Box Office – StageShow+   Add Sale

updated May 2014
Use these instructions to input phone reservations to the StageShow+ database.

1.
Log into Swampmeadow.org (bottom left of homepage)
2.
Open the StageShow+ menu (an option on the left)

3.
Open the SALES menu within StageShow+
4.
Choose ADD SALE button at the bottom of the display
5.
Scroll through the performances to place reservation.  Look for:
· Correct date(s) !
· Correct TYPE of ticket (adult, senior, student, xtra0 or xtra2)  and enter the correct number of tickets of each type in the quantity fields.  Click the ADD button to the right of each ticket type selected.  You may enter quantities for multiple performances and multiple ticket-types at the same time.
· To use family pricing:  Enter 2 adult tickets (cost=$24), then enter 2 student tickets (cost=$14), then enter 1 xtra2 ticket (cost=$2), then enter as many additional xtra0 tickets (cost=$0) as necessary to complete the ticket order  The total will be the family max $40.
6.
Scroll to the bottom of the screen and carefully review the “Selected Seats” summary.  Edit as necessary by using the “remove” options and re-entering selections above.

7.
Click the NEXT button

8.
Enter the patron’s name, phone number and any other contact information in the ID fields.  Record any requests for ADA accommodations here (awaiting update for this) or on a separate form.

9.
*****Notice the status automatically defaults to COMPLETED.  This is wrong.  It indicates the tickets are paid.  Since these are phone reservations, the tickets are not paid as yet.  Use the drop down menu and change this field to RESERVED.*****
10.
Click SAVE.
11.
You should see a confirmation message: “sale details have been saved.”
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