|[change Date || sales Change iMonify Res. |[ Recall Res. |[ CancelExt
) (F3) ) Show (F5) (F6) 1) (Esc)
[ISold out Selected
[]Disable Web o
L[] Showdull - Web

Today
Edit Seating
S ot Chart
(Alt-S)
5 T e {Mms.,,(,
Seat:
L e 00 K 000000000000 Kk 00 ems
0 000 1 00000000000 1 00 O
i 1
00000 H 00000000000 H 00000
(ALTR) 0000000 ¢ 00000000000 ¢ 0000000
00000000 F 00000000000 F 000000
Total: 275 00000000 E 00000000000 £ 000000
Sold: 0 00000000 D DO0D0O0000000 D 000000 (A1)
R 28 00000000 ¢ RRRRRROVVVY ¢ 000000 Hoga
T 00000000 8 RRRRRRRRRRR B 000000 -
e o 00DO00O00aRRRRRRRRRRR A 000 00 0
Groups: 0
Chkd In: 0 Right Center Left [
E @ Ma AR-C)

7. Once the seats are selected, click the Sales (F6) Button . This opens the Zip
Code Query.



8. Enter the 5-number Zip Code, if activated by Administration. OK opens the Survey
Code List.

& Enter Zip C... |0

9. Select Survey Code, if activated by Administration. This opens the Price Chart.

@ Main Headings
[14ndividual Sales| [2-Group Sales | [ ][ ][ ]
[1-How d'yall hear] [3-AZ Why ] [ ] [ ] [ ]
[z-internet Heading [4-Sales Agents | | ] [ ] | Cox_]

Final Selection

[ TAGT | 11 Bilboard ] [ 21BransonFest I ] ([ #1Vacation Charrel |
[ 2TelevisionShow | [ 12Local ] [ 22Road Show ] [ 32tvindek ] [ 42-cther show in theatr |
([ 3Radioad ] [ 13DiveBy(sign) | [ 23wmasbroadcast | [ 33-famiy guests ] [ 43johtnp lonestar |
[ 4Newspaper ] [ 14Biochue ] [ 24 advertising” ] [34hadntbeenhee et | [ 44ltwasonthelist |
[ 5Wword0' Mauth ] [(15AepeatCustomer | [ 25Dutieninfes | [ 35AFD TV ] [ s5uPsale ]
[ 6Magazine 4d ] [A6dntemet/waw | [ 26Brett Family ] [_36Glamer ] [ 46fags ]
[ 7Teaser ] [ 17-Chuch ] [ Z7Gas\oucher | s Got Talen | [ 474 ]
(_&Coupon ] [[18Bianson Reguar | [ 2BHughes Bios ] [ 3maz ] ((48:Branson guestcard_|
[ 8Ticket Agent ] [ 18JimOwen | T ] [ 33-audtion/iaifle ] ([ 48-nokin for 2 2pm shw |
[ 10-Naldea) ] [(20ahn Tweed ] ([ 30-Special Invitation ] [40-25% olf second show | [50-1/2 off second show |

10. Price Chart.

| : I ; 10-1. Select Price Chart by clicking
= : 5 G : = | onit. This will fill in the available
e = = - ——| pricing.
= = = = = —| 10-2. Select tickets pricing for each
m m = — | type of ticket required.
= = = 5 | s 10-3. Once “Seats Remaining” is ‘0’,
= = = ~ | click Confirm (Alt-C). This
m m 1] ~ | opens Payment Type.
e :_"-;::.::: o s l; =y R
) SoorsBomainig 6 Total Amount Dut tape  Cosmations 479502 Viow Al Prices | [ camniesa

12. Confirm the Total Seats Reserved with Current Seats Price on the Pricing Chart.

Total Seats Reserved: 2 Transaction Total: § 0.00
Current Seats Priced: 0 Total Deposit: $ 0.00
Seats Remaining: 2 Total Amount Due: $ 0.00



13. Click the button left of the customer payment type. Select (Enter) opens
Payment Transaction.

&f Payment Type X

$2200
@iCash
O Check
(O Credit Card

Select (Enter)

14. Confirm the payment amount that has is displayed in the Paid category.

B Accounting X
Figure Split Amount RFD - 8:00 PM on Wednesday, 07/23/14 4 seats

Transaction Total: § 88.00

Amt Tendered  Change Due
Amount Paid: § 88.00 Total Deposit: $ 0.00

Balance Due: § 0.00 Total Amount Due: § 88.00
Paid Cash: § 22.00
Paid Check: § 22.00 | cnk #1234 |
Paid Cr Card: § 14,00 cc.r.!:\ | Exp Date:‘
Check Req.: § I:l [_confirm (an-c) | [ cancel (Esc) | [ Print Receipt (AP} |

15. Confirm (Alt-C) completes the transaction, prints the
tickets and returns to Seating Chart.




3. How to Make a Reservation. Return to Table of Contents. Return to How To Table of
Contents.

1. Go to Main Menu.

2. Go to Module 1: Ticket Sales/Reservations. : 1. Ticket Sales / Reservations

3. Go to Select Show with Time then Date. l...18elect Show with Time then Date |

4. Select from the Show and Time list; this opens a Calendar.

7/ February - 2014 March - 2014 April - 2014

() - 2z
)

May - 2014 June - 2014 July - 2014

SN OTW T FES SEH T WTES SHTWTFS

GO (emea] > J00 ]
s () (60 (721 ()

5. Select desired date on the Calendar. This opens the Seating Chart.

6. Select the seats to be reserved by clicking on the seats. An “X” will replace the “O” for
each seat chosen.

]
7. Select Reservations (F2). L™ | This opens the Reservations Form.

8. Enter the customer information.

9. Select the “P” [E] This opens the Pricing Chart.

10. Choose the ticket designations and pricing.

n 10-1. Select Price Chart by clicking on it. This will fill
== in the available pricing.
10-2. Select tickets pricing for each type of ticket
required.
10-3. Once “Seats Remaining” is ‘0’, click Confirm

(Alt-C). This opens Payment Type.

L U

[ENNENENNENNNNENNNENE]

INENNNENE R
INENNNNNR NN R
[EENNNNNREEE]

INNNNNENNERRN]




11. Confirm the Total Seats Reserved with Current Seats Price on the Pricing Chart.

Total Seats Reserved: 2 Transaction Total: 0.00
Current Seats Priced: 0 Total Deposit: $ 0.00
Seats Remaining: 2 Total Amount Due: $ 0.00

12. When the Seats Remaining is “0”, click Confirm (Alt-C) [__gomim@ita)  Jon the
Pricing Chart. The reservation is made and the screen returns to the Seating Chart.




4. How to Make a Group Reservation. Return to Table of Contents. Return to How To
Table of Contents.

1. Go to Main Menu.

2. Go to Module 1: Ticket Sales/Reservations. : 1. Ticket Sales / Reservations |

3. Go to Select Show with Time then Date. (...LSelect Showwah Time thendate |

4. Select from the Show and Time list; this opens a Calendar.

fa 15

O EEEIE
Baa)

May - 2014 June - 2014 July - 2014

SN OTOWTFE S SE T WTES SHTWTFS

(7 S =) S

5. Select desired date on the Calendar; this opens the Seating Chart.

6. Select the seats to be reserved by clicking on the seats. An “X” will replace the “O” for
each seat chosen.

.Reservations
7. Select “Reservations (F2).

8. Enter Group information on the Reservation Form. Enter or Edit the following
information:

8-1. Name: Company/Group name — type part of the
name and a list will appear. If the company is in the
system, click on it and it will auto fill. Confirm
information with the contact person. If they are not in
the system, completely fill all fields.

i 8-2. Contact: This is the one making the reservation
- or other group representative that may be contacted
concerning the reservation.

sulto | zip/ o516

Leeean] | 8-3. Email: Used for contact purposes.
s (AL B ] s A — == | 8-4. Group name: The group will be announced during
the show by this name.
8-5. From — This identifies where the group originated. Clicking in the field will auto-fill
from the previous entry. Confirm or correct this information.

8-6. Survey Code — Click the “S”.1=J The Survey Codes Form opens. Enter from the list
why the group came to the show.




8-7. Lodging — where they are staying in case of emergency or contact

9. Select the “P” [E] This opens the Pricing Chart.

10. Select proper charge from the price list for the total seats including all comps.

=== | 10-1. Select Price Chart by clicking on it. This will fill in
2B | | the available pricing.

' | 10-2. Select tickets pricing for each type of ticket
required.

10-3. Once “Seats Remaining” is ‘0’, click Confirm (Alt-

e e e | C). This opens Payment Type.

11. Confirm the Total Seats Reserved with Current Seats Price on the Pricing Chart.

Total Seats Reserved: 2 Transaction Total: § 0.00
Currem Seats Priced: 0 Total Deposit: $ 0.00
Seats Remaining: 2 Total Amount Due: $ 0.00

12. When Seats Remaining is “0”, click the Confirm (Alt-C). gm0 | Thjg
returns the screen to the Reservation Form.

13. Record total of tickets + comps in the Comment line on the Reservation screen.

Comment: 48 +2 As an example, this shows 48 tickets, plus two
comp tickets were reserved.

14. Print the contract by clicking Forms (Alt-F). [ ermeann | gelect report format. The
contract will be displayed for Print or Email. The screen returns to the Reservation Form.

15. Click L@ Jt5 save the information and return to the Seating Chart.



5. How to Reschedule/Move a Group Reservation. Return to Table of Contents. Return
to How To Table of Contents.

1. Determine the date, show and time for the Reservation to be Rescheduled/Moved to.

2. Acquire the Confirmation Number and seat total of the original reservation. The
customer will have this information in their contract.

3. Go to Main Menu.

4. Go to Ticket Sales/Reservations. 1. Ticket Sales / Reservitions /

5. Go to Select Show with Time then Date. lu..AseectShonwih Tnethenate, ]

6. Select from the Show and Time list; this opens a Calendar.

1 e B
2] February - 2014 March - 2014 April - 2014

SN T WTES SEOTWTES SHTWTES

[
) ez

May - 2014 June - 2014 July - 2014
ssssssssssssssssssssss

CiOC (e ]
) ) (Eso) () (7

7. Select desired date on the Calendar; this opens the Seating Chart.

8. Left click the first seat and right click when total number of seats to be moved is
displayed at the top in red.

(AR-I) Move
9. Click (Alt-M) Move Reservation. L= | This opens a Confirmation Number entry
screen.

10. Enter Confirmation Number and click Move Reservation. An
Administrative password is required.

£ Moving Reservation - enter Confirmation Number [3€]

Confirmation #:

479488

Move Reservation 1 [ Cancel (Esc) I




11.

&/ Enter Administration Password |X\

Cancel (Esc)

Reservation Coile:

12401 A P«

3] Clsom o
Cloisabio we
s

0000m m o000
L Lo
K 000000000000 & 00
1 00000000000 3 00 0O
' '
HODOOOOOODOD # 00000
00000000000 6 0000000
F 00000000000 F 000DOD
£ 00000000000 ¢ 000000
5 00000000000 § 000000
RREARRROVVVY c 000000
RRRARRRERAR s 000000
RRRRRRRRRRR 4 00 0 0 0 0
E o
chicd In: 0 Riglt Conter Lent

W D

Edit Swationg
Chart

Move Sobd
Seats

Messanes

(AB) Wove
Reservation

Chean Al

i A |

Enter Administrative password. Submit opens an uneditable original reservation.

. Confirm the information and click Move Reservation (Alt-M). Opens
Seating Chart.

13-1. Left click the first seat to be used.
13-2. Right click on the last seat to be used.

Modify Res.
15. Click Modify Reservation (F6) to print new contract.

Forms {Alt-F)

16. Select Forms (Alt-F), |

| and select the report to print. Choose Print or

Email. The screen returns to the Reservation Form.

17.

Notes: [ Add Dato... (Al-4) ]
0210614 ML~ ~
0208414 WL -

<

Record Created: | 02/06/14 by ML | Record Modified: | 02/06/14 by "*

18. (Esc) — Returns to Main Menu.

Enter notes of the action in the Notes section on the reservation. See Notes.



6. How to Schedule Shows. Return to Table of Contents. Return to How To Table of
Contents.

1. Go to Main Menu.

2. Go to Administration. | 4 Mdmineuotion ]

3. Go to Schedule Shows. | 6 Schedule Shows |

4. Select the Show Name you wish to schedule from the show list. This opens the
Calendar.

5. Click on Showtime Buttons on the bottom of the screen to make them active (Red color
indicates active).

Acrobats - February - 2014
T w T

6. Left-Click on any calendar date to ADD active Showtime(s).
7. Right-Click on any calendar date to DELETE active Showtime(s).

8. Navigate to other dates using the arrow buttons.

l « H ! l l > H » l Navigate to other months using the arrow Bar.

9. Close form using "Save and Exit" button. [_Save and Exit ]



7. How to Sell a Reservation (non FIT). Return to Table of Contents. Return to How To
Table of Contents.

1. Go to Main Menu.

2. Go to Recall Reservation. l 2 Recall Reservation |

3. Go to Recall Reservation by Confirmation Number |[.__1RecallReservation by Confirmation Number

4. Enter Confirmation Number. Clicking Recall Reservation opens Reservation Form.

& Recall Reservation by Confirmation Number:

Confirmation #:

[ Recall Reservation l ’ Cancel (Esc) ]

5. Click the Sales button on the Reservation Form. [__Sdes@ary | Thjg opens the
pricing chart for the confirmation number.

&/ Reservations: Acrobats - 3:34 AM - Monday, February 10, 2014
[CJFinal Count  [Jinternet Order

[JGroup

[INo Tax

Name:|LETOURNEAU, MARK g - Seats Reserved: 2 See Reservation FOrm .

[~voucher setection ~

Number: | 479488

Address: 189 Farlibrook Lane Reservedby: LeTourneau, Mark

|
Cityi Branson [sti{mo [zipos616 2] [Projected Amo

44.00 (]
Phone: (417) 3301100 | Fax:|@417) - country: 1] Proj. Ant. Due wi Attacti:§ 4400
Cell: { ) - Date Pmt Type Amount
02706714 Cash 44.00 ~
Cols 02/06/14 Cash -44.00

E-Mail: markleto@gmail.com

Group:
Tour # | Survey Code: 5 |
From:

| e ——
22

Fh

| voueh. # |
[ e
o (AIt-E)
Notes: [ Add Date... (Al-A) Print this Form Print Seat Chart
3
Record Created: | 02706714 by . | Record Modified: | 02/06/14 by "

6. Confirm or change prices on the Price Chart. Click Confirm to open payment type if

there is no FIT attached.

Dot ] [ ) ( ) ]
] [ [ J ] ]
T Jamsas e — S
o [ I 1
[ o] o | = = e =
= 1 — — 14
[ ] ]
— { 1= ] — =
[ T [ commuc |
e SemsPrcet 1 Tualbepasi s a0
T Somshomanir 0 T AnounOuss  tam  Comaens 475502 [a0ou anprices ] Cancel (3c)
.




7. Click the button left of the customer payment type and click Select. This opens
Payment Transaction.

&' payment Type

§ 22.00

@icash;
(D) Check
) Credit Card

Select (Enter)

8. Confirm the payment amount is entered in the Paid category. If the payment amount is
less than the total due, the New Payment button is active and returns to the Payment
Type screen to allow another payment to be initiated. When the total paid equals the total

due, the Confirm button is active.

& Accounting |z\
—
Figure Split Amount RFD - 8:00 PM on Wednesday, 07:23/114 4 seats
Transaction Total: § 88.00
Amt Tendered  Change Due
Amount Paid: § 88.00 Total Deposit: § 0.00 [~ 0.00] 0.00
Balance Due: § 0.00 Total Amount Due: § 88.00
Paid Cash: § 22.00
Paid Check: § 22.00 | Chk# 1234
Paid Cr Card: § 44.00 cca Exp Date:
Check Req.: § [_confirm (an-c) | [ cancel(Esc) | [ Brint Receipt (AILP) |

9. Confirm (Alt-C) completes the transaction and prints the
tickets and returns to Seating Chart.




8. How to Sell a Reservation (FIT). Return to Table of Contents. Return to How To Table
of Contents.

1. Go to Main Menu.

2. Go to Recall Reservation. [ 2 Bocal Besonintien |

3. Go to Recall Reservation by Confirmation Number . | 1-RecallReservation by Confirmation Number

4. Enter Confirmation Number. Clicking Recall Reservation opens Reservation Form.

& Recall Reservation by Confirmation Mumber:

Confirmation #:

[ Recall Reservation l ’ Cancel {Esc) ]

5. Click the Sales button on the Reservation Form. [ Sdes@ary | Thig opens the
Pricing Chart for that confirmation number.

&' Reservations: Acrobats - 3:34 AM - Monday, February 10, 2014

it [ Internet Order

oo,

roup
Gomr |~voucher setestion ~ = mr | EEE .
e v B [ sewree 7 See Reservation Form.
Address{| 189 Earllbrook Lane | Reservedby: LeTourneau, Mark
ciy| Branson [sumo | zip:fo5616 2] [Projected Amo 10
Phone: (417) 339-1100 | Fax:|@17) - country;,  1c] Bl i o 2
cell:( ) - Date PmiTye  Amount
B 02706713 Cash 44.00 A
I 02/06/14  Cash -44.00
EMail; markleto@mail.com
Group:
Tour | Survey Code: © |

mmmmmmmmmmmmm

| o ==

| vouen. =

3l

on (AE)
N Dot (ak-a), Print this Form Print Seat Chart
02106114 ML~ ~ EmsiAED)
Wodify Seating (AR-M)
Split Res. (Al
2
Record Created: | 02/06/14 by ML | Record Modified: | 02/06/14 by ** Exit (Esc)

6. Confirm or change prices on the Price Chart. Click Confirm. This
opens a query.

. 4: 474502 s +
v ] [ [ ) ( ] [ ]
] [ [ ] [ ][ ]
T8 o) ] [ [E ] — — -
o [cees | 1
o ] o | m = 5] [ [l
— o ] 1 = —
! |
] [ | | = = 1]
mofc3| — | = =
— { — 1= | —
| !
R— sactTots 1090 [ |
. o
T sewsRemaning: ToAmomeDucS 040 Conmations  473SH2 i A Prces [emama |
<




7. Answer the query. If the payment is to be made with a voucher, Yes, opens the FIT
Voucher Payment screen. If the payment is not to be made with a voucher, the rules of
the Non-FIT payment procedure apply. “No” opens the Payment Transaction. See How to

Sell a Reservation (non FIT).

\_‘.f/ 'will wou be using a voucher For PAYMENT(charge)?

8. Select All will activate Confirm and close out the voucher. Selecting individual ticket
and clicking Confirm will reduce the number of tickets by one, open the Voucher Number
entry and return to the Voucher Payment screen.

&/ Click on the LARGE Buttons to select prices

Select the seats that are paid by pmt # 1 [<aj
Total Prices Selected: 0.00

[ 2@ $22.00 - Adult . Acrobats - 3:34 AM on 09/18/14 |

9. Enter the Voucher Number from the customer’s voucher. If the voucher has no
number, enter “0” (zero). Submit opens the Payment Transaction screen.

&’ Please Enter Youcher #...

123456 | Submit Cancel

10. Click Confirm to complete transaction.

Figure Split Amount RFD - 8:00 PM on Wednesday, 0723114 4 seats
Transaction Total: § 88.00
Amt Tendered _Change Due
Amount Paid: § 88.00 Total Deposit: $ 0.00
Balance Due: § 0.00 Total Amount Due: § 88.00
Paid Cash: § 22.00

Paid Check: 2200 | chk#:| 1234 |
Paid Cr Card: § 4400 cc:.x:| | Exp Date:‘

Check Req: § l:l [ Confirm (AR-C) ] [ Cancel (Esc) ] [ Print Receipt (AP}




9. How to Add a Deposit to a Reservation. Return to Table of Contents. Return to How
To Table of Contents.

1. Go to Main Menu.

2. Go to Recall Reservation. [ 2 Bocal Besonintien |

3 GO tO Reca” Reservation bV Conﬁrmation Number I 1 - Recall Reservation by Confirmation Number

4. Enter the Confirmation Number. Click Recall Reservation. This opens
Reservation Form.

£ Recall Reservation by Confirmation Number:

Confirmation #:

[ Recall Reservation l ’ Cancel {Esc) ]

5. Click the Add Deposit button |__Add peposit (at-D) ] This opens the Deposit Amount

C ion Nu 479488
Name: LETOURNEAU, MARK. ‘[ﬂ Seats Res
Address: 189 Earlibrook Lane | Reservedby: LeTourneau, Mark
City:| Branson ] 31—: Zip: 65616 8] Projected Amount Due: 4400 (&)
Phone: (417) 3391100 \ Fax:[@17) - lemry:‘ 1 ‘[a Proj. Amt. Due w Attach: § 44,00
Cell: () - Date PmtType  Amount
02706714 Cash 4a.00 A
02706714 Cash -44.00
1ou
ou ] Survey Code: © |
v
Frol =
Lodging: | Travel:l Credit Card Number E(% Date CCV
Bricing:| 22.00 | vouch. # |
Comment; | e
[ T TTE Frint this Form Frint Seat Charl
U306 - =
e
.
Record Created: | 02706714 by ML | Record Modified: | 02706714 by " Exit (Esc)

6. Enter the deposit amount and click Submit. This opens Payment Type
screen.

& Enter Amount...

Res. Amount Due: § 44.00

Amount of Deposit

44.00

[ Submit ] [ Cancel ]




7. Click the payment type and click Submit. This returns to the Reservation
Form with the deposit recorded in the Deposit window.

&' Select Pmt Type... rz|

@ Cash
O Check
O Cccard
O 1card

O Invoice

8. Reservation Form with deposit recorded.

B Reservations: Acrobats - 3:34 AM - Thursday, September 18, 2014

[JFinal Count [Jmternet Order P (s)
[J6roup wcarrazuenia g Date Pmt Type Amount
Do Tax < fon Numibor: | 479519 02/06/14  Cash 44.00 A
Name:| LETOURNEAU, MARK & Seats R m
] e 8 02/06/14  Cash -44.00
Address:| 189 Earllbrook Lane| J Reserved by: LeTourneau, Mark
City:| Branson St.: Zip: 65616 Projected Amount Due: § (e]
Phone:| (417) 3391100 | Fax: (417) - Country: 1]
celk|( ) - Date PmtTvpe  Amount
- 09707714
Contact: 09707714 >
E-Mail: markleto@gmail.com 09507711
Group:
Tour # | Survey Code:(s| 1109
From: s
Lodging: ‘ Travel:‘ Credit Card Mumber E%. Date  CCV
Pricing:| | vouch. |

Cmmnem-| ‘ Attach Res Add Deposit (Al-D)
g (Alt-E)

Notes: Printthis Form Print Seat Cart

| Forms (Alt-F)
Sales (Att-L)
Modify Seating {Al-M)
Split Res. (Al

X Delete Res (Alt-X)

Save (Al-S)

Record Created: | 09/07/14 by ML | Record Modified: | 09/07/14 by ML Exit {Esc)

i

9. Confirm the deposit and click Exit (Esc). [ 2 | The screen returns to the
Main Menu.



10. How to Use the Forms Button on the Reservation Form. Return to Table of Contents.
Return to How To Table of Contents.

1. Go to Main Menu.

2. Go to Recall Reservation. l & Recall Reservation J

3 GO tO Reca" Reservation bv Conﬁrmation Number | 1 - Recall Reservation by Confirmation Number

4. Enter Confirmation Number. Clicking Recall Reservation opens
Reservation Form.

= Recall Reservation by Confirmation Number:

Confirmation #:

[ Recall Reservation 1 [ Cancel (Esc) ]

5. Click the Forms button [ Forms @arp) ]on the Reservation Form. This opens the
Output screen.

AM - Monday, February 10, 2014
o

‘ E 479488
o] LETOURNERU, AR 5] :
Address:| 189 Earlibrook Lane N
City: Branson St MO_|Zip:{65616
Phone (417)339-1100 | Faxi(417) - | Coun o 1]c]
conf( ) -
il markleto@gmail.com
] Survey Code: < |
From; 4
Losi ot
Pricing 22,00 | vouen. =] ]
— \
O ke (2.8, Pt this Form Print Seat Ghart
0208114 WL~ A
020/ ML Sales (AlL)
odity Seating (AH-M
Record Created: |02/06/14 by 3| RecordModified: [02/06/14 by **

6. Choose the type of form to be used. Printer Screen

See #8 for Email.

J opens the Forms List.

& Send Output to...

[EErinter.-Screen | [ Send E-Mail ] [ Cancel ]

7. Choose the form and click Select Report. This opens Print Preview. Follow
the instructions for Printing.

& Report Selection...

-
GROUPC ONF
GROUPC ONFA
GROUPC ONFAZ
GROUPC ONFM
GROUPCONFT

GROUPCONF_M
XCANCEL




8. Send Email is only available if an email address is present in the reservation.
This opens an option.

£ Please Select One...

Email Forms ] I PDF Attachment

9. Email Forms sends the information in a pre-set email format. This opens
a list of email formats. Go to #12 for PDF Attachment.

10. Select the format and click Select E-Form. This opens the email with the

information entered and allows the user to enter their name, the subject and make any
changes.

&' E-Mail Form Selection...

Brancone [
az email
emailiest
longiest
shorttest
3

11. Once changes have been made, Submit send the email.

& Set Email Info.... X
Sent From: | Wark Spitz
:
Send To: | markleto@gmail.com

Subject: | Groups Contract

Message: |<HTML><HEAD></HEAD><BODY><cent *
er><style>.tables {font.family:
helvetica, verdana, arial,
sans-serif:fontsize: 1.1em;}.big1 .big2
{color: purple:}.big1 {fontsize:
2em:).big2 {fontsize:
1.5em;)</style><table class="tables™
border="0" width="7T65"
cellpadding="0" cellspacing="0"> <tr>

v

12. A list of print forms is selected from that will be attached to an email in PDF format.

Select Report opens an email form. The user, subject and message about the
forms is entered.

=i Report Selection...

DUNMY f ~ Select Report

GROUPCONF
GROUPCONFA
GROUPCONFAZ
GROUPCONFM
GROUPCONFT
GROUPCONF M
XCANCEL

e Cancel




13. Once the information is entered, Submit sends the email.

&' Set Email Info...

Sent From: | Mark Spitz

Sond T markstoamaiicom

Subject: | Groups Contract

Wessage: | Here is the text that goes with the A

email.<BR><BR><H2>Enjoy! N

=




11. How to Create/Edit Shows and Times. Return to Table of Contents. Return to How To
Table of Contents.

1. Go to Main Menu.

2. Go to Administration. | dASiohse |

3. Go to Edit Shows & Times. | e S |

4. Enter OK when all other operators are logged off.

5. Enter the position in the menu order the show is to appear.

Menu Order:

7l

6. Enter the show name, as it will appear in the menu.

Show Name:

The Duttons

7. Enter the show time, as it will appear in the menu. Format is HH:MM AM/PM.
Show Time:

2:00 P

8. Choose the row definition file to be associated with the show.
RowDef File:

defl

9. Choose the seat chart to be used with the show. Select File returns to the Show &
Times form.

& Seat Chart Selection...

ACROBATS a
AET

AZDELL
BACKSTAGE
BASKETBALL
BCT1

BCT2
CHANDLER
CLAY1
CLAY14
CWOOD
DEFL

DEF2

DEF3

DEF4 = g
pe p




10. Confirm the appropriate screen size. This is pre-programmed by the Programmer
when the seat chart is created.

Scrn Size:

2]
S=Large

11. Click in the CCard File box to open a list. Choose the credit card that is
to be associated with the show from that list. Select Gateway returns to the Show &
Times form.

& Credit Card Gateway Selection. ..

CCard File:
K ] A -

12. Click in the Price Chart box to open a list. Choose the Price List that is to
be associated with the show from that list. Select Gateway returns to the Show & Times
form.

Price Chart: &7 Price List Selection....

DUTTO o B

e : ARIZOZ0IL

CATNY2010

CATSF2010

DUTTO2010

GEORG2010

GEORG20L1

ISLAN2010

MEALS2010

STARL2012
g

13. If “Open” is selected in the Seating Rules dropdown box, seating is unassigned and a
progress bar will be displayed showing the number of seats/percentage of seating sold.

m——
ting Rules

Normal o

14. Choose from a drop down menu box the names of show groupings that can be
assigned to the currently displayed show.

Show Grouping: E]
=

None



15. Choose the tax categories to be associated with the show.

Tourism {4.00 %)

Sales Tax {7.60 %)

[ Sales Tax Food {8.48 %)
[] Tourism Food {0.50 %)

16. Exit saves the changes and returns to the Main Menu.



12. How to Edit a Seating Chart. Return to Table of Contents. Return to How To Table of
Contents.

1. Go to Main Menu.

2. Go to Administration. | i }

3. Go to Edit Seating Charts. ’ 2Edit Seating Charts ]

4. Select Edit Master Seating L.Master seaing chart_] if you wish to make changes that affect

multiple shows, show times, or dates. Select Individual Seating Chart | Individual Seating Chart | i
you wish to make changes that affect only one show at one time and on one date.

& Select One:

A. Master Seating Chart — Allows user to edit the layout of the
theater seating chart for the purpose of creating an active seating
Individual Seating Chart Chart

B. Individual Seating Chart — Allows user to edit a seating chart
for the purpose of editing for a single show. Go to Step 12.

] Master Seating Chart

5. Select the desired seating chart from the Master Seat Chart list. Clicking “Select File”

opens the Seating Chart Editor. Only shows that use the selected Seating
Chart Layout can be affected by any changes.

& Seat Chart Selection...

icroners S
ey

AZDELI
BACKSTAGE
BASKETBALL
BCT1

BCT2
CHANDLER
CLAYL
CLAVI4
CWOOD

6. In the Seating Chart Editor, select which shows and times to which you wish to apply
the changes in the Apply Changes to... section.

Apply Changes to ...

00000000000000

cootefs  coosniseennoes  Sodhese
ggEoogg 0000000000000 90 ° ALL SHOWS w ALL TIMES A
000" 00000000000000

33333 o B A oaan 0333333 Make changes here before changing seats...

0
000 0000000 S0
0000 o000 000 o000y

0000000000000

a0 0000000000000

000 0000000000000
o

000 o0p %00

000 000 59000y

000
000 0000000000000 00000,
o

009 Q000XX0000000 0000g,




7. In the Seating Chart Editor, once the seats are selected, use the Change Selected
Seat(s) to... drop down box to change the seat designation.

Change Selected Seatis) to ...
O Open R -Clmnge .
r -—‘ steps until all changes have been made.

9. Clicking the “Change” button initiates the action.

10. Enter the starting and ending date for the changes as well as which days of the week.

Date / Day Restrictions...
|14 thru
®S ®M ®Tu @W ©Th &F @S

11. Click Save. This saves changes and returns to Administration Menu.

12. To make changes to an Individual Seating Chart, choose from the list of available
shows. This opens the Show Calendar.

&/ Select An Option

| 1 Starlite - 4:00 PM |

( 2 Acrobats - 3:34 AM |

[ 3 Jeerk - 8:00 PM |

[ <Esc> Cancel I

=R

February - 2014 March - 2014 April - 2014

sssssssssssssssssssss

May - 2014 June - 2014 July - 2014

sssssssssssssssssssss

[T =)
W (s (S0 (2] (F)

14. In the Seating Chart Editor, choose the seats to be changed.




15. Once the seats are selected, use the Change Selected Seat(s) to... drop down box to
change the seat designation. Choose the designation the seats are to be assigned. Click

the Change button to activate the changes.

Change Selected Seat(s) to ...

’T}Open w

16. Ciicking tie crniange  button initiates the action.

17. Repeat the last three steps until all changes have been made.

18. Click “Exit” LB fto save all changes and return to Administration.



13. How to Modify the Seating on a Reservation. Return to Table of Contents. Return to
How To Table of Contents.

1. Go to Main Menu.

2. Go to Recall Reservation. [ & Recall Reservation ]

3 GO to Reca" Reservatlon bV Conflrmatlon Number l 1 - Recall Reservation by Confirmation Number

Opens Confirmation # entry.

4. Enter Confirmation Number. Clicking Recall Reservation opens
Reservation Form.

Recall Reservation, by Confirmation Number:

Confirmation #:

[ Recall Reservation l ’ Cancel {Esc) ]

&/ Reservations: Acrobats - 3:34 AM - Monday, February 10, 2014
[JFinal Count  [Jinternet Order

[ Group

|~Voucher Selection ~

[INo Tax [ ion Number: | 479488
Name:| LETOURNEAU, MARK ] Seats Reserved: 2
Address:| 189 Earflbrook Lane | Reservedby: LeTourneau, Mark
City:| Branson [stmo |zipesot6 2] [Projected Amowntoue s 4400 (2]

Phone:| (417) 3391100 | Fax:/(417) - counry:  1][c] Proj. Amt. Due w/ Attach: §  44.00
Celk{ ) - Date PmiTwe  Amount

— 02/06/14  Cash 41.00 &
02706714 Cash -44.00
E-Mail: markleto@gmail.com
Group:
Tour ] Survey Code: © |
-
From: —
Lodging: ‘ I[ml:‘ Credit Card Number E(% Datz LY
Pricing| 22.00 | Vouch. #] |
Add Deposit (Alt-D)
Comment| |
(o | AT RN Piint this Form Print Seal Chart
020814 ML - A ESMEIAD)

02(06#14 ML - Sales (Alt-L)

Modify Seating (Al-M)
Spiit Res. (Alt-))

XDelete Res (AR-X)

Save (AIt-S)

3

il

Record Created: 02706714 by ML | Record Modified: |02/06/14 by "* Exit (Esc)

4. Click Modify Seating (Alt-M) - | Modity Seating (art-m) | Opens Modify Seating Chart to
allow seating assignments to be changed.

Y =

£ o H
HHAGROOBOGBOABOABORNH |




5. Click on “X” to delete a seat. Click on “O” to add a seat to the Seating Chart.

HHHHHHHHHHH 2 2 HHHHHHHHHHH
00000000000 22 HHHAOOOOOOOOOOO0O0AHHH 2 A0OD0D000000
00000000000 21 QOHOO00000000000000000 21 00000000000
00000000000 20 0000000000000000000000 20 00000000000
00000000000 13 0000000000000000000000 15 00000000000
00000000000 12 0000000000000000000000 15 00000000000
00000000000 17 0000000000000000000000 17 00000000000
00000000000 & XXX0000000000000000000 15 00000000000
0000000000A 15 AOODOO0000000000000000 15 AOD0D000000
00000000000 14 0000000000000000000000 14 00000000000
00000000000 12 0000000000000000000000 13 00000000000
00000000000 12 0000000000000000000000 12 (0000000000

00000000000 1 0000000000000000000000 1 00000000000
00000000000 10 0000000000000000000000 10 00000000000
00000000000 @ 0000000000000000000000 ¢ 00000000000

00000000000 & 0000000000000000000000 & 00000000000
00000000000 7 0000000000000000000000 7 00000000000
00000000000 & 0000000000000000000000 & 00000000000
00000000000 5 0000000000000000000000 5 00000000000
0000000000 4 0000000000000000000000 4 0000000000

000000AH : 0000000000000000000000 2 HAOODOOOO

@1 2 OHOO000000000000000000 2 1.
1 HHAOOQOOQOOO00D0O00000AHH 1
S
RIGHT SECTION CENTER SECTIOMN LEFT SECTION

6. Click Save to activate changes.



14. How to Split a Reservation. Return to Table of Contents. Return to How To Table of

Contents.

1. Go to Main Menu.

2. Go to Recall Reservation. [

2. Recall Reservation

3. Go to Recall Reservation by Confirmation Number .

; 1- Recall Reservation by Confirmation Number

Opens Confirmation # entry.

4. Enter Confirmation Number. Clicking Recall Reservation opens

Reservation Form.

& Recall Reservation by Confirmation Mumber:

Confirmation #:

]

Recall Reservation l ’ Cancel {Esc)

Acrobats - 3:34 AM - Monday, February 10, 2014

met Order

~Voucher Selection

[N Tax e Confir 479488
Name:| LETOURNEAU, MARK
Address:| 189 Earlibrook Lane Reserved au, Mark
City:| Branson st:mo | zip: 65616 Projected A 1100 (2]
Phone:| (417) 330-1100 | Fax: (417) - Country: i COn PO R LD
Celk{ ) - Date PmiTwe  Amount
02/06/14  Cash 44.00 &
02/06/14  Cash -a4.00

Comment;

Notes:
OZ(06/14 ML -
03/06/14 L -

Towr # Survey Code:

From:
Lodging: Toave | CredtCelmeer
Pricing;| 22.00 Vouch. #]

Print this Form

Attach Res
(AN-E)

A

Print Seat Chart

Add Deposit (Alt-D)

Forms (AR-F)

Sales (Att-L)

Modify Seating (Al-M)
Spiit Res. (AR-1)
X Delote Res (Ah-X)

a Save (Al-S)

Iz
g
Al 3

Record Created: | 02706714 hy ML | Record Modified: |02/06/14 hy "' Exit (Esc)

Split Res. (Alt-1)

5. Click Split Res (Alt-I) - [ ) This allows the seating to be separated into
multiple reservations. Opens Number of Seats entry.

&/ Split Reservation...

How many seats do you wish to sell now?

solit B | [ cancel (Esc)

6. Enter the number of seats to be split into a new reservation and click Split (Alt-E).

This creates a new confirmation number and opens a Price Chart. The original
reservation contains the remaining seats.



7. The new confirmation/reservation appears in a new price chart and the sales
procedure is followed, depending upon the origination of the reservation, whether FIT or
non-FIT.



15. How to Delete a Reservation. Return to Table of Contents. Return to How To Table of
Contents.

1. Go to Main Menu.

2. Go to Recall Reservation. | 2. Recall Reservation J

3 GO to Recall Reservation bV Confirmation Number ’ 1 - Recall Reservation by Confirmation Number
Opens Confirmation # entry.

4. Enter Confirmation Number. Clicking Recall Reservation opens
Reservation Form.

& Recall Reservation by Confirmation Number:

Confirmation #:

[ Recall Reservation l ’ Cancel (Esc) ]

eservations
Ceroup -
Do Tax |~Voucher Selection ~ = | S
Name:| LETOURNEAU, MARK g Seats Reserved: 2
Address:| 189 Earlibrook Lane ] Reservedby: LeTourneau, Mark
ity Branson st{mo | zip:]65616 Projocted Amot 1400 (2]
one:|(417) 339-1100 | Fax: (417) - Country: 1) ErpiA R T sl ST
() - Date Pt Type. Amount
02/06/14  Cash 44.00 &
02/06/14  Cash -a1.00
Kleto@gmail,
Tour | Survey Code: 5 |
From:
Lodging: | Traver:
Pricing| 22.00 | Vouch. #] |

! - [
(AILE)
Notes: [ AsaDete_ (akA)) Print this Form Frint Seat Chart

0200614 ML - ]
02706614 ML -

.
Record Created: |02/06/14 by M. | RecordModified: [ 02706714 by ** Extt (Esc)

5. Click Delete Res (Alt-X) - | XDelete Res (arX) | Tig opens a query. “Yes” opens a
verification password entry. “No” aborts the action.

\_?/ ‘fou have clicked Delete, Do you wish to DELETE this Reservation?

6. Enter the password. Submit deletes the reservation and returns to the
Seating Chart.

& Enter Password

(I

Cancel (Esc)




16. How to Attach a Reservation. Return to Table of Contents. Return to How To Table of
Contents.

1. Go to Main Menu.

2. Go to Recall Reservation. [ & Recall Reservation J

3 GO to Recall Reservation bV Confirmation Number i 1 - Recall Reservation by Confirmation Number
Opens Confirmation # entry.

4. Enter Confirmation Number. Clicking Recall Reservation opens
Reservation Form.

&7 Recall Reservation by Confirmation Number:

Confirmation #:

[ Recall Reservation } ’ Cancel (Esc) ]

&/ Reservations: Acrobats - 3:34 AM - Monday, February 10, 2014
[Final Count  [Jinternet Order

[CGroup

|-Vouctier selection ~

[INo Tax = ion Number: | 479488
Name: LETOURNEAU, MARK 3] Seats Reserved: 2
Address:| 189 Earllbrook Lane | Reservedby: LeTourneau, Mark
City: Branson ] Sl-: Zip: 65616 8] Projected Amount Due: $ 44.00 (2]
Phone: (417) 339-1100 | Fanez (417) - | county: 1] Proj. Amt. Due wi Attach: §  44.00
Cel: { ) - Date Pmt Type Amount
02/06/1a  cash as.00 &
Coniect 02/06/1a  cash -a4.00
E-Mail: markleto@gmail. com
Group:
Tour # | Survey Code: < |
v
From:
- T et Credi Gard Humber aﬁ. bme oy
Pricing 22.00 | voucn. = |

Comment: ‘ =0
Notes: [m] Printthis Form Print Seat Chart

0200614 ML - a8 Forms (AK-F)
0200614 ML -

Sales (Alt-L)
Modify Seating (At-M)
Split Res. (AR-))
XDelete Res (AH-X)

8 Save (AILS)

Record Created: | 02/06714 by M. | Record Modified: | 02/06/14 by "" Exit (Ese)

5. Click Attach Res (Alt-E) — (AR-E)

This opens Reservations Attached to Confirmation # window.

i

& Reservations attached to Confirmation # 479509
Click Conf #to Recall Reservation

RFD -8:00 PM - 07/23/14
Ml XYY 40.00

AddReserv. Llef1 Remove Res.




6. Click Add Reservation. This opens Attach Options.

£ Select One:

’ Attach to New Reservation I

|§Atlach to Existing Reservation |

[ Cancel (Esch I

Option 1: Attach to New Reservations [ Atach o Now Reservation_| opens
Show Selection.

Option 2: Attach to Existing Reservation [Atachio Existing Reservation | yeng
a Confirmation Entry.

7. Click the appropriate Show Selection. This opens a Show Calendar.

& Select An Option

[ 1 The Duttons - 2:00 PM

[ 2 Jeerk - 8:00 PM

[ 3 RFD - 8:00 PM

[ <Esc> Cancel

8. Select the date on the Show Calendar. This opens the Seating Chart.

July -2014 August - 2014 September - 2014
S M T w T F S S M T W T F S S n T w T F S

Qctober - 2014 November - 2014 December - 2014
S M T W T F S S M T W T F S S mT W T F S

= B

(F5)  (F3) (ESC) (F2) (F4)

9. Select the seats by left clicking on the total number desired. Clicking Save (F2)
Save
E opens Ticket Price Chart.

B o

RIGHT FRONT




10. Select the appropriate ticket prices. Confirm (Alt-C) [confirm A0) | returns to Attached
Reservations List.

§
8

|
o
o

L
CLEEE
LI

11. Once the attached reservation is confirmed, clicking the red “X” in the upper right
corner closes the form.

n tto
RFD -8:00 PM - 07/23/14
| e $0.00

11of 1 Remove Res.

12. Option 2 opens Confirmation Number Entry. After entering the number, OK
returns to the Attached Reservations List.

£ Enter Confirmation Nu... |3

11. Once the attached reservation is confirmed, clicking the red “X” in the upper right
corner closes the form.

hed to Confirmation # 479509

a
RFD -8:00 PM - 07/23/14

AddReserv. Llof1 Remove Res.




17. How to Remove an Attached Reservation. Return to Table of Contents. Return to
How To Table of Contents.

1. Go to Main Menu.

2. Go to Recall Reservation. [ & Recall Reservation J

3 GO to Recall Reservation bV Confirmation Number i 1 - Recall Reservation by Confirmation Number

Opens Confirmation # entry.

4. Enter Confirmation Number. Clicking Recall Reservation opens
Reservation Form.

£ Reservations: Acrobals - 3:34 AM - Monday, February 10, 2014
[JFinal Count  []Internet Order

& Recall Reservation by Confirmation Number:

Horoun
[N Tax C. [ 479488
Confirmation #: Namez| LETOURNEAU, MARK 3] Seats Reserved: 2
Address: 139 Earllbrook Lane ‘ Reserved by: LeTourneau, Mark
| | city Branson st Mo_| zip:] 05616 Projected Amount Due:$ 44.00 (2]
Phione: (417) 339-1100 | Fax: é17) - Countrys|  1[fc|  |Prob Amt.Due wihtiach  41.00

canf() - | Date PmtTywe  Amount
’ Cancel {Esc) ] - 02/06/14  Cash 14,00 A

| -voucher setection |

[ Recall Reservation l

02/06/14  Cash -44.00

E-Mail: markleto@gmail.com

Group:

Tour # | Survey Code: < |

v
From: &

R | rraer] Creds Card Nober af oxe cov
Pricing:| 22.00 | vouen.#!

- [ e
omment: =i
Notes: (7od Dalo_fAlA) Print this Form Print Seat Chart

020614 ML- - Forms (Alt-F)
020614 ML-

Sales (AR-L)
Modiify Seating {Alt-M)
SPiit Res. (A1)

X Delete Res (Al-X)

v Save (AR-S)

Record Created: | 02706714 by M. | Record Modified: | 02706714 by "" Exit (Esc)

Attach Res
5. Click Attach Res (Alt-E) — This opens Reservations Attached to

Confirmation # window. Click Remove Res. button. This opens a Show Name
List.

S Reservations attached to Confirmation # 479509
Click Conf # to Recall Reservation

RFD -8:00 PM - 07/23/14
951 | gus@ $0.00

AddReserv. Llef1 Remove Res.




6. Choosing the Show Name opens Remove Options.

£ Select an Option...

| 1479511 RFD - 8:00 PM - 07/23/14 i

[ <Esc> Cancel |

Remove from this list
D NOT DELETE!

7. Choosing Remove from the List detaches
the reservation from the currently displayed reservation. This returns to the Attach
Reservation form.

& Please Select...

DO MOT DELETE! this Reservation

Remave from this list ‘ DELETE ‘

8. Choosing Delete the Reservation removes the reservation from the
attachment and deletes it. This will open a password entry. Password is required for this
action to be completed.

& Please Select...

Do NOT DELETE! this Reservation

Remaove from this list ‘ DELETE ‘

9. Enter the password. Submit returns to the Attach Reservation form.

& Enter Password

[

Cancel (Esc)




18. How to Issue a Partial Refund. Return to Table of Contents. Return to How To Table
of Contents.

1. Go to Main Menu.

2. Go to Refunds. [ Sinciunis ]

3. Go to Refund Selected Seats. |__Refunaselecteaseats |

4. Enter the Confirmation Number. Click OK. This opens a Query.

& Enter Confirmation Nu... 2%

5. “Yes” opens Confirm Show/Confirmation. If No, the refund can be made without it
being connected to a Confirmation Number.

\_“zj Mo Reservation Data Found For this Confirmation Mumber, Do ywou wish to continue with the refund?

6. Confirm Show/Confirmation information.

& Refund Seats...

479493 479493
(N.o Name) - {"0 HE"“E}
Acrohats - 3:34 A on 0210714 Acrobats - 3:31 AM on 02/10/14
111 - Left - 792 22.00

--Seat & Section | | -Price ~

[ addseat | [ Remaove | [ submit ] [ cancel

7. Select the seat and section from the drop down list.

111 - Left - 792

--Seat & Section w

8. Select the price from a drop down list.

22.00

--Price L%

9. Seats may be added to the I t fseats to be removed by highlighting the seats and
clicking the Add Seat button. &

10. Seats may be removed to the list of seats to be removed by highlighting the seats and



clicking the Remove Seat button.

11. Click Submit to open the Confirm Refund Amount.

12. Confirm the refund amount or adjust the refund amount or the refund type.

& Confirm Refund Amount

Amournt to be Refunded: 44.00 Amount to be Refunded: 44.00
Cash: 40.00
Check #
Chek: 30.00 123
Card # Exp Date
Card: 40.00
I Submit I [ Cancel (Esc) I

A. A cash refund can be made even if the payment amounts were a different type.

13. Clicking Submit activates the refund.



19. How to Refund an Entire Sale. Return to Table of Contents. Return to How To Table

of Contents.

1. Go to Main Menu.

5. Refunds ]

2. Go to Refunds. (

Refund Entire Sale I

3. Go to Refund Entire Sale. [

4. Enter the confirmation number. Ok opens a Query.

&' Enter Confirmation Nu... [0

5. “Yes” opens Confirm Show/Confirmation. If No, the refund can be made without it
being connected to a Confirmation Number.

\?/ Mo Reservation Data found for this Confirmation Mumber. Do you wish to continue with the refund?

& Confirm Refund Amount

Amourtto be Refundec{_____4400 Note: A cash refund option is always an option no
ot matter what payment method was used.

Chek: 30.00] [123 :j .

card  4000] | " ]

7. Click Submit to activate the refund and return to Main Menu.



20. How to Recall a Reservation. Return to Table of Contents. Return to How To Table of
Contents.

There are three ways to Recall a Reservation. Each of these “How To’s” can be
accessed through the links below.

1. Recall Reservation by Confirmation l 1 - Recall Reservation by Confirmation Number
Number.

2. Recall Reservation by Name and [ 2 - Recall Reservation by Name and Address ]
Address.

3. Recall Reservation by Group [ 3 - Recall Reservation by Group Information J

Information.



21. How to Add a New Show. Return to Table of Contents. Return to How To Table of
Contents.

1. Go to Main Menu.

2. Go to Administration. | i )
3. Go to Edit Shows & Times. | CeShows & Thmes ]

4. Click “Add.”

W

R T

5. Enter the Menu Order to establish the order the show is to be displayed. The default is
the next number based upon previously established shows. The order can be rearranged
here by entering the number in which this show is to appear.

Menu Order:

1

6. Enter the show name. (limit: 20 characters including spaces)
Show Name:

The Dwttons

7. Enter the show time. The format is HH:MM AM/PM.

Show Time:

2:00 P

8. Choose the RowDef (row definition) file to be associated with the show. This is the
seating chart layout for the theater. Clicking in the box opens the Seating Chart List.

RowDef File:
defl

9. Choose the seat chart to be used with the show. Select File returns to the
Show & Times form.

& Seat Chart Selection...

ACROBATS a

AET

AZDELL
BACKSTAGE
BASKETBALL
BCT1

BCT2
CHANDLER
CLAY1
CLAY14
CWOOD
DEFL

DEF2

DEF3

DEF4 = g
pe p




10. Enter the Scrn (Screen) Size. If you don't know the screen size, complete the rest of
the information, save the entry, then use the arrow buttons to find a show with the same
RowDef File. If you need to change the size, navigate back to the Show & Time, click
Edit, change the Scrn Size, then click Save.

Scrn Size:

2
S=Large

Or contact the Programmer for screen size. The screen variables are set for
the specific system in specific venue.

11. Select the Credit Card File by clicking in the box and selecting the file name from a
list. If you are not sure, please contact the programmer.

CCard File:
dt

12. Credit Card File list. Select Gateway returns to Seating Chart Editor.

13. Select the Price Chart by clicking in the box and selecting the file name from a list.

Price Char:  Click within the box and a list of price charts appears. DEFLT is the default if
DUTTO the system has only a single pricing chart.

14. Price Chart list. Select List returns to the Seating Chart Editor.

CATNY2010
CATSP2010

DUTTO2010

GEORG2010

GEORG2011

ISLAN2010

MEALS2010

STARL2012

15. If “Open” is selected in the Seating Rules dropdown box, seating is unassigned and a
progress bar will be displayed showing the number of seats/percentage of seating sold.

Seating Rules

Normal '




16. If desired, select the appropriate Show Grouping. A drop down menu box appears
with names of show groupings that can be assigned to the currently displayed show. This
list can be edited, added to or deleted from. A new grouping may be created by clicking
the "+" button. Save the new group by clicking the Save button.

Show Grouping:  + | Edit || -

None ~

17. Select the appropriate taxes by clicking in the checkbox next to the tax name (rate).

Tourism (4.00 %)

Sales Tax {7.60 %)

[] Sales Tax Food {8.48 %)
[ Tourism Food (0.50 %}

19. Click the Exit button to save all changes and return to Administration Menu.



22. How to Move Sold Seats. Return to Table of Contents. Return to How To Table of

Contents.
1. Go to Main Menu.
2. Go to Ticket Sales/Reservations. | 1. Ticket Sales / Reservations |

3. Go to Select Show with Time then Date. [ 1 Select Show with Time then Date ]

4. Select the Show with Time that the customer wants the seats moved to. This may be
the same show or another date. This opens the Calendar.

B Select An Option |X\

[ 1 The Duttons - 2:00 PM ]

[ 2 Starlite - 4:00 PM ]

3 Acrobats - 3:34 AM ]

[ 1 Jeerk - 8:00 PM |

[ <Esc> Return to Main Menu ]

5. Choose the Date on the Calendar. This may be the same date or another date. This
opens the Seating Chart.

February - 2014 March - 2014 April - 2014
S M T WTFS SMTWTEFES SuMWTWTE S
)
May -2014 June - 2014 July - 2014
M T WTFS SM®MTWTEFS SMTWTES
KECT |

(F5) (F3) (ESC) (F2) (F4)

6. Choose the seats the customer desires by clicking on the “O”. Any other lettered seat

is unavailable. Click the Move Sold Seats button. L_%*_ | This opens the Confirmation
Number Entry.

! Seating Chart - Jeerk - B:00 PM - Friday - February 14, 2014

e e o
e % | e e ] [0

[]Sold out
[]Disable Web.
(=] feb

0000m M 000
oR Lo
00 kK 000000000000 Kk 00
0 000 J 00000000000 1 00 O
' 1
00000 H 00000000000 1 00000
0000000 6 00000000000 G 0000000
00000000 F 00000000000 F 000000
00000000 E 00000000000 E 000000
00000000 D 00000000000 b 000000
00000000 c RRRRRROVVVV ¢ 000000
00000000 6 RRRRRRRRRRR 5 000000
000000 ARRRRRRRRRRR a4 000 0 0 0
Right ent Left




7. Enter the Confirmation Number. Ok opens a Query.

& Enter Confirmation Nu... |20

8. If switching to a different show, an administrative password is required.
moves sold seats, prints tickets and returns to the Seating Chart.

£ Enter Current Administration Pas...

Cancel (Esc)

9. “Yes” | l moves sold seats, prints tickets and returns to the Seating Chart.

\_?H This is a dangerous thing you do. .. Do you wish ko continue?




23. How to Move a Reservation. Return to Table of Contents. Return to How To Table of
Contents.

1. Go to Main Menu.

| 1. Ticket Sales / Reservations

2. Go to Ticket Sales/Reservations.

3. Go to Select Show with Time then Date. . 1Select Showwith Time thenbate

4. Select the Show with Time that the customer wants the seats moved to. This may be
the same show or another date. This opens the Calendar.

B Select An Option |X\

[ 1 The Duttons - 2:00 PM ]

[ 2 Starlite - 4:00 PM ]

3 Acrobats - 3:34 AM ]

[ 1 Jeerk - 8:00 PM |

[ <Esc> Return to Main Menu ]

5. Choose the Date on the Calendar. This may be the same date or another date. This
opens the Seating Chart.

February - 2014 March - 2014 April - 2014
S M oTWTES SMTWTFS S®MTWTF S
[7]fre]frs] - (ot [z
e
May - 2014 June - 2014 July - 2014
sssssssssssssssssssss
(BT =) O
(F5) (F3) (ESC) (F2) (F4)

6. Choose the seats the customer desires by clicking on the “O”. Any other lettered seat
{Alt-M)} Move

is unavailable. Click the “Move Reservation” button. [ Reservaten

& Scating Chart - Jeerk - B:00 P - Friday - February 14, 2014

»mBO00000 0O ©
»mB00000 09 ©
mm<coooo oo -
cococo0000 0000

7. This opens the Confirmation Number Entry. Click the Move Reservation
button. This opens Reservation Confirmation.

479488

Move Reservation | [ Cancel (Ese)




8. Reservation Confirmation. Clicking Move Reservation completes
the action and returns to the Seating Chart.

Is this the Reservation You desire?

D No Tax Vollcher:l ‘ C Number: 479488

Mame: + MARK |

Address:| 189 Earllbrook Lane ‘

City: Branson st |zip: sa616 Profected Amount Due: §
Phone: (417) 339-1100 Fax: (417) - CDIIII‘TV:E'

[———Deposit(s)—————
Contact] ‘ Date Pt Type Amount
ontact:
02006114 Cash 44.00
02006114 Cash 44.00
Group:
Tour #: Reservation Code: 0
From:
Lodging:

Comment: 0. 00 |

Comment;| |

Notes:
0206 4 ML - [ |
0206 4 ML -




24. How to Add a New User. Return to Table of Contents. Return to How To Table of
Contents.

1. Go to Main Menu.

2. Go to Administration. | 4 Mdmineuotion )

3. Go to Operator Codes - [ 5 Operator Codes |
Allows administrator to limit access to the operators on the system.

4. Click New to add a new operator. This creates a blank screen. The following
information can be entered.

T —

4-1. User ID must be a unique number up to four (4)
digits long.

4-2. Name — User Information

4-3. Password — User Information

4-4. Email — User Information. If an email is attached, a
: message will come via email and not the internal

ﬁ i §==s — | messaging system. o

5 EE== 4-5. Check Boxes — The permissions that are allowed
for this user are checked.

4-6. Reports Restriction — If the user must be restricted
from other limitations, contact the Programmer.

4-7. Also Restrict Reservations — If the user must be
restricted from other limitations, contact the
Programmer.

5. Once “New” is clicked the button reverts to “Save.” Click the Save button to
activate the new user.



25. How to Create a Pricing Chart. Return to Table of Contents. Return to How To Table
of Contents.

1. Go to Main Menu.

2. Go to Administration. | 4 Mdmineuotion ]

3. Go to Edit Ticket Prices - | BEMTicketrices | This opens Price Selector.

4. Click Price List. This opens List Query if the system is set to split
Individual and Group Prices. Otherwise it opens the Price Chart List.

&' Please Select One...

Price List ] I Fee List I [ Internet Prices I ‘ Cancel |

| or Group from the options. The

5. If necessary, choose either Individual L
procedure is the same for each list.

£ Please Select...

[ Individual | ’ Group ]

6. The next button to click is grayed out until the user presses Alt-F9.

7. Click New List. This opens the form to title the Price List.

2
ARIZO2011

CATNY2010
CATSP2010

DUTTO2010 ow List
croRGT
GEORG2011

ISLANZ010 Delete List
MEALS2010

STARL2012

| [cancel [Escl

8. Title the Price List by choosing a unique 5 letter identifier or choose from the list of

previously enters identifiers. Save opens the next part of the unique name of the
Price List.

&/ Ploase Enter Price List Name.... |5




9. Enter a unique set of letters or numbers, usually the year the show is active.
Save opens the date entry for the show duration.

&' Please Enter Price List Name... |3

Please enter a short {up to 5
characters) price list descriptor...

2018 |

[ swe | [ cance |

10. Enter the start and end date for the duration of the Price List. Submit opens
the Price List Editor.

& Please Enter Dates...

Start Date: |01/01/2014 Submit

End Date: | 127312014 cancel

11. Click the upper left button to activate the Ticket Price List. Multiple lists may be
generated as needed.

catsezm - b

i

S8

s

HHHHBBHEE
A6

2 |w|te #lz
| EEEEEEEGZ

HHHHHHHBHEHHBHEHEHEEEEE

I

12. Enter the description and the price for each ticket to be offered.

[T [Adun] 32.00
[T Child 412 12.00
[T Child Under 4 0.00

F4 VIP Comp 0.00
[T 12 price 16.00

13. Enter the Start and End Dates.

Starting Date | 01012010 Ending Date | 01/03/2011

14. When all ticket prices are entered, clicking Exit/Save Changes ’
saves the Price List and returns to Administration.

Exit/'Save Changes




26. How to Edit a Pricing Chart. Return to Table of Contents. Return to How To Table of
Contents.

1. Go to Main Menu.

2. Go to Administration. [ o |

3. Go to Edit Ticket Prices - | BEMTicketrices | This opens Price Selector.

4. Click Price List. This opens List Query if the system is set to split
Individual and Group Prices. Otherwise it opens the Price Chart List.

&' Please Select One...

Price List ] I Fee List I [ Internet Prices I ‘ Cancel |

or Group from the options. The

5. If necessary, choose either Individual |
procedure is the same for each list.

£ Please Select...

[ Individual | ’ Group ]

6. Click Select List. This opens the Price List.

& Price List Selection. ..

M ~| [ o

ARIZO2011

CATNY2010

CATSP2010

DUTTO2010 -
GEORG2010

GEORG2011

ISLANZ010 Delete List
MEALS2010

STARL2012

| [cancel [Escl

11. Click the desired Ticket Price List. Opens list.

T Edit Prices and Their Descriptions.

DEMO_2016
Default
Prices th: hecked” will be Non-Printing

n I 2500 [ srt o0 [ cTre 000 ] are 000 01| Wt ()]
CRET v (1] s oo [ cTe2 0 [ afz o 01 w2 )]
" chid s 110 O] snes =i 000 1] ars [)=l) ()]
« | chid04) 000 0] swrs 000 [ crre 000 [ aure o0 0w o [
5 Comp 020 [ sies oo [ cres 00 [ aues 000 01w wen [
5 Vetenn 200 (1] sure oo ) crrs 000 [ ass 000 1 wre oo (]
)=l =i 000 1] aLer 000 0w ()]

" 000 [ srs o0 [ cTes o0 [ aurs 000 1| wre ()]
s Group Rae 9 (1] swrs am [ ctes w0 [ aurs [ si) )]
a0 [ st w00 O c1en 000 [ avro (=) ()]

m 0 [ sen om0 [ cren 000 [ aen o0 0 wn o [
2 020 [ stz o0 [ c1ez 00 [ auriz oo0 0| w2 o [
m 020 (1 surts w0 [ c1ena 000 [ acrs 000 1 w3 osm [
[=ir=n o0 [ cren [=iren 000 0 wrna ()]

s [sirn w00 [ cTes o0 [ aurts 000 0| wrts ()]
e sl o0 [ cTrs w00 [ aLFt 000 (1] wris om ]
o O s w0 O crear =i 0w 0| wwr ()]

e 080 [ swts o0 [ cres 000 [ aure 000 O w1 v [
1 020 [ surts o0 [ cres 000 [ acrte 000 | wre o [
wa 00 (1w w00 [ crez 000 [ avrz0 0 (1 wrm s []

Starting Date | 08/31/2016 Ending Date | 0110672020
@ Revertto Saved Exit/Save Changes  Exit/Don't Save Changes  SavelPrint Prica List | Merge Prices Copy Page
e e o o B R



12. Make necessary edits to ticket descriptions or prices.

E] [Adun] 32.00
E] Child 412 12.00
[I] Child Under 4 0.00
VIP Comp 0.00
112 price 16.00

13. Edit the Start and End Dates, if necessary.

Starting Date | 01/01/2010 Ending Date |01/03/2011

[ Exit'Save Changes

14. When all changes have been made, clicking Exit/Save Changes
saves the Price List and returns to Administration.




27. How to Add/Edit a Notification. Return to Table of Contents. Return to How To Table
of Contents.

1. Go to Main Menu.

2. Go to Administration. | A ]

3. Go to Notifications - | A | This opens a Show List.

4. Click on the show to which the Notification is to be linked and opens a Show Calendar.

& Select An Option

[
[
[
[

1 Starlite - 4:00 PM

2 Acrobats - 3:34 AM

|
J
3 Jeerk - 8:00 PM |
J

4 Haygood - 3:00 PM

’ <Esc= Cancel ]

5. Click the date of the show to which the notification is to be attached.

& Starlite - 4:00 PM

February - 2014 March - 2014 April - 2014
s M T W T F S s M T W T F S s M T W T F S
May - 2014 June - 2014 July - 2014
s M T W T F s S M T W T F s s M T W T F s
T = S
{F5}) {F3) (ESC) (F2) {F4)

6. Type the note into the box. Click Save (Enter) to save the notification and
return to Administration. Cancel (Esc) discards changes and returns to

Administration. Delete Notification deletes any notification previously
entered on that date and returns to Administration.

5/ Please Enter Your Notification for Starlite - 4:00 PM on 02/23/14

[ Save (Enter) Cancel 1 (ESC) Delete Notification

7. The Notification appears at the bottom of the Seating Chart for that Show, Time and
Date selected. See Seating Chart.




28. How to Change Tax Rates. Return to Table of Contents. Return to How To Table of
Contents.

1. Go to Main Menu.

2. Go to Administration. | A
3. Go to Change Tax Rates — [ 2Change TaxRotes lOpens Tax Rate
Editor.

4. Enter a description or title to each tax rate Tax Rate Editor. Then enter the percentage
rate for each tax rate. Note: Any field left blank will not be available to the user in

choosing rates. Click to save the information entered and return to the Utilities

Menu.
& Change Tax Rates
Description Rate
Tax # 1: Tourism| 4.0000 | %,
Tax # 2: | Sales Tax T7.6000 | %
Tax # 3: | Sales Tax Food 8.4750 | %
Tax#4 Tourism Food 0.5000 | 9%
[ Save ] [ Reset ] Igancel ]




29. How to Add/Edit Survey Codes. Return to Table of Contents. Return to How To Table
of Contents.

1. Go to Main Menu.

2. Go to Administration. | L Admisation )

3. Go to Survey Codes. [ ey ades | Allows administrator to modify
Survey Codes.

& Edit Survey Codes

. Main Headings Bar —
. Main Heading Designation —

Main Headings 1000

[ 1000-1999 | [ 2000-2999 | [ 3000-3989 | [ 4000-4999 | [ 5000-5999 | Individual Sales

Sub Headings

[1100] How dyat hear? | [1300] A2y 3 Sub_HeadIn S _
Intemet Headings Sales Agents . q
1101 |67 1111 [ Bilboerd 1121 [Bransorfest 1131 [ 1141 [Vacalion Charrel 4- m -
1102 | TelevisonShow | 1112 Lcal 1122 | Road Shaw 1132 [win dei 1142 | cther shawin thea .
1103 | Rado Ad 1113 | Diive By (sign] 1133 | famiy guests 1143 | johhry lonestar 5 Save and EXIt -
1104 | Newspaper 1114 Bro 1134 | hadrtbeen herey | 1144 | Itwss on the ft
1105 | Word 0 Mauth 1115 | Repeat Customer 1135 [RFD TV 1145 | UPSALE 6 Revert -
1106 | Magazine Ad 1116 | Ineret /ww 1136 | Glamer 1145 | fags re
1107 | Teaser 1117 | Chuch 1137 | Bmeica's Got Tok| 1147 | HomneBarber 7_ Cancel (NO Save) - Retu n to Utlllt!{
1108 | Coupon 1118 |Brancon Reguiar | 1128 | Hughes Bios 1138 |62 1148 B
1109 | Ticket Agent 1119 | Jim Owen 1129 | Del 1139 | auctioniaifie 1149 | lookinfor 2 Zpm st Pros]rams
1110 | Noldza ) 1120 | John Tweed 1130 | Specidl Invialion | 1140 25% off sscondsh| 1150 | 1/2off secand sh
[ SaveandExit ] [ BRevert ] [Cancel(NoSave) | [ PrimtList | —_—

4. Click on a Main Heading. This displays a list of Sub Headings.

Main Headings

2000-2999 | [ 3000-3999 | [ 4o00-4993 | [ s000-5999 | Allows grouping of codes. The title of the

5. Click on a Sub Heading. This displays a list of codes Final Headings.

Sub Headings

How dyal hear? AZwhy
Intemet Hearings Sales Agents

6. Click in a blank box to add a Survey Code. Click on an existing Survey Code to edit.

1101 | AGT 1111 | Bilboard

1102 | Television Show 1112 | Local

1103 | Radio &d 1113 | Dvive By [sign)
1104 | Newspaper 1114 | Brochure

1105 | Word 0" Mouth 1115 | Repeat Customer

7. Click Save and Exit to save all changes and additions and return to
Utility Programs. Click on Revert to discard all changes and refresh to

the last saved code list. Click Cancel (No Save) [ Cancel (No Save) | 4, iscard all changes

and return to Utility Programs. Click Print List [___Printlist___ ] {5 open Printer Selection
window and print the list of all Survey Codes.




30. How to Reprint Credit Card Receipts. Return to Table of Contents. Return to How To
Table of Contents.

1. Go to Main Menu.

2. Go to Administration. | L Admisation
3. Go to Reprint Credit Card Receipts. | e L A Retn | Opens Confirmation
Number Entry.

4. Enter the confirmation number that is attached to the credit card. OK opens the
Credit Card List.

& Enter, Confirmation Nu... |58

5. Highlight the card number and click Select Card. The tickets print and returns
to Administration.

& Credit Card Selection...

Select Card View Log Cancel 1




31. How to Reindex/Compress Databases. Return to Table of Contents. Return to How
To Table of Contents.

1. Go to Main Menu.

2. Go to Administration. | L Admisation

3. Go to Reindex/Compress Databases. | 2Esncedcompess Datpbases

4. Clicking the Reindex button opens a warning note.

Microsoft Visual FoxPro

6 All ather users will be logged off before proceeding!

Cancel

5. Clicking OK L | forces all users to exit TCTS and starts a 45 second countdown
and then initiates file maintenance. Upon completion the screen will return to Utility
Programs.



32. How to Add/Edit the Coupon List. Return to Table of Contents. Return to How To
Table of Contents.

1. Go to Main Menu.

2. Go to Administration. | L Admisation

3. Go to Coupon Administration — [ §.Counen Admstration | Opens List Options.

4. Click Manage Coupon List. ._Hanage cowentit. | This opens Manage Coupon List.

&' Question...

[ Edit Coupons for One Date ]

| Manage Coupon List ‘

5. Type in coupon name to add a coupon or highlight a coupon to edit.

6. Click Save and Exit. | Seontd | This saves the changes and returns to Utility
Programs.



33. How to Add/Edit Comp List. Return to Table of Contents. Return to How To Table of
Contents.

1. Go to Main Menu.

2. Go to Administration. | L Admisation ]

3. Go to Edit Comp List. [ EE T | Opens Comp Options.

4. Click on Comp Item. Comp Items opens the comp item form.

i Please Select One...

Comp List ] I Comp ftems

5. Click a check box = [tec! for any Comp Items to be deleted.

Click Delete Chk’'d to delete a comp.

6. Click Add New to open a blank field to add a new comp item. Type the

description of the comp in the blank field. Click Save to adds the comp to the
Comp List, saves all changes and return to Utilities Menu.

& Comp Items...

O
[T Local
[ | combo

[ | free

[AddNew | save ][ cCancel | Delete hid




34. How to Add/Edit Seat Block Descriptions. Return to Table of Contents. Return to
How To Table of Contents.

1. Go to Main Menu.

2. Go to Administration. | 4 Mdmineuotion
3. Go to Seat Block Descriptions. [ e e e iens } Opens Seat Chart
Blocks.

4. Type the Seat Block description in an open field or edit an existing description.

Enter Description to Activate Letter

Armrest| L
Branson Getaway [  M:
n:
P
T
W: Wyndham
Y:{ YRU Sitting Her
z

5. Click the color button to the right of the description and choose the color for the Seat
Block from the standard Windows® color screen. The seat block description will be
displayed in that color.

6. Click the Save & Exit button to save changes and return to Utility
Programs.



35. How to Close Shows. Return to Table of Contents. Return to How To Table of
Contents.

1. Go to Main Menu.

2. Go to Administration. | 4 Mdmineuotion ]
3. Go to Close Shows. | Blloge Shows J Opens the Action Confirmation
Query.

4. Click Yes | | to continue closing shows. This opens a Date Range. Note: Any
unused deposits assigned to that date does not allow the closing and any unsold
reservations are deleted by the closing.

5. Enter the Start and End dates for the shows to be closed. Click Submit to
activate the process and return to Utility Programs.

& Please Enter Dates...

Start Date:||l]1,fl]1f2l]13 | [ Submit l

End Date: |12/31/2013 Cancel




36. How to Create a Statement Charge. Return to Table of Contents. Return to How To
Table of Contents.

1. Go to Main Menu.

2. Go to Administration. | 4 Mdmineuotion )

3. Go to Accounts Receivable. | e |

1 Create/Edit Statement Charge

4. Go to Create Statement Charge. Opens a Statement Charge.

5. Choose to Create, Edit or Cancel.

P Please Select One...

Create Statement Charge Edit Statement Charge

6. Create Statement Charge window opens to create a debit memo for a FIT via
statement charge.

Crexic Statement Chargz 2} 5-1. Select the FIT to be charged from the drop down
--No Voucher hd Ilst_
Invoice & : 192157 5-2. The Invoice # is auto-generated by the system.
Date Charged : 5-3. The Date Charged defaults to today’s date.

5-4. The Memo field is for an explanation of the
statement charge as to why the charge is being made
outside of the sales window.

5-5. Manually enter the Total Amount of the charge.
Lsaee ] [w@moswe | | 5.6 The quantity is the number of seats based upon
how many seats are affected by the charge.

Memo :
Total Amount : 0.00

Guantity : 0

Note: If any entry is blank the window will not save but will open a dialogue box to
requiring input into the blank field(s).

7. Click Save to create the charge based upon the data and return screen to the
Accounts Receivable menu.



37. How to Enter Payments Received from FITs. Return to Table of Contents. Return to
How To Table of Contents.

1. Go to Main Menu.

2. Go to Administration. | 4 Mdmineuotion ]
3. Go to Accounts Receivable. | LAccousts Recevaie |
4. Go to Payments. l il | Opens Payment Options.
5. Click Enter Payments. [5 Euter Bayments | This opens a Query.
1. Enter Payments allows payments to be applied to
| Enter Payments 1 an FIT inVOice.
: = 2. Edit Payments allows the user to edit a previously
[ Edit Payment ] entered payment.
3. Cancel <Esc> - Returns to the to Accounts Receivable
[ Cancel <Esc> ] menu.
6. Clicking Yes opens One Show Name Option. Clicking No opens Accounts

Receivable Payments. (Bypasses step 7.)

1. Yes — Opens One Show Name Option.

2. No - an Accounts Receivable payments window
opens. Go to AR Payments. Go to AR Payments. for
further detail.

7. Click on the desired Show. This opens Accounts Receivable Payments.

1 The Duttons

2 Starlite

4 Jeerk

k |
( J
( 3Acrohats |
( J
( J

5 All Shows

[ <Esc> Cancel ]

8. To finalize the entry of the Accounts Receivable Payments, go to How to Complete an
Accounts Receivable Payment.




38. How to Edit Payments Received from FITs. Return to Table of Contents. Return to
How To Table of Contents.

1. Go to Main Menu.

2. Go to Administration. | 4 Mdmineuotion ]

3. Go to Accounts Receivable. | Liccoumts Recelvable |

4. Go to Payments. l earmen | Opens Payment Options.
5. Click Edit Payments. | Edit Payment | This opens FIT List.

| Enter Payments 1

[ Edit Payment ]

[ Cancel <Esc> ]

6. Click on the FIT to be edited. Select FIT opens FIT Payment Selection.

7. Click on the FIT payment to be edited. Click Select Pmt open to Accounts
Receivable Payment.

1. Choose the FIT the payment is to be edited against.
2. Select Pmt — Go to AR Payments. for further detail.
3. Cancel — Returns to Accounts Receivable Menu

8. To finalize the edit to the Accounts Receivable Payments, go to How to Complete an
Accounts Receivable Payment.

A Selection
[BRANSON 2 FOR 1 TICKETS

Amount Pakd  Payment Type
0.0 [cam v

uuuuu

1 Date how




39. How to Print Statements. Return to Table of Contents. Return to How To Table of
Contents.

1. Go to Main Menu.

2. Go to Administration. | 4 Mdmineuotion )

7 Accounts Receivable ]

3. Go to Accounts Receivable. [

3 Print Statements ]

4. Go to Print Statements. [

5. Click Print Statements [__erinsttemens | ¢, open Print Statement List. Click Statement
Report

6. Print Statements.

Si Print Statements

6-1. Click Select All FITs to have all statements

Select by clicking the checkbox
s [ e printed.
Dot | 6-2. Click Clear All to deselect all FITs.
TR : 6-3. Check “Do Not Print if Balance Due is (0)” to not print a
statement if there is no balance due.
AL AC o e 6-4. Check “Do Not Include Balance Forward” for the statement to
W not include the balance forward in the statement.
e T o 6-5. Statement. Choose one of a multiple of statements that may
cars | [msiows v available for shows. A drop down list is available to choose from.
D e 6-6. Statement Edit. Statement Use only if instructed by
w1 programmer
'5 J'l 6-7. Show. Select from a drop down list of all shows, individual

shows or a customized list.

6-8. Check Print Labels after Statements to confirm print choice.
Prints the labels for the statements that are printed.

6-9. Click Print Statements to opens Statement Report Date

Range .

7. Enter the start and end dates for the desired statements. Submit sends the
statements to Print Preview for printing.

i Please Enter Dates.

Start Date: | 02/20/2014
End Date: 0272072014




40. How to Complete an Accounts Receivable Payment. Return to Table of Contents.
Return to How To Table of Contents.

1. When coming from Enter Payments Received from FITs:
1-1. Select the FIT from the drop down list in the upper left of the form. This will
populate the lower section of the form with invoices to be paid.
1-2. Confirm the Date Paid, the default is the current date.
1-3. Enter the Amount Paid.
1-4. Select the Payment Type from the drop down list. Additional information will be
required and will appear under the payment type. This may include check number,
credit card information note, or memo information.
If Chck is selected, a check number is requested beneath the payment type.
If Card is selected, the information will not be required until the payment is
Saved.
If Memo is selected, a memo field opens to input the reason for the credit
memo.
Note: Payment type cannot be selected until a payment amount is entered.

2. When coming from Edit Payments Received from FITs, the upper section will be auto
filled from the payment information and is uneditable. The invoices that have been
previously selected will be marked with a check. To make changes to the application of
the payment, uncheck undesired invoice and check desired invoice to apply the payment.

Payment Window

3. Click Auto-Select [1Aute-Seleet 1 o tomatically select the first invoice on the list and
apply a full payment to that and subsequent invoices until the payment amount is
exhausted.

4. Click Clear unselects all invoices and recalculates all totals.

5. Verify the information in the window in the upper right to see any difference in the
amount that has been applied and the balance due.

Total Amt. Due: 0.00
Amt. Applied: 0.00
Balance Due: 0.00



6. Invoices can be selected manually by clicking on the box to the left of the
invoices to be paid. Individual invoice payment amounts may also be entered manually in
the payment column of that invoice.

A Date Show W8 Coid. 8 Vouch. 8 Name Ciedit P, Ovigingl Al Aiount Due. Payment ~

7. If a credit is available for the FIT, the Credits button at the bottom of the window will be
active and will display the amount of the credit. Clicking that button will open another
payment window with a list of invoices to which it may be applied.

8. Click Save to save all information as displayed. Payments will be applied
and, if Credit Card payment has been chosen, a CC window will open to allow that
information to be entered.



41. How to Create a New FIT. Return to Table of Contents. Return to How To Table of
Contents.

1. Go to Main Menu.

2. Go to Administration. | 4 Mdmineuotion )

3. Go to Accounts Receivable. | e |

4. Go to FITs/Contracts. | & FITs | Contracts ] Opens list of FIT accounts.

5. Click Accounts New to opens Account Manager.

iccounts Receivable.

Accounts

Contacis

Confract Name ~
B HJD#1288

D $13.95
D 515.00
D $16.10
D$1610FF
D $17.00
D§1717
D 318,24
D $1331
D 52039

Account Mame

ATOZVACATIONS v
ACORN ACRES RV PARK v
AFFORDABLE BRANSON TICKETS v
ALCATRAZ MEDIA v
ALL ACCESS BRANSON v
AMERICAS BEST CAMPGROUND v
APACHE JUNCTION CHAMBER OF COPMMERCE |V
ARIZOMA PRE SALE VOUGHERS v
ARTILLA COVE RESORT v
BOXCARWILLIE HOTEL v D $20.89
BRAMSON 2 FOR 1 TIGKETS v D $21.00
BRAMSON ANYTIME il D $21.46
v
v
v
v
v
V)
v
v
V)
v
v

BRANSON BOUND D $22.31
BRANSON CENTRAL RESERVATIONS D §22.53 v

BRANSON CHRISTIAN TOLIRS

BRANSON GONCIERGE ING!

BRANSON CONNECTION Contracts joined to the Selected Account
BRANSON COUNTRY GETAVWAY
BRANSON GOUNTRY TOURS
BRAMSON FUN VACATION
BRANSON GROUP TOURS
BRANSON HIGHLITES
BRANSOMN HOTLIME GIFTED

Hone.

[Jpisplaymactive  []Display Archived

[ Edit FIT Contract Labels Exit

6. In the Account Editor, enter the Account Information for the FIT.

ccount Editor

Account Mame: | 15T INN BR_ANSON‘ Address: | 2719 W Hwy 76
Contact:| DoAn Letk City: | Bruson Avcount Name: | & TO Z TACATIONS Address; |P.O. Box 2023
Title State: | MO Zip: 63616 1 United £
e e g | Unite Contact: | Kelly Vesely City: | Branson West
Department: | Marksting E-Wail Address: | Lstintbranson cor
Title: State: | MO Zip:| 65737 Ctey:| Unitea §
Phone: (417) 3347000 Ext: Other Info: | 09 contracts recieved e |
Fax| @7 20305 Department: E-WMail A ddrass: | marklsto@graail com
Satutetion ] Restrict Grou Pricing to Gontract Phene: | (417)840-5852 Ext: Other Lnfo: | After Hows Phone # 417-340-5852 ~

Web Site= atozvarationslive com

Status: | A Groups Status.| ¥ Fax: | (417) 587-3214
Y=Active I-Inactive A=, nt Picl X=Archived P-PrePaid
DCve::,t!Card U::\IE foentpice Salutation: [ Restrict Group Pricing to Contract toppen@hughes brothers com
Agent Pickup:
@Pmtatsae O PmtatReservation g

Reseller?: | N | Y=Yes (Non-Taxable) N=No (Taxable)

Contracts
r

]
Name Show(s) Adult _ Student  ChildFamilyPas _ Semior  Other  Field1  Field2  Field3 A

Add Contract | [_Remove Selected Contract | | Exit (Esc)

7. Confirm the Status/Group Status. “Y” is the normal setting. For other options, contact
Programmer.

Status: | ¥ Groups Status: | ¥
Y=Active I-Inactive A-AgeniPickup X=Arvrchived P-PrePaid

8. Clicking Exit (Esc) | Exit (Esc) | saves the information and returns to
Accounts Receivable.




9. NOTE: The next step is to create a FIT Contract. See How to Create a FIT
Contract.




42. How to Create a FIT Contract. Return to Table of Contents. Return to How To Table
of Contents.

1. Go to Main Menu.

2. Go to Administration. | 4 Mdmineuotion ]

3. Go to Accounts Receivable. | e |

4. Go to FITs/Contracts. | & FITs | Contracts ] Opens list of FIT accounts.

5. Click Contracts New to opens Contract Name.

& Accounts Recei

Click Edit to ma

Accounss : Contacts
Account Name Status & Contract Name -

WD §1288
D 51385

ATO Z VAGATIONS [
ACORN ACRES RV PARK

AFF ORDABLE BRANSON TICKETS
ALCATRAZ MEDIA

AL ACCESS BRANSON
AMERICAS BEST CAMPGROUND

D 1500
D§16.10
D 516,10 PP

D §17.00
D§17.17
D 51624
D §19.32
D §2039

B
™
™
7
™
™
7
APAGHE JUNGTION GHAMBER GF COPMMERGE |
ARIZONA FRE SALE VOUCHERS [
ARTILLA COVE RESORT [
BOXGAR WILLIE HOTEL [ D 52069
BRANSON 2 FOR 1 TICKETS [ D 52100
BRANSON ANYTIME [ D 52145
[
™
7
™
™
7
™
™
7
™
™

BRANSON BOUND D 52231
BRANSON CENTRAL RESERVATIONS D §2253 v

Sort Contrasts by Mame

Contracts joined to the Selected Account

BRANSON CHRISTIAN TOURS
BRANSON CONGIERGE ING.
BRANSON CONNECTION

BRANSON COUNTRY GETAWAY
BRANSON COUNTRY TOURS
BRANSON FUN VACATION
BRANSON GROUP TOURS
BRANSON HIGHLITES
BRANSON HOTLINE GIFTED

[pisplaynactive  [Display Archived

[ Edit FIT Contract Labels Exit

6. Create and enter a Contract Name. This name may be edited within the Contract
Editor. Save opens the Contract Editor.

£ Please Enter Contract Name... |g

2

[ Save 1 ’ Cancel ]

7. In the Contract Editor, edit prices by clicking in the box next to the right of the label and
enter the price desired using the decimal for cents.

&/ Contract: D $12.88 ]

Adult (AD) 12.88 | itudent (sT) 1073 Child(cH) 537 StantDate  End Date

iy Pas (FP) 5365  Senior (SR) 0.00|  OtheroT) 0.00

Field 1 (P0) 0.00 Field 2 (PY) 0.00 Field 3 (PG) 0.00 Contract Name D $12.88
Field 4 } 0.00 Field 5 ( } 0.00 Field G ( } 0.00 | E-Mail Form Name
Field7( ) 0.00 Field 8 ( ) 0.00 Field 9 ( ) 0.00
Shows Attached to this Contract (Max 20) Available Shows
The Duttons - 2:00 Fhi - Trinidad Test - 7.0 Pt ~

Starlte - 4:00 PM
E Bellarming Univ - 6:00 PM
Mews Show - 4:00 PM
Acrobats - 3:34 AN
Jeerk- 8:00 PM

Owens Theater - 3:00 PM
Haygood - .00 PM
RFD- 8:00 PM

(]




8. Choose from Available Show in the right column by clicking on and highlighting the

show. Using the left arrow key, E move the show into the left column. All available
shows will be listed in the Shows Attached column. To remove a show, use the right

arrow key. E] To clear the Shows Attached list, use the “X” key.

9. All information is saved upon entering. Clicking Exit [ et Jreturns to the
originating screen.

10. Note: A FIT should be created before continuing. See How to Create a New FIT.

11. Note: The contract must be attached to a FIT for this to function. See How to
Attach a FIT Contract to a FIT.

12. Note: Contract pricing is required for this to function. See How to Create Contract
Pricing in the Price Chart.




1. Go to Main Menu.

2. Go to Administration. l

4. Administration }

3. Go to Accounts Receivable. [

7 Accounts Receivable

6 FITs / Contracts

4. Go to FITs/Contracts. l

5. If the left column, click to highlight the account the contract is to be attached. Click Edit

& Accounts Raceivable...

above the Accounts to open Account Editor.

Click Edit to manage Contracts for each Account

e
Artount Name Status A

a !
ATO ZVACATIONS

Cantract Name ~

D 51288
D §1395

ACORN ACRES RV PARK

D §15.00

AFF ORDABLE BRANS OM TICKETS

D §16.10

ALCATRAZMEDIA

D §16.10PP

ALLACCESS BRANSON

D §17.00

AMERIGAS BEST CAMPGROUND

D §17.17

APACHE JUNCTION CHAMBER OF COPMMERCE

D §18.24

ARIZONA PRE SALE VOUCHERS

D §19.32

ARTILLA COVE RESORT

D 520 39

BOXCAR WILLIE HOTEL

D §20 39

BRANSON 2 FOR 1 TICKETS

D §21.00

BRANSON ANYTIME

D 521,46

BRANSON BOUND

D §22.31

BRANSON CENTRAL RESERVATIONS

D §2253 ~

BRANSON CHRISTIAN TOURS
BRANSON CONCIERGE INC.
BRANSON CONNECTION
BRANSON COUNTRY GETAIAY
BRANSON COUNTRY TOURS
BRANSON FUN VACATION
BRANSON GROUP TOURS
BRANSON HIGHLITES
BRANSON HOTLINE GIFTED

EIEIEIEA EA EAEA E BB B EA B B EA A I I eI e e 3

[pisplaynactive  CIDisplay Archived

Contracts joined o the Selected Account

Sort Contracts by Mame

None

[ Edit FIT Contract Labels

6. In the Account Editor, click Add Contract. ’

] Opens list of FIT accounts.

Add Contract

| This opens a Query.

43. How to Attach a FIT Contract to a FIT. Return to Table of Contents. Return to How To
Table of Contents.

& Account Editor ®
Account Name: | 15T INN BRANSON | Address: | 2719 W Hwy 76
Contact: | Defan Lesk. City: | Bransan.
Title: State: | MO Zip: 65616 Ctey:| United §
Depariment: | Marketing E-Meil Address: | Lstimbranson.eom r Contracts
Fhone: (417) 3347000 Ext: Other Info: | 09 contracts recieved el Name Show(s) Adult  Student ChildFamily Pas  Senior Other Field 1 Field 2 Field3 »
Fax:| (417) 3365015
Salutation [ Restrict Group Pricing to Contract
Stabus: | & | Croups Status: | 7
Y=Active IInactive A=AgentPickup X=Archived P=PrePaid
gt Pt L1 Cand on File
@PmtatSale O PmtatReservation a 2
Reseller?: | N | Y=Yes (on-Taxebls) N=No (Taxsble)
@ Add Contract l [ Remove Selected Contract ] l Exit (Esc)
[ Contracts |
Name Show(s) Adult_Student  ChildFamily Pas__ Semior _ Other  Field 1 Field2 _ Field3 A
v
Add Contract ] [ _Remove Selected Conract_| | Exit (Esc)

7. Answer the query. Click ADD. This opens a list of existing contracts.

Do you wish to ADD an existing Contract to
this Account

-OR -

Do you wish to create a NEW Contract and
link it to this Account?

J |

ADD NEw | [TCancel |




[n(l(l Selected Contract to Account ] Th|S

8. Highlight the contract to be attached and click Add Contract
returns to the Account Editor.

Hame: D $1238 Contracts

Showsis) : The Duttons - 200 P

Contract Mame L
ID§12.88
D %13.495
D %15.00

5
1288
1073
537
am Pa 53.65
Senior :
Other :
PO:
PY:
PG:
[EoiSoiodod | [Dcmsoleron] [ SelocidComtractin ccourt] [ cancel

9. Confirm the contract has been added in the list of Contracts on the Account Editor.
Click Exit (Esc) | Exit (Esc) | to save all changes.

& Account Editor

AvccountName: | A TO Z VACATIONS Addross: | PO, Box 2023
Contect: | Kelly Vesely City: | Branson West
Tile State:| MO Zip:| 65737 Cry:| Undted §
Deperiment E-Meil Addsess: | marklsto@grellcom
Fhone: | (417) 840-5852 Ext: Other Info: | Afer Hows Phons # 417-840-5852 ~
“Web Site= atozvacationslive cor
Fax | (417} 587-3214
Salutation [JRestrict Group Pricing to Cantract | topper@hughss brothers cor

Staus: |V | Groups Status: | 7
Y=Active I=Inactive A=Agent Pickup X=Archived P=PrePaid
[ Gredit Card on File

Agent Fickup
v
Resefler?: N ¥=Yes(Non-Taxable) N=No(Tarable
w ) (e Send E-Mail Contract
[ Confracts — WARNING: Overlapped Shows!
Name Show(s) Adult  Student ChildFamily Pas Senior Other Field 1 Field 2 Field3 ~

D §22.53 | Click Here 2253 10.73 5.37]  53.65] 0.00] 16,50 0.00 0.00 0.00

( Add Contract ] [ _Remove Selected Contract | [ Exit (Esc) ]

10. Note: A FIT must be created first. See How to Create a New FIT.

11. Note: a FIT contract is required for this to function. How to Create a FIT
Contract.

12. Note: Contract pricing is required for this to function. See How to Create Contract
Pricing in the Price Chart.




44. How to Create Contract Pricing in the Price Chart. Return to Table of Contents.
Return to How To Table of Contents.

1. Confirm the FIT exits. Go to How to Create a New FIT.

2. Confirm the FIT contract exists. Go to How to Create a New FIT Contract.

3. Confirm the contract is attached to a FIT. See How to Attach a FIT Contract to a FIT.

4. Go to Main Menu.

5. Go to Administration. [ o |

6.Go to Edit Ticket Prices - | g TicketErices | This opens Price Selector.

4. Click Price List. This opens List Query if the system is set to split
Individual and Group Prices. Otherwise it opens the Price Chart List.

£f Please Select One...

Price List ] l Fee List I [ Internet Prices I \ Cancel |

5. Click Individual This opens Select Price List.

Select List

B3

ARIZO2011
CATNY2010
CATSF2010

DUTTO2010 Now List
crorc
GEORG2011

ISLAN2010 Delete List
MEALS2010

STARL2012

3 cancel [Esc]

11. Click the desired Ticket Price List. The first page is Default.

HHHHBHE

983293993

HHHHHEHBHHHEE
g

9] sias ] [ oo coanges ] [Extboaysuv chompe] [ srammmiriin | [ wesrviens




12. Click on a blank description field. Enter “FIT” and the two-letter price designator from
the contract: i.e. AD for adult, CH for child, etc. Any further description optional.

[E] [Adun] 32.00
Child 412 12.00

0.00
0.00

16.00

13. Click the price next to the new entry and enter the price from the contract.

14. Repeat the last two steps for all prices entered in the contract.
15. Click Exit/Save Changes.

16. Repeat the same series of steps for each price chart affected by that particular
contract.

17. Note: A FIT must be created first. See How to Create a New FIT.

18. NOTE: A FIT Contract must be created. See How to Create a FIT Contract.

19. Note: The contract must be attached to a FIT for this to function. See How to
Attach a FIT Contract to a FIT.




45. How to Merge FITs. Return to Table of Contents. Return to How To Table of
Contents.

1. Go to Main Menu.

2. Go to Administration. [ o |

7 Accounts Receivable ]

3. Go to Accounts Receivable. [

4. Go to Merge FITs — | CLERRAI | Opens FIT Merge.

5. Click the Select Destination FIT. [___SelectDestination FiT | This opens FIT Select.

—— ——
Account Hams: | ALL ACCESS ERANSON Acoount Name: | ALL ACCESS BRANSON PREPAID

Contast: | Tomn MoDowell{ovmer Contast
Address: 3005 W Hwy 76, Ste C Addrese:
City: | Bramson. City:

State: | MO Zip: 65616 Ciey:| Us State 2 oy |

Status Z' Y=Active I=Inactive A=Agent Pickup Status zl Y=Active [=Inactive A=Agent Pickup

Note: Clicking will reaove the Merged FIT

6. Select Destination FIT from the drop down list. Clicking Select L EEL | auto
fills the customer information in the FIT Merge window.

& FIT Select

1ST INN BRANSON-(A) |
7. Cllck the Select FIT to be Merged J Cr— aelect Bl tobhe Merged, ThIS ope ns FIT Select
[ Select Destinationflt___] 2 P T |
Account Name: | ALL ACCESS BRANSON Acoount Hae: | ALL ACCESS BRANSON PREPAID
Contact: | Joun MeDewell{ammer Contact;
Address: 3005 W Hury 76, Ste C Address:
City: | Brawson City
State: MO | Zigs[6%6ts |otiyr| USA State Zip CHy:
Status: | ¥ | YeActive Ilnactive A=Agent Pickup Stetus: |1 | YeActive I-lnactive A=Agent Pickup
Dote: Clicking will resove the Merged FIT

8. Select Destination FIT from the drop down list. Clicking Select | Sglact | auto
fills the customer information in the FIT Merge window.

& FIT Select

1ST INN BRANSON-(A} ~|

Merge

I )
9. Click Merge noe: ciicking mn e e wereearrr- 1o coOmbine the two FITs and delete the Merged FIT.




46. How to Edit Online Settings. Contact qualified TCTS Programmer. Return to How To
Table of Contents.
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