BOT: Using Website to process tickets

This document outlines the process for taking manual orders. A manual order is a sale
over the phone or a walkin sale.

Website landing page showing "Staff" menu

1. The "Staff" menu item is visible when a staff member is logged in.
2. To process "Manual Orders"

The Ora NEE Theatre o)
9/ .

Home What's On = Classes = Info = Get Involved - Mailing List My Account = Staff -

Manual Ordeq e
o~

Scan Ticket

B4 ™ 0items - £0.00

Theatra Manual
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Manual Order help page

1. The Manual Order help page has a link to the new order page

TheBlue Orange theatre 9}

Home What's On - Classes ~ Info = Get Involved ~ Mailing List My Account Staff - &M = 0items-£0.00

Manual Order

You can create a manual order for a telephone booking or walk in as follows.

Check if the customer already has an Blue Orange Theatre account OR Create new customer account, then process order by clicking button
balow,

o CREATE ORDER FOR NEW CUSTOMER
Ry

Check if the customer already has an Blue Orange Theatre account?
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Add New Order

If customer doesn't want to give any details process as a "Guest".

1. Otherwise, dropdown and type customer name to check if already registered.
Add New Order

Order #1958 details

General Details
Order date:
2016-10-06 @12 273
Order status:
Pending Payment -
Customer:

[ Guast - |

Create Mew Customer «

(-

Billing Details & Shipping Details

Address: Address:
Mo billing address set No shipping address sat
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Check if customer already known?

1. Type custer name.
2. After 3 characters the matching customers will be displayed in a list to choose from.

Add New Order

Order #1958 details

General Details
Drder date:
2016-10-06 @12 227 <
Order status
Pending Payment -
Customer:
Guest

ghar Q,

Kate Barnett (#2 - kate@bluecrangetheatre.co.uk)
°

iming Details T Bhipping Details
Address: Address:
Mo billi g address set Mo shipping address set.
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Add new customer

If the customer is not known, then you need to add them to process orders.

Add first name.

Add surname.

Add email adddress - an automatic email noticifaction will be sent.
Unless you disable.

Create customer.

S

Plugins — WardPress.com

uraer ¥ 190y details

General Details

Order date:
2016-10-08 @12 2 3C <

Order status

Pending Payment -
Customer:
Guest -
~ o
First Mame

v

Last Name
\.....-”E

Email Address *
(3 2
o Disable customer registration amail
U

Cancel o Create Customer
v

Billing Details & Shipping Details

Address: Address:
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How to add items

1. Select payment type. (Paypal or other).
2. Add tickets.

Payment Method

Wi

o

Trangaction ID

@ Discount: £0.00
@ Shipping: E£0.00
Crdar Total: E0.00

Refunded: -E0.00

©

Add itam(s) Calculate Taxes Calculate Total

BOT: USING WEBSITE TO PROCESS TICKETS




BOT: Using Website to process tickets

Search for ticket

1. Enter show name to search for perfamances and ticket types.

Add products

Please enter 3 or more characters
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Select ticket

1. Select ticket date and type from list.

Add products

dracula

Concession — Dracula The Musical 28 Oct @7:30pm

Standard - Dracula The Musical 28 Qct @7:30pm o
S—

Concession — Dracula The Musical 29 Oct @7:30pm

Standard = Dracula The Musical 29 QOct @7:30pm

Concession — Dracula The Musical 31 Oct @7:20pm

Standard — Dracula The Musical 31 Oct @7:30pm
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Save order

1. Add additional tickets.
2. Save order.

- Dracula The Musical 28 Oct @7:30pm
SKU: Standard

s (0 ©

o

£13.00 x 1 £13.00

@ Discount: £0.00

@ Shipping: £0.00

Order Total: £0.00
Refunded: -£0.00

Add product(s) Add fee

Add shipping cost
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Calculate Total

1. Calculate totals.

Product Cost Oty

. Dracula The Musical 28 Oct @7:30pm £13.00 w1 £13.00
SKU: Standard

@ Discount: £0.00
@ Shipping: £0.00
Order Total: £0.00

Refunded: -£0.00

Confirm Calculation

Calculate totals based on order items, discounts, and
shipping?

Cancel OK
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Changing Status and saving order

1. Change Order Status.
2. Save Order.
3. Attach notes to Order.

Add New Order
_ Order Actions
Crder 419684 details
Acti I
Gamaral Datalls
261006 PR Wl u
Order status: Order Motes
Panding Paymsnt o .
B e
Panding Paym S
ProcEsEng hdd note @
an Hold
Comalted £
Zarce|bed
Privabe nobe & Add
Rl e
sl
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