Box Office Voicemail

Step 1: Log In
Website Link: eVoice

Username:

Extension:

Password:

e Festival 570-230-7277x1 @@ Help | Contact Us | Log Out

. -
Avoid Service Interruptions | More | . .
evolce A Better Way to Connect” @ Avol emfce nterruptions | Hore nfo » A, Click to Ca 2= Conferencing

Dashboard |__Activity Center |

Home

Contacts Phone System Manager v Account v Settings

Welcome to your eVoice® account. Click the tiles below to access the features for your extension and to manage your overall eVoice account. Watch an overview video or select a title below to

get started.

Choose an option

-

10DLC Registration and
Toll Free Number
Registration

As of 2/3/2025, registration is now
required to continue sending
outbound messages. Inbound SMS
and voice services will not be
affected.

use checkbox to select home page upon login

(@] ]

Activity Center Call Scheduling Manage Phone System

Play voicemail, view faxes, send text Create the ideal call schedule for your Manage your Auto Attendant
messages and listen to recorded calls. business. Our powerful routing tool greeting(s) and extensions to connect
offers 24/7, time-based, and with employees or departments.
individual line management,

empowering you to direct every call

to the correct destination at the right

time, exactly how you need it.

nh fa «

Step 3: Double Click on a Voicemail Message

Step 4: Listen to Voicemail / Read Transcript

v Type

All (0/9) &
Voicemail (0/7)

Recorded Call (0/0)

Messages (0/2)

v Folders

& Folder

&1 Attachment 922k
US_73707591.wav 922k | Download

You Received a New Voicemail

Step 5: Add Info to the Voicemail Tracker


https://www.evoice.com/pricing/?Campaign_id_9996&gclsrc=aw.ds&gad_source=1&gad_campaignid=16213530474&gbraid=0AAAAAD-Q3cMdmT2x0blZn1BRUG00u_rQI&gclid=Cj0KCQjwlqTRBhCBARIsANrkrxh5k5a18agN5DltYh0WZ0cgTbPA6swKlFsZDOyocVfrRNsH_GF5tlkaAuzXEALw_wcB

Step 6: Return Call
**Only do this once you are ready to take payment!**

Click to Return Call

This voicemail was transcribed with the Voicemail to Text feature. If you don’t already have
unlimited transcriptions, or want to add this feature for other users, simply log in to your
account and click "Add Features."

OR

(1) Select “Click to Call”

Scranton e Festival 570-230-7277x1 & Help | Contact Us | Log Out

@ Avoid Service Interruptions | More Info

. .
evol(e A Better Way to Connect”

O,
Dashboard Activity Center call Schedlllina Contacts
C——— ——

All Alerts p

Phone System Manager v Account v Settinas
———

ADVANCED SEARCH »

(2) Select “Click to Call Now”

Wel Scranton Shakespeare Festival 570-230-7277x1 0 Help | Contact Us | Log Out

@ Avoid Service Interruptions | More Info )

. .
ev0|Ce A Better Way to Connect” Al Alerts )

(o)
Dashboard Activia Center Call Schedulina
——

Click to Call

Click to Call Now

Make a quick call to anyone in two simple steps. Just select your number and add the
number you wish to call. It's that easy!

Click To Call 6 (] .
* Easily communicate with

Call Me At Number clients and colleagues.

enter tumber o Cheote from st
Call Out Number s Eliminate tracking down
28620082502 phone numbers.

Caller 1D
8620062502 « Select numbers from

forwarded voicemail, your
inbox or contact list.

‘eVoice

Say Hello to a Better eVoice App!

(3) Under “Call Me at Number,” select “Mobile App: _”

Contacts Phone S‘stem Manaﬂer v Account v Settinﬂs
| e —

Click to Call Widget

Offer your customers a new and easy-to-use contact method and see your calls and
contact rates increase.

.

The simplest way for
customers to stay in touch.

.

Generate a widget or link in
two minute

.

Add it to your \
email, etc.

site, blog,

(4) Under “Call Out Number,” type in the customer’s phone number



Welcome Scranton Shakespeare Festival

eVoice . PO

Click To Call & (x]
Make a quick call to anyone in two simple steps. Just select your nuf ~ Call Me At Number rs a new and easy-to-use contact method and see your calls and
number you wish to call. It's that easy o PR, se.

© Call Out Number

(5) Leave the “Caller ID” field alone

(6) Select “Call”

| cLose cAalL

(7) Wait to receive a response from the customer. If they do not respond, you can use the following

script for a voicemail:

“Hello [CUSTOMER NAME], this is the Scranton Shakespeare Festival box office calling
back about your request for NUMBER] ticket(s) to the [TIME] performance of [SHOW]
on [DATE]. If you would like a member of our box office staff to book those tickets for you,
please call back at your earliest convenience. If you are asked to leave another voicemail,
please tell us what times of day are best for us to call you back so we don’t miss each other

again. If you prefer to purchase or book the tickets on your own, you can do so through our

website, www.scrantonshakes.com/tickets.”

If the customer called to request information, rather than tickets, you should, instead, answer their

questions.

Step 7: Update Voicemail Tracker
If you left a voicemail message for the customer: Don’t check anything

If you called the customer and got a response: Check the “Called Back?” box
If you called the customer and sold them tickets: Check the “Called Back?” and “Paid?” boxes


http://www.scrantonshakes.com/tickets

Box Office Voicemail App

Step 1: Download the eVoice App

Step 2: Complete the Log-in and Set-Up Process

Checking the Voicemail Messages

Step 1: On the Bottom Menu, Select “Calls”

Keypad

Step 2: Select “Voicemails”

Step 3: Click on the Desired Voicemail Message

Step 4: Play the Voicemail Message and/or Read the Transcript

Note that you can also call the patron back directly from this page

L call 6 Message

Transcription

Step 5: Add Info to the Voicemail Tracker




Making Calls

Step 1: Open the EVoice App

This should automatically take you to the “Keypad” page.

Step 2: Type in the Phone Number of the Patron you Wish to Call

(N

& & & @

Keypad Calls Messages Contacts  Settings

Step 3: Select the Phone Icon to Dial

S

& & & @

Keypad Calls Messages Contacts  Settings




Booking Tickets

Step 1: Log In
Website Link: Ticket Source

Username: [your username]

Password: [your password]

Step 2: Navigate to the Desired Event

You can either scroll through all the events using the numbers and arrows at the bottom of the page
OR make your life slightly easier and filter by the name of the show

Scranton Shakespeare Festival
www.ticketsource.com/scrantonshakes [

Show entries [:] Include past events Filter dates | All dates Filter events

Date 1 Event Venue OonsSale Allocated

Much Ado About Nothing
Performed by the Scranton Shakes
Youth Ensemble

Fri, Jun 19 2026,
7:30PM

The Shakes Space @ The ...

” Yes 14/122 Actions v book now

Much Ado About Nothing The Shakes Space @ The

Performed by the Scranton Shakes - Yes 6/122 Actions v

Youth Ensemble

Sat, Jun 20 2026,
7:30PM

Much Ado About Nothing

SR, V) AT Performed by the Scranton Shakes

The Shakes Space @ The

0 " Yes 9/122 Actions v

100PM Youth Ensemble

Fri, Jun 26 2026, Shakes@Shepherd - Chur... .

7-30PM Carousel PA Yes 8/200 Actions v book now
Sat, Jun 27 2026, Shakes@Shepherd - Chur... .

2:00PM Carousel 7 9/200 Actions v book now

Showing 1to 5 of 29 events

Step 3: Click “Book Tickets” on the Desired Event

Scranton Shakespeare Festival
www.ticketsource.com/scrantonshakes

Show |5 entries (] Include past events Filter dates |All dates Filter events [ ]

Date T Event Venue On Sale Allocated

5 Much Ado About Nothing
Tib U ) 20p) Performed by the Scranton Shakes ;:e S EREREO @ Uibe= Yes 14122 Actions v

T Youth Ensemble

Much Ado About Nothing
Sat, Jun 20 2026, The Shakes S The .. .
15 Performed by the Scranton Shakes e Shakes Space @ The Yes 6/122 Actions v| book now
7:30PM PA
Youth Ensemble

Much Ado About Nothi
Sun, Jun 21 2026, ue © About Hothing The Shakes Space @ The

Performed by the Scranton Shakes ”? Yes 9/122 Actions v

1o0PM Youth Ensemble
Fri, Jun 26 2026, Shakes@Shepherd - Chur... .
7:30PM Carousel PA Yes 8/200 Actions v book now

Sat, Jun 27 2026, Shakes@Shepherd - Chur...

2:00PM PA Yes 9/200 Actions v

Carousel

Showing 1to 5 of 29 events 1 2 3 4 5 6 > »



https://www.ticketsource.com/us

Step 4: Input the Desired Number of Each Ticket Type
If booking “Standard (+ Donation)” tickets, add the desired donation per ticket to the base fee and

type that number into the text box next to the ticket number dropdown menu. This text box is also
circled in red on the “For Musicals” image. For instance, if the customer wishes to donate $10 on an
order of two tickets to see Carousel, you can book two “Standard (+ Donation)” tickets priced at

$30 each OR one “Standard” ticket and one “Standard (+ Donation)” ticket priced at $35.
DO NOT use the “Box Office: Free Ticket” option!

For Musicals:

Event Carousel

Venue Shakes@Shepherd - Church of The Good Shepherd, PA
Date Friday, June 26 2026 at 7:30PM

Section General Admission

Select the number of tickets you want to book from the available choices

Tickets Standard s2500 Mo M- sooo
Standard (+ Donation) $30.00 ' = $0.00
Minimum price $26.00
Wheelchair Space $25.00 = $0.00
Up-Front Seat $35.00 I = $0.00
A reserved seat in the first row of the auditorium. No need to stand in line waiting for a great view! -
Prime Entry Seat s3000 o -l- so00
With Prime Entry, you'll be let in first when those auditorium doors open! Get first pick of our non-regived
seats.
Box Office: Free Ticket $0.00 _ = $000
]
Reserved Seat $0.00 _ = $000
Booking total $0.00
Click to view the accessibility information associated with this the event.
For Plays:
Event Saint Joan
Venue The Shakes Space @ The Marketplace at Steamtown, PA
Date Thursday, July 2 2026 at 7:30PM
Section General Admission
Select the number of tickets you want to book from the available choices
Tickets standard (Free) $0.00 $0.00
Standard (+ Donation) $20.00 $0.00
Minimum price $20.00
Wheelchair Space $0.00 $0.00
Up-Front Seat $10.00 $0.00

A reserved seat in the first row of the auditorium. No need to stand in line waiting for a great view!

Prime Entry Seat $5.00
With Prime Entry, you'll be let in first when those auditorium doors open! Get first pick of our non-r
seats.
Box Office: Free Ticket $0.00
Reserved Seat $0.00
Booking total $0.00

Click to view the accessibility information associated with this the event.



If you are talking to a customer over the phone, make sure to explain all of their ticket options to

them, including the benefits of “Up-Front Seats” and “Prime Entry Seats.”

Up-Front Seat: “A reserved seat in the first row of the auditorium. No need to stand in line

waiting for a great view!” Only $10 extra.

Prime Entry Seat: “With Prime Entry, you’ll be let in first when those auditorium doors

open! Get first pick of our non-reserved seats.” Only $5 extra.

Step 5: Scroll down and click “Next”

e “r tenete pus s s oo

Tickets standard (Free) $000 |2 v| = $0.00
Standard (+ Donation) $20.00 ‘ = $0.00
Minimum price $20.00
Wheelchair Space $0.00 0 v| = $0.00
Up~Front Seat $1000 [0 ~v| = $000
Areserved seat in the first row of the auditorium. No need to stand in line waiting for a great view!
Prime Entry Seat $5.00 = $0.00
With Prime Entry, you'll be let in first when those auditorium doors open! Get first pick of our non-reserved
seats.
Box Office: Free Ticket $0.00 0 v| = $0.00
Reserved Seat $0.00 ‘0 v ‘ = $0.00
Booking total $0.00

Click to view the accessibility information associated with this the event.

«back  nexts

Step 6: Read the Customer the Ticketing Policy & Check the Tick Box to Confirm

</ source

Event Much Ado About Nothing

Venue The Shakes Space @ The Marketplace at Steamtown, PA

Date Friday, June 19 2026 at 7:30PM

Section General Admission

Tickets 2 x Standard (Free) $0.00
Total $0.00

Please ensure that the customer agrees to the following terms and conditions associated with the event before proceeding.

This reservation is governed by our ticketing policy, available online at scrantonshakes.com/ticketingpolicy. Alternatively, you can speak to a
member of our box office team about the details of these terms and conditions by calling (570) 230-7277. We are unable to grant entry to any
individual who does not meet the requirements of this policy.

ck the box to confirm that the customer has read (or has had read to them) and agreed to the terms and conditions outlined above

Additional questions

Have you been to a Scranton Shakes event

°
before? l St M

N =] e



Step 7: Navigate the Drop Down Menu to Identify the Customer’s Frequency of Patronage
«J source

Event Much Ado About Nothing

Venue The Shakes Space @ The Marketplace at Steamtown, PA

Date Friday, June 19 2026 at 7:30PM

Section General Admission

Tickets 2 x standard (Free) $0.00
Total $0.00

Please ensure that the customer agrees to the following terms and conditions associated with the event before proceeding.

This reservation is governed by our ticketing policy, online at scrar com/ticketingpolicy. Alternatively, you can speak to a
member of our box office team about the details of these terms and conditions by calling (570) 230-7277. We are unable to grant entry to any
individual who does not meet the requirements of this policy.

D Check the box to confirm that the customer has read (or has had read to them) and agreed to the terms and conditions outlined above ®

Additional questions

Have you been to a Scranton Shakes event
before?

{Se\ecm

N =N

‘This is my first time v | [

This is my first time

I've been a few times

| come every year!

Note: If you are booking free tickets from a voicemail message, you can simply select “This is my

first time.”

Step 8: Click “Next”

«J source

Event Much Ado About Nothing

Venue The Shakes Space @ The Marketplace at Steamtown, PA

Date Friday, June 19 2026 at 7:30PM

Section General Admission

Tickets 2 x Standard (Free) $0.00
Total $0.00

Please ensure that the customer agrees to the following terms and conditions associated with the event before proceeding.

This reservation is governed by our ticketing policy, available online at scrantonshakes.com/ticketingpolicy. Alternatively, you can speak to a
member of our box office team about the details of these terms and conditions by calling (570) 230-7277. We are unable to grant entry to any
individual who does not meet the requirements of this policy.

D Check the box to confirm that the customer has read (or has had read to them) and agreed to the terms and conditions outlined above ®
Additional questions

{Select... v J

Have you been to a Scranton Shakes event
before?




Step 9: Select the Customer’s Payment Method
NOTES:

(1) If booking free tickets for a play, change the “In-house booking fee” to $0

(2) If booking charged tickets over the phone, always select “SQUARE: Paid Ticket (Square)”
under “Payment Options”

(2) If booking charged tickets over the phone, add the tickets into an order on Square and change
the “in-house booking fee” to match the additional cost on Square. If the customer asks why it is

more expensive over the phone than online, you can tell them that this is our Box Office service fee.

Event Much Ado About Nothing

Venue The Shakes Space @ The Marketplace at Steamtown, PA

Date Friday, June 19 2026 at 7:30PM

Section General Admission

Tickets 2 x Standard (Free) $0.00

change ticket selection remove ticket selection

In-house booking fee

Booking total

Payment options

Select how your customer will pay for their booking

(O CASH : Paid Ticket (Cash)
(O SQUARE : Paid Ticket (Square)
(O CHECK : Paid Ticket (Check)

{ Additional notes to be associated with the booking

Step 10: Select “Checkout”

e o S m e e e e e e ot e e
Date Friday, June 19 2026 at 7:30PM

Section General Admission

Tickets 2 x Standard (Free) $0.00

In-house booking fee $

Booking total $2.98

Payment options
Select how your customer will pay for their booking
(O CASH : Paid Ticket (Cash)

(® SQUARE : Paid Ticket (Square)

(O CHECK : Paid Ticket (Check)

‘ Additional notes to be associated with the booking ]

continue shopping checkout » l




Step 11: Fill out the Customer’s Information, then Select “Book Tickets”
NOTES:

(1) You are required to, at minimum, provide the customer’s first and last name
(2) If the customer would like to receive their tickets digitally, ask them to provide their email
address, then check the tick box for “Send a booking confirmation email with eticket to the

customer.”

Contact Telephone Number \

=T - 518813211

Email Address
pvw.hmsw.2017@gmail.com

Send a booking confirmation email with eticket to the customer

How did you hear about this event?
Instagram

I would like to receive updates from Scranton Shakespeare Festival about their products, services and future events via
D Email

[ Post

[T SMs Text Message

You can opt out from receiving updates at any time
clear customer details

Your personal information is maintained in accordance with TicketSource's Customer Data Privacy policy.

&=/ « I
& oo 1 back book tickets

Step 12: Booking Confirmation

You did it! You should see a screen similar to the screenshot below.

If booking tickets over the phone take note of the Booking Reference and the Booking Total. DO
NOT CLOSE THIS TAB! Move directly over to Square to collect payment. DO NOT tell the

customer their Booking Reference until you have collected payment!

-& ticket

source

That's it! Your booking is confirmed.

Event Much Ado About Nothing

Venue The Shakes Space @ The Marketplace at Steamtown, PA

Date Friday, June 19 2026 at 7:30PM

Section General Admission

Tickets 2 x standard (Free) $0.00
Booking total $2.98

Additional Information

Venue Location: The Shakes Space is located inside The Marketplace at Steamtown on the ground floor, opposite Electric City Dentistry, in Unit 122.
You can view a map of the space at this link: https://www.themorketplcceotstecmtown.com/directory

Refreshments: Delicious snacks, drinks and confectionery will be available at our concession stand. No outside food or drink is permitted inside the
theatre.



Taking Card Payment

Step 1: Log In
Website Link: Square

Username:

Password:

Step 2: Select “Take Payment”

o Scranton Shakespeare Festiv...

= Home: All locations Vv

SquareFree - See Plans

Q search Performance

O H Date Jun10 vs Prior day Checks Closed
lome

[E]  Payments &invoices

Net sales
1l Reports $0.00
. A NA
@ Settings No data available for selected timeframe
+  Addmore
B Today
Tue, Jun 8, 2026 gam 9 10 Rl 12pm 1
Gross sales Transactions

A O o a NA

$0.00 (o]
Take payment
Labor % of net sales Average sale

Step 3: Select “Charge Card”

Charge card

Send invoice

Send payment link

Take payment

2pm

A N/A

Quick actions

Take payment

Add item


https://squareup.com/us/en

Step 4: Select “Box Office” in the Upper Left Drop Down Menu

X @ Merch/Concessions ~ $0.00
Quick charge Itemized sale
Donations ransaction details
Merch/Concessions @ Amount
Tax $0.00
Total $0.00
Note
4
Payment details
[ B Manually enter card 35% + 15¢ ]
“« . B
Step 5: Choose “Itemized Sale
X @ Box Office v $0.00

Quick charge ltemized sale

Transaction details

+ Add anitem or amount Iy
Tax $0.00
Total $0.00
Note
3
Payment details

[ B Manuallv enter card 35% +15¢ ]



Step 6: Select the Desired Show in the “Add an Item or Amount” Drop Down Menu
If the customer is purchasing tickets for more than one production, you will have to add an

additional item.

X © Box Office v $0.00

6 Prices

4 Prices

Henry V 4 Prices

% Jesus Christ Superstar 6 Prices

Much Ado About Nothing 5 Prices

Saint Joan

4 Prices

Step 7: Select the Desired Ticket Type
NOTES:

(1) The “(Credit)” ticket type costs account for the processing fee.

(2) If the customer needs more than one ticket type, you will have to add an additional item.

: (2]
Much Ado About Nothing

Variations .

Up-Front Seat (Cash) $10.00
Up-Front Seat (Credit) $1i14
Prime Entry Seat (Cash) $5.00

Prime Entry Seat (Credit) $5.97

Standard (+ Donation) Variable price @




Step 8: Scroll Down and Select the Desired Performance Date

If the customer is purchasing tickets for more than one performance date you will have to add an

additional item.

2 (0]
Much Ado About Nothing

Item note

Note

Performance Date Selection

June 19 (7:30pm)

June 20 (7:30pm)

June 21 (1pm)

July 21(7:30pm)

Step 9: Click “Save”

X l Save ]
Much Ado About Nothing

Item note

Note

Performance Date Selection

June 19 (7:30pm) o
June 20 (7:30pm) O
June 21(1pm)

July 21 (7:30pm)

Step 10: Adjust the “ ” Text Box to Reflect the Desired Number of Each Ticket Type

X (o) Box Office v $0.00 Reset

item aty Total

Much Ado About Nothing

$000 ) 5000
Stand (+ Donation)

June 19 (7:30pm)

Add discount

Add service charge

Tax $0.00

Addtip

Total $0.00

Note
Tickets:

2x Standard (Free): $0.00

In-house booking fee: $2.98 0

Booking total: $2.98 v 4

118500



Step 11: Copy the Booking Confirmation into the “Note” Section under “Total”
Edit the text of the Booking Confirmation to fit the following structure:

A copy of the eticket has also been emailed to the customer at pvw.hmsw.2017@gmail.com

Booking Reference: UJUMWU
Booking Name: Pamela White

Event: Much Ado About Nothing
Venue: The Shakes Space @ The Marketplace at Steamtown, PA
Date: Friday, June 19 2026 at 7:30PM

Section: General Admission

Tickets:

2 x Standard (Free): $0.00
In-house booking fee: $2.98
Booking total: $2.98

X © Box Office v $0.00 Reset

Item Qty Total

Much Ado About Nothing

$0.00 2 $0.00
Standard (+ Donation)

June 19 (7:30pm)
Add discount
Add service charge
Tax $0.00
Add tip

Total $0.00

Note
Tickets:
2 x Standard (Free): $0.00

In-house booking fee: $2.98
Booking total: $2.98




Step 12: Scroll Down, then Enter the Customer’s Credit Card Information under “Manually
Enter Card”

X o Box Office v $0.00

Payment details

€ Manually enter card 35% + 15¢

B card number MM/YY cw

&3 Manually enter gift card
E=Ed Record cash payment
(=] Record other payment
[ send payment link

Fulfillment details

Add pickun

Step 13: Enter Fulfillment Details
Enter the customer’s name and the date and time of the performance.

X [0} Box Office $0.00

B card number MM/YY cw

@8 Manually enter gift card

Record cash payment

(=) Record other payment

[ send payment link

Fulfillment details

Add pickup

Add pickup

Pickup details

Name
(®_Enter an order name
Date Time
Wed Jun 10 2026 01:55 PM [c)




Step 14: Select “Charge”

a © Box Office v $2.98 Reset [ Charge

B3 Manually enter card 3.5% +15¢

B8 card number MM/YY cw

© Enter avalid card number.

@ Manually enter gift card
Record cash payment
G Record other payment
[ sendpayment link

Fulfillment details

Add pickup

Step 15: Send Receipt to Customer Email



Cancelling Tickets

Step 1: Log In
Website Link: Ticket Source

Username: [your username]

Password: [your password]

Step 2: Choose “Search Customers” in the “Customers” Drop-Down Menu

A  Customers Reports Events  Settings = Account  Scan Pam White & = ?

Add New Customer

Scranton Shakespeare Festival
‘ Search Customers www.ticketsource.com/scrantonshakes

past events Filter dates | All dates Filter events { ]

Event Venue Onsale Allocated

ut Nothing
he Scranton Shakes
le

:,:e SEIESOEED @D g 16/122 Actions v book now

ut Nothing
Performed by the Scranton Shakes
Youth Ensemble

The Shakes Space @ The ...

m Yes 6/122 Actions v book now

Much Ado About Nothing
Performed by the Scranton Shakes

Sun, Jun 21 2026,

The Shakes Space @ The ... YES 9/122 Actions v book now

1008M Youth Ensemble 2
Fri, Jun 26 2026, Shakes@Shepherd - Chur... .
2:30PM Carousel - Yes 8/200 Actions v book now
Sat, Jun 27 2026, Shakes@Shepherd - Chur... .
Kk
2.00PM Carousel PA Yes 9/200 Actions v book now
Showing 1to 5 of 29 events 1 2 3 4 5 6 > »

A

Step 3: Type the Customer’s Name into the “Search Customers” Text Box

If there is more than one customer with the name you have searched, verify their address, telephone

number, or email address.

Search for existing customers and click an entry in the search results to view their details and bookings

Show |5 entries Search customers [

Member No. Name 1 Address Telephone Number

Step 4: Click on the Desired Customer

A Customers Reports Events  Settings  Account  Scan

Search for existing customers and click an entry in the search results to view their details and bookings

searchfiter (O Name () Address (@ All

Show entries Search customers [Pomelo White X w

Pamela White 34 Muterfield Court, Slingerlands, NY, United St.. 518813211 pvw.hmsw.2017@gmail.com

Showing 1to 1 of I matching customers (filtered from 7,732 customers in total


https://www.ticketsource.com/us

Step 5: Navigate to “Customer Bookings”

a« Customers Reports Events Settings Account Scan Pam White & ?
Customer Details: Pamela White — Search Customers {Pamelo White Q }
ID 27338617 Added Wed, Jun 10 2026

Step 6: Type the Customer’s Booking Reference into the “Filter [NAME]’s Bookings” Text

Box

A Customers  Reports Events  Settings = Account  Scan Pam White &

Search Customers ‘ Pamela White Q ‘

‘ Customer Details: Pamela White Customer Bookings

Event Date Ref Type Payment Amount Booked | User Account
Much Ado About Nothing 06/19/2026 UJUMWU  FEE SQUARE $2.98  06/10/2026 Pam White Actions v
Much Ado About Nothing 06/19/2026 UJUMWU TICKETS ~SQUARE $0.00  06/10/2026 Pam White €9 Actions v

Showing 1to 2 of 2 bookings 1

Step 7: Cancel the Booking

(1) Make sure you are editing the box that says “TICKET” under “Type”

(2) Hover over the “Actions” dropdown menu on the right side of the box

(3) Choose “Cancel Booking without Refunding.” If you are unable to choose this option, you
must ask Jonathan to update your permissions in Ticket Source.

(4) If the customer paid for their tickets, remind them that our bookings are non-refundable, so

their reservation has been cancelled, but they will unfortunately not receive any money back.

NOTE: For free ticket orders, “Cancel Booking without Refunding” may not be an option. In this

case, you can complete the process for “Refunding Tickets.”

A  Customers Reports Events Settings Account Scan Pam White & = ?
" Customer Details: Pamela White ‘ Customer Bookings Search Customers ‘\Pomelq White Q J
Show‘ 10 v‘entries Filter Pamela White's Bookings ‘UJUMWU ]
Event Date Ref Type Payment Amount Booked | User Account
Much Ado About Nothing 06/19/2026 UJUMWU  FEE SQUARE $2.98 06/10/2026 Pam White Actions v

Much Ado About Nothing 06/19/2026 UJUM TICKETS BBQUARE $0.00  06/10/2026 Pam White

Showing 1to 2 of 2 bookings



Refunding Tickets

NOTE: These processes only apply to individual refund requests. If a performance is cancelled, we

have to process the refunds differently in order to also refund the patrons’ booking fees.

Ticket Source

Step 1: Share the Details of the Refund Request with Jonathan

You MUST obtain permission from Jonathan before processing any refunds!

Step 2: Log In
Website Link: Ticket Source

Username: [your username]

Password: [your password]

Step 2: Choose “Search Customers” in the “Customers” Drop-Down Menu

#A  Customers Reports Events  Settings Account Scan Pam White & =~ ?

Add N Cust .
ew Customer Scranton Shakespeare Festival

Search Customers www.ticketsource.com/scrantonshakes

bastevents  Filter dates |All dates | Filter events | |

Event Venue OnSale Allocated

ut Nothing

TN EEES The Shakes Space @ The ...

o Yes 16/122 Actions v book now

The Shakes Space @ The ...

oA Yes 6/122 Actions v

The Shakes Space @ The ...

o Yes 9122 Actions v

Fri, Jun 26 2026, Eareue] Shakes@Shepherd - Chur.

. "
7:30PM PA Yes 8/200 Actions

Performed by the Scranton Shakes
Youth Ensemble

Much Ado About Nothing
Performed by the Scranton Shakes
Youth Ensemble

Sun, Jun 21 2026,
1:00PM

sat, Jun 27 2026, Shakes@Shepherd - Chur... e -
2:00PM Carousel PA Yes 9/200 Actions book now
showing 1to 5 of 29 events 1 2 3 4 5 6 > »

(N

Step 3: Type the Customer’s Name into the “Search Customers” Text Box

If there is more than one customer with the name you have searched, verify their address, telephone

number, or email address.

Search for existing customers and click an entry in the search results to view their details and bookings

Show |5 entries Search customers { J



https://www.ticketsource.com/us

Step 4: Click on the Desired Customer

Customers Reports Events Settings Accou Pam White

Search for existing customers and click an entry in the search results to view their details and bookings

Search filter ONcme OAddress @AII

Show |5 entries Search customers [Pumelu White x]

Pamela White 34 Muterfield Court, Slingerlands, NY, United St.. 518813211 pvw.hmsw.2017@gmail.com

Showing 1to 1 of 1 matching customers (filtered from 7,732 customers in total

»

Step 5: Navigate to “Customer Booking.

stom:

Reports = Events  Settings = Account  Scan

Customer Details: Pamela White — Search Customers [Pumela White Q ‘
ID 27338617 Added Wed, Jun 10 2026
Membership Number ‘

First Name {Pamelo J

Last Name "White 1

Address [34 Muterfield Court ]
[Slingerlonds }
[y |

Country ‘United States V‘

Postal/Zip Code 121569

Telephone Number [ == - 518813211

Email Address [pvw.hmsw,ZOW@gmail.com

The customer would like to receive updates from Scranton Shakespeare Festival about their products, services and future
events via

Step 6: Type the Customer’s Booking Number into the “Filter [NAME]’s Bookings” Text Box

#  Customers Reports Events  Settings Account = Scan

[ customer Details: Pamela white | [fEN search Customers |Pamela White Ql
Event Date Ref Type Payment Amount Booked | User Account

Much Ado About Nothing 06/19/2026 UJUMWU  FEE  SQUARE $2.98  06/10/2026 Pam White Actions v

Much Ado About Nothing 06/19/2026 UJUMWU TICKETS SQUARE $0.00 06/10/2026 Pam White €9 Actions v

Showing 1to 2 of 2 bookings 1



Step 7: Select “Refund Booking”
(1) Make sure you are editing the box that says “TICKET” under “Type”

(2) Hover over the “Actions” dropdown menu on the right side of the box
(3) Choose “Refund Booking.” If you are unable to choose this option, you must ask Jonathan to

update your permissions in Ticket Source.

#  Customers Reports Events Settings  Account = Scan Pam White & 2
Customer Details: Arden Brown | TEGI BT ERTLEE Search Customers | Q ‘
Show| 10 v|entries Filter Arden Brown's Bookings ‘ ‘
Event Date Ref Type Payment Amount Booked | User Account
Saint Joan 07/24/2026 GHKX78 TICKETS TS -$20.00 06/14/2026 Pam White Actions v

Jesus Christ Superstar 07/25/2026 MP3JJF  TICKETS TS $7000  06/10/2026
Carousel 07/25/2026 M7HJEG  TICKETS 15 $70.00  06/10/2(

Saint Joan 07/24/2026 AS7RIW TICKETS TS $2000  06/10/2( ' ML
Saint Joan 07/24/2026 GHKX78 TICKETS TS $20.00  06/10/2( ‘

Henry V 07/23/2026 JVB44Q  TICKETS 15 $20.00  06/10/:

showing 1to 6 of 6 bookings

Step 8: Refund the Order

NOTE: You have the option to cancel only part of an order if the customer accidentally purchased

more tickets than they needed but still want to attend the performance.

#  Customers Reports Events Settings = Account  Scan Pam White & = ?
[ Customer Details: Arden Brown |[RSTRCEIE-RINNLEN Ssarch Customers [arden iceeed Q ]
Show| 10 v|entries Filter Arden Brown's Bookings [ ]
d Booking
Event ked | User Account
§ PLEASE NOTE: If you have cancelled this event, do not process a §

Jesus Christ Superstar refund here as booking fees are non-refundable on /2026 Actions v
discretionary refunds. To ensure full refunds are processed for a

Carousel cancelled event, choose the Events > Cancel Event menu option.  )[2026 Actions v

Saint Joan - - /2026 Actions v
Choose from the refund options available below:

Saint Joan (®Refund the booking: $20.00 /2026 Actions v

Henry v (ORefund part of the booking: /2026 Actions v

[[J GHKX78/1: Up-Front Seat: $10.00

Showing 1to 5 of 5 bookings

refund booking




Square

Step 1: Share the Details of the Refund Request with Jonathan

You MUST obtain permission from Jonathan before processing any refunds!

Step 2: Log In
Website Link: Square

Username:

Password:

Step 3: On the Left Menu, Click “Payments & Invoices”

Scranton Shakespeare Festiv...

o . :
4 cEEET Home: All locations v

Q search Performance Square Loans X
) Home Date Juni4 vs Prior day Checks Closed

Net sales
1l Reports $0.00
) A NA Your business is pre-approved for
@ settings No data available for selected timeframe $070, designed to be paid back
over 120 days with no ongoing
***  Addmore interest. Just enough time and
money to tackle the unexpected or
& Today cover those gaps in your cash flow.
sat, Jun 13,2026 sam o 10 T owpm 1 2om
See your offer
Gross sales Transactions
A NA A NA
o o o $0.00 o Quick actions
Take payment Labor % of net sales Average sale Take payment
A NA . A NA
Step 4: In the Dropd M Select “T ions”
tep 4: In the Dropdown Menu, delect ransactions
Scranton Shakespeare Festiv...
o . :
Square Free - See Plans Home: All locations v
Q search Performance Square Loans X

A H Date Jun14  vs Priorday ~ Checks Closed
lome

=] Payments & invoices A
Net sales
$0.00
Virtual Terminal v A N/A Your business is pre-approved for
No data available for selected timeframe $970, designed to be paid back
Disputes over 120 days with no ongoing
interest. Just enough time and
i Reports money to tackle the unexpected or
B Today cover those gaps in your cash flow.
2008 am 9 o m  mm 1 2m
@} settings S
See your offer
+++  Add more
Gross sales Transactions
A N/A & N/A
[SI = G} $0.00 o Quickactions

Take payment Labor % of net sales Average sale Take pavment


https://squareup.com/us/en

Step 5: Use the Calendar Filter to Select the Date of the Transaction
o  Scranton Shakespeare Festiv...
S saurefree - seoPlans Allday v All Payment Methods v All payments v All Types v Export Vv

Q search June 2026 Today
Yesterday
\  Home
[E]  Payments &invoices ~ This week
Transactions Last week
Virtual Terminal v This month
Disputes
Last month
1l Reports
This year
@} settings
06/14/2026 06/14/2026 e i
Time Frame
+ Addmore
No transactions took place during the time frame you selected.
o o o
Take payment

Step 6: Click on the Desired Transaction

Step 7: In the Ellipses Dropdown Menu, Select “Issue Refund”

Send Receipt

Issue Refund

$74.04 Payment
Jun 11,2026 5:04 pm

Collected at: Box Office
Source: Virtual Terminal
Sale attributed to: SSF Concessions

Step 8: Select the Individual Tickets You Need to Refund
NOTE: If you need to refund a specific amount not equal to a full ticket, you can use the “Refund
Amount” tab instead of the “Refund Items” tab shown below.

X Issue Refund

| Refund ltems | Refund Amount

Select Items to Refund

Item amount includes taxes and discounts, if applicable.

Amount

Carousel

Up-Front Seat (Credit) ($37.02)

Carousel
Up-Front Seat (Credit) ($37.02)




Step 9: Click “Refund Items”

X Issue Refund

| Refund ltems | Refund Amount

Select Items to Refund

Item amount includes taxes and discounts, if applicable.

=) ltems Amount
Carousel
$37.02
Up-Front Seat (Credit) ($37.02)
Carousel
$37.02

Up-Front Seat (Credit) ($37.02)
v

~
rRefu nd ltems

Step 10: Cancel the Tickets in Ticket Source

Step 11: Notify the Patron via the Box Office Email that their Refund has been Processed



Sending E-Tickets

Step 1: Log In
Website Link: Ticket Source

Username: [your username]

Password: [your password]

Step 2: Choose “Search Customers” in the “Customers” Drop-Down Menu

A  Customers Reports Events  Settings = Account  Scan Pam White & = ?

Add New Customer

Scranton Shakespeare Festival
‘ Search Customers www.ticketsource.com/scrantonshakes

past events Filter dates | All dates Filter events { ]

Venue Onsale Allocated

The Shakes Space @ The ...

h ranton Shak
e Scranton Shakes PA

le

Yes 16/122 Actions v book now

ut Nothing
Performed by the Scranton Shakes
Youth Ensemble

The Shakes Space @ The ...

m Yes 6/122 Actions v book now

Much Ado About Nothing
Performed by the Scranton Shakes

Sun, Jun 21 2026,

The Shakes Space @ The ... YES 9/122 Actions v book now

1008M Youth Ensemble 2
Fri, Jun 26 2026, Shakes@Shepherd - Chur... .
2:30PM Carousel - Yes 8/200 Actions v book now
Sat, Jun 27 2026, Shakes@Shepherd - Chur... .
Kk
2.00PM Carousel PA Yes 9/200 Actions v book now
Showing 1to 5 of 29 events 1 2 3 4 5 6 > »

A

Step 3: Type the Customer’s Name into the “Search Customers” Text Box

If there is more than one customer with the name you have searched, verify their address, telephone

number, or email address.

Search for existing customers and click an entry in the search results to view their details and bookings

Show entries Search customers [

Member No. Name T Address

Telephone Number

Step 4: Click on the Desired Customer

a“ Customers Reports Events Settings Account Scan Pam White & ?

Search for existing customers and click an entry in the search results to view their details and bookings

Search filter ONume OAddress @AII

Show |5 ‘entries Search customers [Pomela White x]

Pamela White 34 Muterfield Court, Slingerlands, NY, United St.. 518813211 pvw.hmsw.2017@gmail.com

Showing 1to 1 of I matching customers (filtered from 7,732 customers in total


https://www.ticketsource.com/us

Step 5: Navigate to “Customer Bookings”

@ Customers Reports Events Settings Account Scan Pam White
Search Customers 'Pomelo White Q\
ID 27338617 Added Wed, Jun 10 2026
Membership Number ‘
First Name [Pcmelc ]
Last Name ‘White ‘
Address l34 Muterfield Court }

[Slingerlands J

[NY

Country United States v

Postal/Zip Code 12159

Telephone Number ‘ == - 518813211

Email Address [pvw.hmsw.QOW@gmail.com

The customer would like to receive updates from Scranton Shakespeare Festival about their products, services and future
events via

Step 6: Type the Customer’s Booking Reference into the “Filter [NAME]’s Bookings” Text

Box

#  Customers Reports Events = Settings = Account  Scan Pam White & = ?

Search Customers ‘ Pamela White Q
Filter Pamela White's Bookings ‘UJUMWU ‘

Event Date Ref Type Payment Amount Booked | User Account

" Customer Details: Pamela White Customer Bookings

Show‘: 10 \f‘ entries

Step 7: Access the E-Ticket
(1) Make sure you are editing the box that says “TICKET” under “Type”

(2) Hover over the “Actions” dropdown menu on the right side of the box
(3) Choose “View E-Ticket”

#  Customers Reports Events Settings = Account Scan Pam White &  ?
( Customer Details: Pamela White ‘ Search Customers "pc}melu white Q 1
Show ‘L‘ entries Filter Pamela White's Bookings ‘ J
Event Date Ref Type Payment Amount Booked | User Account
Much Ado About Nothing 06/19/2026 UJUMWU  FEE SQUARE $2.98 06/10/2026 Pam White Actions v
Much Ado About Nothing 06/19/2026 UJUMWU TICKETS SQUARE $0.00

Showing 1to 2 of 2 bookings
/ Questionnaire
Modify Booking Notes

Modify Payment Type

Exchange Booking

Refund Booking

Cancel Booking without Refunding




Step 8: Select “Email E-Ticket”

a«

Customers  Reports Eticket

{ Customer Details: Pamela White!

mela white O,]

Show entries

515 s

FESTIVAL

Much Ado About -
Event

Nothing = ser Account

uJumwu/1
Much Ado About Nothing

The Shakes Space @ The Marketplace at Steamiown i i v
Shace @ The Warte(plce o am White Actions
Friday, June 19 2026 at 7:30PM
i P 700m

G Ao am White €9 Actions v

Much Ado About Nothing

Standard (Free): §¢

Showing 1to 2 of 2 bookings

1

CEIE 75 v

download eticket print eticket email eticket

Step 9: Verify the Customer’s Email Address, then Select “Yes”

A  Customers = Reports Sl ?
a
{ Customer Details: Pamela White mela white Q ]
Show entries ]
Event ser Account
Much Ado About Nothing e am White Actions v
i ] ] i Actions v

Much Ado About Nothing Are you sure you want to email the eticket to e ? ctions
Showing 1to 2 of 2 bookings pvw.hmsw.2017 @gmail.com?

1

v
| >

download eticket print eticket email eticket




Exchanging Tickets

Step 1: Log In
Website Link: Ticket Source

Username: [your username]

Password: [your password]

Step 2: Choose “Search Customers” in the “Customers” Drop-Down Menu

a Customers Reports Events Settings Account Scan Pam White & ?

Add New Customer

Scranton Shakespeare Festival
‘ Search Customers www.ticketsource.com/scrantonshakes

past events Filter dates | All dates Filter events { ]

Venue Onsale Allocated

The Shakes Space @ The ...

? Yes 16/122 Actions v book now

he Scranton Shakes
le

ut Nothing
Performed by the Scranton Shakes
Youth Ensemble

The Shakes Space @ The ...

m Yes 6/122 Actions v book now

Much Ado About Nothing
Performed by the Scranton Shakes

Sun, Jun 21 2026,

The Shakes Space @ The ... YES 9/122 Actions v book now

1008M Youth Ensemble 2
Fri, Jun 26 2026, Shakes@Shepherd - Chur... .
2:30PM Carousel - Yes 8/200 Actions v book now
Sat, Jun 27 2026, Shakes@Shepherd - Chur... .
Kk
2.00PM Carousel PA Yes 9/200 Actions v book now
Showing 1to 5 of 29 events 1 2 3 4 5 6 > »

A

Step 3: Type the Customer’s Name into the “Search Customers” Text Box

If there is more than one customer with the name you have searched, verify their address, telephone

number, or email address.

Search for existing customers and click an entry in the search results to view their details and bookings

Show entries Search customers [

Member No. Name T Address

Telephone Number

Step 4: Click on the Desired Customer

a Customers Reports Events Settings Account Scan Pam White & ?

Search for existing customers and click an entry in the search results to view their details and bookings

Search filter ONome OAddress @AII

Show |5 entries Search customers [Pcmela White x]

Pamela White 34 Muterfield Court, Slingerlands, NY, United St.. 518813211 pvw.hmsw.2017@gmail.com

Showing 1to 1 of I matching customers (filtered from 7,732 customers in total


https://www.ticketsource.com/us

Step 5: Navigate to “Customer Bookings”

@ Customers Reports Events Settings Account Scan Pam White
Search Customers 'Pomelo White Q\
ID 27338617 Added Wed, Jun 10 2026
Membership Number ‘
First Name [Pcmelc ]
Last Name ‘White ‘

Address \34 Muterfield Court }

[Slingerlands J

[NY

Country United States v

Postal/Zip Code 12159

Telephone Number ‘ == - 518813211

Email Address [pvw.hmsw.QOW@gmail.com

The customer would like to receive updates from Scranton Shakespeare Festival about their products, services and future
events via

Step 6: Type the Customer’s Booking Reference into the “Filter [NAME]’s Bookings” Text
Box

#  Customers Reports Events Settings Account Scan Pam White & ?

Search Customers |Pamela White Q
Filter Pamela White's Bookings |UJUMWU

{ Customer Details: Pamela White l Customer Bookings

Date Ref Type Payment Amount Booked | User Account
Much Ado About Nothing 06/19/2026 UJUMWU  FEE SQUARE $2.98  06/10/2026 Pam White Actions v
Much Ado About Nothing 06/19/2026 UJUMWU TICKETS SQUARE $0.00  06/10/2026 Pam White &0 Actions v
Showing 1to 2 of 2 bookings T

Step 7: In the “Actions” Drop-Down Menu, Select “Exchange Booking”

#  Customers Reports Events  Settings | Account — Scan Pam White & ~ ?

[ G s | Search Customers pamela white a

show[ 10 |entries Filter Pamela White's Bookings | CKCABH x]
Event Date Ref  Type Payment Amount  Booked | UserAccount

Much Ado About Nothing 06/19/2026 CKCABH FEE SQUARE $1.49 06/12/2026 Pam White Actions v

Much Ado About Nothing 06/19/2026 CKCABH TICKETS SQUARE $0.00 06/12/2026 Pam White

Showing 1to 2 of 2 bookings (filtered from 6 total bookings)

Cancel Booking without Refunding




Step 8: Select “Book Now” for the New Desired Performance

Your customer's current booking

Booking Reference CKCABH

Event Much Ado About Nothing

Venue The Shakes Space @ The Marketplace at Steamtown
Date Friday, June 19 2026 at 7:30PM

Section General Admission

Tickets 1x Standard (Free)

Choose an alternative event or date to exchange your customer's tickets
Upcoming Events

| | [wone -

Much Ado About Nothing

'T):e Shakes Space @ The Marketplace at Steamtown BOOK NOW

Fri, Jun 19 2026, 7:30PM

Much Ado About Nothing

The Shakes Space @ The Marketplace at Steamtown
PA

Sat, Jun 20 2026, 7:30PM

BOOK NOW

Much Ado About Nothing

Tha Shakes Snaca @ Tha Markatnlaca at Steamtown

Step 9: Make Sure the Correct Number of Each Ticket Type is Selected, the Select “Next”

Whenever possible, do NOT exchange to a different ticket type! Explain to the patron that we are
unable to refund their original booking and they will have to pay full price for the new ticket 7z

addition to the cost of their original ticket should they wish to change ticket types.

Tickets standard (Free) $0.00
standard (+ Donation) $0.00
Minimum price $20.00
Wheelchair Space $0.00
Up-Front Seat $0.00
Areserved seat in the first row of the auditorium. No need to stand in line waiting for a great vie
Prime Entry Seat $5.04 $0.00
With Prime Entry, you'll be let in first when those auditorium doors open! Get first pick of our non-|
seats
Box Office: Free Ticket $0.04 $0.00
Reserved Seat $0.0¢ $0.00
Booking total $0.00

Click to view the accessibility information associated with this the event.

h

Step 10: Verify the Ticket Information, Check the Terms and Condition Box, & Select “Next”

Much Ado About Nothing

Venue The Shakes Space @ The Marketplace at Steamtown, PA

Date saturday, June 20 2026 at 7:30PM

Section General Admission

1x Standard (Free) $0.00
$0.00

Please ensure that the customer agrees to the following terms and conditions associated with the event before proceeding.

It

This reservation is governed by our ticketing policy, avail line at il i y, you can speak to a
member of our box office team about the details of these terms and conditions by calling (570) 230-7277. We are unable to grant entry to any
individual who does not meet the requirements of this policy.

Have you been to a Scranton Shakes event
before?

This is my first time v

T
P&x «back next»



Step 11: Set the “In-House Booking Fee” to $0.00, then Select “Checkout”
-

Event Much Ado About Nothing

Venue The Shakes Space @ The Marketplace at Steamtown, PA

Date Saturday, June 20 2026 at 7:30PM

Section General Admission

Tickets 1x Standard (Free) $0.00

T
In-house booking fee H

New booking total $0.00
Less your customer’s current booking total -$0.00
Amount due today $0.00

Additional notes to be associated with the booking ]

h'\E. 1 checkout » I

Step 12: Verify the Customer’s Information, then Select “Exchange Ticke

tact Telephone Number ‘

== - 51881321

Email Ad
pvw.hmsw.2017@gmail.com }

[¥) send a booking confirmation email with eticket to the customer

‘ How did you hear about this event?

I would like to receive updates from Scranton Shakespeare Festival about their products, services and future events via

[J email
[ Post
[ sMs Text Message

You can opt out from receiving updates at any time
clear customer detai

Your personal information is maintained in accordance with TicketSource's Customer Data Privacy policy.

exchange tickets

A

Step 13: Tell the Customer their New Booking Reference

“\" ticket

i
source

That's it! Your booking is confirmed.
Choose a print option below to print the customer's tickets. A copy of the eticket has also been emailed to the customer at

DV brosw 201720 oo

Booking Reference MPEEF7

= L

Event Much Ado About Nothing

Venue The Shakes Space @ The Marketplace at Steamtown, PA

Date Saturday, June 20 2026 at 7:30PM

Section General Admission

Tickets 1x Standard (Free) $0.00
Booking total $0.00

Additional Information

Venue Location: The Shakes Space is located inside The Marketplace at Steamtown on the ground floor, opposite Electric City Dentistry, in Unit 122
You can view a map of the space at this link: https://www.themarketplaceatsteamtown.com/directory

Refreshments: Delicious snacks, drinks and confectionery will be available at our concession stand. No outside food or drink is permitted inside the
theatre.

Parking: Validated Parking is available in the parking garage of The Marketplace at Steamtown, regular (paid) street parking is also available. We
suggest allowing extra time for parking and then walking to the performance space. Please pay attention to all signs, parking regulations and time



Special Ticket Types

Reserved Seat

This ticket type should only be used for Silver and Gold donors. If someone reaches out asking to
have their tickets upgraded to “Premium Seating,” “Reserved Seating,” or some equivalent,
complete the following steps:

Step 1: Log into Ticket Source

Step 2: Search for the Patron and their Order Number

Step 3: View the E-Ticket and Ensure that the Ticket Type is “Early Access Ticket.” Each Ticket
Should be Priced at $25.

Step 4: Start a New Order for the Patron

Step 5: Add the Same Number of Tickets as Were Originally Purchased to the Cart Using the
“Reserved Seat” Ticket Type

Step 6: When Prompted to Add a Note to the Order, use the Format “Exchanged from
[CUSTOMER NAME]’s Early Access Order -- Booking Reference: [ORIGINAL BOOKING
REFERENCE] ([SILVER/GOLD] Donor).”

Step 7: Add the Customer to the Order. Make Sure to Check the Box to Send them an E-Ticket.

Step 8: Finalize the New Booking and Share the New Booking Reference with the Customer.

Step 9: Return to the Original Early Access Booking and Select “Cancel Booking without

Refunding” in the “Actions” Menu



Box Office: Free Ticket
This ticket type should only be used for Company Comp Tickets. Generally, we will only process

these orders on the night of each performance as part of Front of House and on-site Box Office
Manager duties.

Step 1: Log in to Ticket Source

Step 2: Start a New Order

Step 3: Add No More than ONE (1) “Box Office: Free Ticket” to the Cart

Step 4: Add the Company Member’s Information to the Order and Complete the Booking



