Box Office – StageShow+   EXPORTING TICKET INFO     updated May, 2014
Exporting Tickets for Check-in at Box Office Table for each performance
· Paid Reservations in alphabetical order by last name

· UnPaid Reservations in alphabetical order by last name

STEP ONE:  EXPORT DATA

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

3.
Open the TOOLS menu within StageShow+
4.
Under the EXPORT menu set TYPE to TICKETS
5.
Click the DOWNLOAD EXPORT FILE button

6.
Give the file a name and save it in a location you will remember.
STEP TWO:  OPEN USING EXCEL

1.
Open the ____.txt file using MicrosoftExcel.  In the Open Dialog Box you’ll have to set “Files of Type” to All files *.* or only excel-formatted files will appear in your list.
2.
The Text Import Wizard Dialog Box will open.  

· On the first screen, choose DELIMITED then click NEXT.
· On the second screen, choose TAB then click NEXT.

· On the last screen, choose FINISH.
· SAVE as an excel spreadsheet.
You now have an open EXCEL SPREADSHEET with all up-to-date reservation data, including lots of information you do not need. So…

STEP THREE:  In Excel, DELETE COLUMNS TO FOCUS ON WHAT YOU REALLY NEED

1.
Adjust column width as needed so that all data fields are readable.

2.      You will need to carefully delete and keep columns.  To delete a column:  Right-click on the letter that appears at the very top of the column.  This is the Excel-generated column label.  The entire column will be selected.  Choose “delete.”  Did you make a mistake?  Hit Ctrl-Z to undo your mistake and try again.

· DELETE the first column, Ticket ID
· KEEP the next 4 columns:  

· Transaction ID (this keep is optional.  I like it because it distinguishes online entries from phone/manual entries; ID may match emailed confirmation sheets)
· Sale Status (vital: distinguishes paid and unpaid reservations)
· First Name

· Last Name
· DELETE the next column: Show Name
· KEEP the next 3 columns: 

· Performance Date & Time
· Price Type  (adult, senior, student, xtra2, xtra0)
· Ticket Qty

· DELETE the next column: No of Seats/Ticket
· KEEP the next column, Ticket Paid.  But change the heading to “Price.”  Remember that only those who used PayPal have actually paid for their tickets.  The rest are merely reserved and must be paid at admission.
· Keep the next column, Ticket Fee, until the next update.  We really need the sale status field, but it’s missing from the export.  So this is the only way to know who has paid.  0=unpaid.  But the sale status is essential because it allows us to account for complimentary tickets  and tickets paid-by-check as well.
· DELETE the next 2 columns:  Date & Time of sale & sale email.
· DELETE the last 9 columns, Phone through Ticket Type
So, you should now have a spreadsheet with 8 columns: Transaction ID / First Name / Last Name / Performance Date & Time / Price Type / Ticket Qty / Price  / Ticket Fee 
STEP FOUR:  In Excel, ADJUST and MOVE COLUMNS for ease of use
1.
Adjust the column headed “Price.”  Select the column, right click, and choose “format cells.”  Change the number formatting to currency with zero decimal places.

2.
Insert 2 new columns to the left of column A.

3.
Move or cut and paste the LAST NAME data into the first column

· Right click over the column header for LAST NAME  The column is selected and a menu opens.  Left click “cut.”  Now, right click over the header for column A and choose paste.

4.
Move or cut and paste FIRST NAME data into the second column

5.
Delete the empty columns where first and last name used to be.

6.
Add the Performance Note column to the 3rd column location.  Note here any ADA or other accommodations or notes.
7.
Move or rearrange other columns to best suit your needs.  For example, I like to move performance date and time to the left so that my last 3 right-hand columns are TICKET TYPE, TICKET QTY and PRICE.  This makes it easier to add and work with my TOTAL $ column (see below).
8.
Adjust all column widths for ease of use.
9.
Add a last column for PAID so that you can indicate the pre-paid for now, and so you’ll have a place to write in a check mark for cash or CK for payment by check at admission.
STEP FIVE:  SORT DATA FOR USE AT THE BOX OFFICE
A.  MASTER LIST

1.
Select all data entries – all rows and columns with data, excluding the StageShow+ column headings.

2.
From the menu bar, choose DATA, then choose SORT
3.
Sort by

· LAST NAME in ASCENDING order

· Then by FIRST NAME in ASCENDING order

· Then by PERFORMANCE DATE & TIME in ASCENDING order.   Click OK
You now have an alphabetical list of all reservations.  I print this out as a master list and use it for any questions at box office about reservations for other performances of  this production, such as, “Did my sister Susie make her reservation for next Sunday?”  (  For help with printing, see STEP SEVEN, below.
B.  PAID AND UNPAID FOR TODAY’s PERFORMANCE

4.
With your data still selected, again, from the menu bar, choose DATA, then choose SORT
Sort by

· PERFORMANCE DATE & TIME in ASCENDING order

· Click OK

You now have data sorted by performance date.  This is a convenient time to DELETE any data for expired shows just to make your spreadsheet less cluttered.   
5.
Now, select only those data entries for the performance date you need.  Be sure to select all data fields for that date—all columns and rows—excluding the column headings.

Sort by

· SALE STATUS in ASCENDING order

· Then by LAST NAME in ascending order

· Then by FIRST NAME in ascending order

· Click OK

You now have 2 sets of reservations for your performance date:  PAID reservations (sale status=COMPLETED) in alphabetical order and then UNPAID reservations (sale status = RESERVED) in alphabetical  order.

STEP SIX:  ADD A TOTAL DUE COLUMN FOR THE UNPAID RESERVATIONS

1.
Add a TOTAL $ column at the end.  Format the cells in this column for currency with zero decimal spaces.  Notice the letter label for your new column.  If your new column is labeled “j” and your ticket quantity column is labeled “h” and your price column is labeled “i” then enter the formula as typed below.  If you have different column labels, edit accordingly.



Fx =PRODUCT(h2:i2)    where the letter is the column and the number is the row

This will insert in your “TOTAL $” column the total calculated price of the number of tickets reserved * the price for THAT TICKET TYPE for that patron in that row.

2.
Now, copy the cell into which you placed the formula.

3.
Now, paste into all the remaining cells in your new column, for your current performance date, for the UNPAID reservations.  


You now know how much each patron owes—BY TICKET TYPE.  
4.
So, you’ll have to adjust your print out for ease of use.  You may want to add another column and total all tickets for each patron.  Or, you may want to add spaces between patrons, as needed, so it’s obvious that Jane Doe has 3 lines of reservations:  2 adult tickets, 1 senior ticket, and 1 student ticket.

STEP SEVEN:  PRINT OUT YOUR PAID AND UNPAID RESERVATION LISTS

1.
Adjust row height and font style or size as needed for ease of use in the printout.  I like to make the headings bold.  I also use yellow highlight on last names and total amounts due.
2.
Design your print out.  Choose FILE, then PAGE SETUP, then SHEET.  Use GRIDLINES to make it easier to follow reservations across the page, left to right.  Set the first row – the headings row – to repeat at the top of successive pages.  Use the print preview option and make more style adjustments as desired.
2.
In the FILE, PAGE SETUP dialog box, choose the tab for MARGINS.  Set your page with narrow margins.  I  usually print LANDSCAPE.  Use Print Preview and adjust as necessary.  (See #4 below if you don’t know how to get to the print preview option)
3.
If I have room, I add a HEADER that identifies which printout is PAID and UNPAID.  But this is not necessary.  You can just write this in after printing.

4.
Select all the data fields for the rows you want to print for the PAID reservations.  From the menu buttons at the top, choose FILE, then choose PRINT AREA then choose SET PRINT AREA.  Now you can choose FILE – PRINT PREVIEW.  And, finally, FILE – PRINT.

5.
Repeat for the UNPAID reservations, beginning by setting a new print area.

COUNT YOUR RESERVATIONS

For each tally, PAID and UNPAID, you need to enter a formula to count your reservations.  In any cell, enter  fx = SUM(__:__)  and just select the set of data fields you need to tally.  Use these counts to be sure you do not oversell to walkins.  – OR for shows with small attendance, just do a sum at the bottom of the ticket quantity column.
Done !!
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