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1 Release notes

2 Overview of steps to setup and sell an event

Below is an overview of the steps to setup and sell an event

Setup Users
Setup Venue (product location)



Setup Event (product)
Setup reserved seating:

Sectors
Layout
Seat block
Seats
Setup pricing:

Price group
Price band 

Price chart 

Setup individual or bulk performances (product inventory)

Setup payment methods
Make the event on sale
Sell the event
View the purchases (orders)
3 Setup contacts (customers, suppliers, users, agents etc)

CONTACT TAB from main menu


Fill or check defaults for all fields marked with an * and press Save button
Contact type:

Defaults to contact type = Customer, choose a different contact type if your contact is not a customer


Contact type = Supplier

If your contact type is a supplier then you can format how you would like your supplier to appear in the supplier drop down for your product

· If you just want just the company name displayed in the supplier drop down for your products then enter the company name in the company field on the contact screen

· If you want the company name – first name and/or last name display; then enter the company name in the company field and the first name and/or the last name.

Contact type = User

If your contact type is a user, after you press the Save button you can then add the user specific details (user name etc) using the Add User button.  

4 Setup user group, user group privileges and users

4.1 User group, user group privileges

SYSTEM->USER GROUP from main menu


Add user group data



->Save button




->SYSTEM PRIVILEGES button – to setup access to TEX
· Data permissions

· Menu access

· Process Privileges

· Report Permissions

4.2 Users

If you don’t know the contact ID for the user, then find the contact:

QUICK SEARCH FOR Contact… from the top->

or

SEARCH-> from main menu

->Add User button (if add user button doesn’t display then contact is already a user or the contact type is not set to user)



Add user data




->Save button

If you do know the contact ID for the user, then just add the user:


SYSTEM->User



->Add New button




Add user data 





->Save button

4.3 Add users to multiple groups

When you setup your users you assigned them a default group.  The default group is the one that the user will be assigned when they login to TEX.  A user can be in multiple groups and can change which group they are in by clicking on the link at the top right of the screen after they log in i.e. Your user group is Administrator 
If you would like a user to be in multiple groups:

SYSTEM->User


->See Groups button

Highlight the Available Active Group(s) and use the arrow key to move it/them to Selected Groups

->Save button

4.4 Reset a users password

You have to belong to the Managers group in order to reset another users password

Find the contact->

QUICK SEARCH FOR Contact… from the top->

or

SEARCH-> from main menu

->Reset Password button 




->Save button

5 Setup Venue (product location) 

SETUP->Product Location

->Add new button


Add venue data



->Save button

6 Setup event (product)

These steps allow you to setup an event (product).  Below are the fields that are mandatory. 

PRODUCTS->Create New Event


Add name

Choose Sub Type
General Admission, Reserved Seating…

Choose Default Location

Choose Price Chart – if you want to assign the same price chart for all performances for this event then assign it here at the product level.  If you want to have different price charts for performances then assign the price chart at the inventory level via the inventory tab. If your price charts are not setup yet then you can assign the price chart later.


Choose Tax Code

->Save button

7 Setup reserved seating

7.1 Sectors (zones within seat blocks – centre, left etc) 

SYSTEM->Lookups


Choose option Sector ID



->See Values button




->Add New





Add sector data






->Save button

7.2 Layout

A layout is the layout of seats within the venue.  There can be many layouts for one venue.

When adding layouts, seats blocks and seats - use the links below ADD BULK SEAT INVENTORY heading and the tab buttons to navigate around the reserved seating setup.

SETUP->Reserved Seating

There is a Create Seat Plan button on this screen.  This functionality is currently underdevelopment.  We are in the process of controlling access to this button via the security system; therefore it won’t appear in future releases unless you are using the seat plan.

->Add New button



Add Layout Name
Choose Location

->Save button

7.3 Seat block

SETUP->Reserved Seating

Choose layout name

->Seat block tab

Add seat block i.e. Stalls, Circle

->Save button

7.4 Seats

Navigated via seat block instructions above

->Seat block tab 

->Add Seats button 



If you want to add one seat then use this screen

Add row name/seat name/sector/status data

->Save button



If you want to add a range of seats then

->Add Multiple Seats button

Choose sector

Choose status

Choose attribute - if you are using attributes.  Attributes are where you would specify that the seat had a restricted view etc.  These attributes would be visible to your customers if you were using the seat plan.


Choose tag - if you are using tags.  Tags are similar to attributes but they are not visible to your customers if you were using the seat plan.  
Seat Entry Option – if you want to enter a range of seats that have no gaps i.e. A1-A10 then leave the radio box selection on the default of ‘By start And end’.  If you want to enter a range of seats that have gaps i.e. A1, A5, A7 then change this selection to ‘By Comma Seperated’




Add these seats to all forthcoming product inventory records?  This option is under development.  The idea behind this checkbox is that you can add extra seats to your inventory after you have setup your inventory/seats.

8 Setup Pricing

8.1 Price Group

Price groups are for example Full Price, Adult, and Child etc depending upon whether you have one price group or multiple price groups (discounts) for each price band.   These only need to be setup once in TEX and will be available to all price charts.

SETUP->Price Group 

->Add New

Enter price group name into the Value field i.e. Full Price

>Save button

Choose price group name from drop down

Checkbox the correct Associated Product Type (i.e. Event)


>Save button

8.2 Price Band 

Price bands are for example Stalls – Front, Stalls – Back, Circle – Front or General Admission (for GA events).  

· The price band name only needs to be setup once in TEX and will be available to all price charts.  If you need to change the price band name then do this in SYSTEM->LOOKUPS->Price band name

· The association between price band name and event/seat block (stalls, circle etc) needs to be done for each.  If you are setting up price bands for reserved seating then the reserved seating layout seat blocks must have been setup first.

SETUP->Price Band

NOTE: The order that you setup your price bands is the order that they will initially appear horizontally in each price chart.  If you need to change the order of the appear then this can be done using the arrows once you are in the price chart screen.
->Add New

Band name.

If your price band name i.e. Stalls 1st Price does not exist in the drop down then press the Add New button to add a new one then press save button



OR

Choose Band Name from drop down 

Enter Band Code – this is an abbreviation for how your refer to each price band for the event/seat block i.e. ST1, ST2, STR etc

Choose Associated Product Type (i.e. Event)  - this is set as the default


Choose Reserved Seating – this is set as the default



Choose Location
Highlight Reserved Seating Block and use the arrow button to move it to the Selected Reserved Seating Block list.  If you want to setup the same price band for different layouts then highlight multiple layouts. If a seating block is not appearing then check that you have set it up in SETUP->RESERVED SEATING.



->Save button

Repeat the steps above for each reserved seating header/reserved seating block.

8.3 Price Chart

Price charts can be setup for:

· The product level – this is the simplest and easiest option as you setup the price chart once, assign it to the event (product) and then all of the inventories for that event inherit the price chart.
· The inventory level – you can have multiple price charts for your inventory i.e. weekday price charts, matinee price charts, discounted on the day price charts etc.

SETUP->Price Charts->Add New button

Press Add New button next to Price Chart Name

->Save button


Choose Product from drop down

->Save button

Automatically invokes the Price Group for Price Chart screen 

->Highlight the Available Price Group(s) that you would like for your chart and use the arrow keys to add them to the right hand box (Price Groups for Selected Price Chart)

->Save button

Automatically invokes the Price Bands for Price Chart screen

Choose Type – Non Reserved Seating or Reserved Seating

Choose Reserved Seating Header (if type if Reserved Seating)

->Highlight the Available Price Band(s) that you would like for your price chart and use arrow keys to add them to the right hand box (Price Bands for Selected Price Chart).  If a price band is not showing in the list it means that you need to set it up in SETUP->PRICING->PRICE BANDS for the events  - see previous section on how to do this.

->Save button

Automatically invokes Price Chart Details screen

Add the house price by clicking the price band name hyperlink

->Save Button

Add prices for each price band

-> Save Button

Add the purchase price for each price via clicking each icon








-> Save Button

Below is a sample screen shot of a price chart.  

· PHANTOM OF THE OPERA - WEEKDAYS is the price chart name

· The blue vertical column i.e. Full Price – Weekdays, Discounts Weekdays etc are the price group names

· The heading horizontal row Stalls 1st Price, Stalls RV, Stalls – 2nd Price are the price band names.

· The code in brackets is the band code

· The figure in black is the house price

· Use the arrow keys to change the order of the price band names

· Each price has an icon next to it.  Click on the icon to add more details about each price.  This is where you add the purchase price.
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 = On sale
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 = Off sale
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 = Suspended
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9 Setup performances (product inventory) 

9.1 Setup individual performances 

The steps below are to add individual performances to an event. Use these steps if you only have a few performances for your event.  To add performances to a large range of days, use the PRODUCT->Inventory builder option as it is a lot quicker to do it via this option.  The details for this option are in the next section.  Below are the fields that are mandatory to enter for inventory.

PRODUCTS->

All the available products (events) will display

Choose a product

->Inventory tab 

If no inventory exists for the event then the inventory screen will display allowing you to enter the inventory.

If inventory exists then either a calendar view or a list view of the inventory will display.  Click the Add New button to add inventory.



->Add New

Choose Venue Layout

Choose Inventory Status 

Off Sale if you want to control when they become available for sale.  On Sale if you want to sell them straight away. 

Enter Event Start Time

Enter the event date and time

Choose Event Occurs

Choose Price Chart

Only choose this if you want to override the price chart you setup for the event.

->Save button

The calendar is now displaying the performance

Click the List View button if you want to edit/view the performance in more detail.

-> List View Button

Choose the performance, you will now see the following:

· The stock levels have been assigned according to the number of seats available.
· The seats have been assigned to the performance – click the View Seat Status button

NOTE: The Prices Rule Button – is under development and will be part of phase ¾ release.

Click the Add New button if you want to add another performance

9.2 Setup bulk performances

This option allows you to quickly add performances (inventory) to a date range for your event (product).  Before adding bulk inventory the following should be considered before proceeding:

· Product with a location (mandatory for all inventories)

· Layout block part of house (mandatory for all reserved seating)

· Seats (optional)

· If you are adding reserved seating inventory and you want your allocated seats attached to the inventory then the seats need to be setup SETUP->RESERVED SEATING first.  We recommend that you setup your seats first because this means that the inventory is built in the first instance with its seats.

· Price chart (optional)

· If you are adding reserved seating inventory with seats and want to assign seats to price bands then you need to choose a price chart.  You price chart needs to be setup in SETUP->PRICE CHARTS first.  

· If you are adding reserved seating inventory without seats you can still assign your price chart here but it is optional.  We recommend that if you have setup your price chart then assign it because this means that the inventory is built in the first instance with its price chart.

PRODUCT->Inventory builder

Choose product

Sub type

This defaults to the sub type that you setup for your event.  Check that it is correct.  It is important that it is correct because many rules about the inventory are based on the sub type.  If it is not correct then fix it up on your event and come back to the Inventory Builder screen.

Product location

This defaults to the product location that you setup for your event.  Check that it is correct.  If it is not correct then fix it up on your event and come back to the Inventory Builder screen.

Venue layout
Choose venue layout, this is the layout that you setup in reserved seating for this product location.  If no venue layouts are in the drop down then it is indicating that you haven’t setup a reserved seating layout for this venue.

If you are building non-reserved seating inventory then the Venue layout field will not display.  Non-reserved seating inventories do not need a venue layout setup.

Inventory status

This defaults to off sale.  If you want them to go on sale as soon as the batch insert has finish then change this to on sale.

Event occurs
Choose the appropriate event occurrence.  You need to setup your evening and matinee performance times separately because you specify the performance times in the next fields.  

Start Date 

The start of the date range that you are bulk applying the performance times to.  This defaults to:

The season start date if you have populated it for your event

Or

Today’s date if today is greater than or equal to your season start date

End Date

The end date range that you are bulk applying the performance times to.   This defaults to the season end date if you have populated it for your event

Price chart

· Price chart is optional.  If you have setup a price chart(s) for your product then it will display in the drop down.  We recommend that if you have setup your price chart then assign it because this means that the inventory is built in the first instance with its price chart.  For reserved seating with seats by choosing a price chart it means that you can assign the seats to price bands on the next screen.

Events On


Indicate which days the event occurs. 

Start Time


This is the actual event start time that will appear on your inventory records

Total Tickets

This field will only appear if you are setting up non-reserved seating.  You need to enter the total tickets for sale for each inventory (performance)

Timeslot Duration


This field needs a value for non-reserved seating - enter 0.

->Next button

The screen will display the inventories it is intending on batch inserting.  Please check that everything is correct.  

If you are inserting reserved seating with seats and price chart then you need to assign the seats to price bands.  A screen shot of this is on the next page with instructions.
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Price band for part of a house or individual seat section

If you are building reserved seating inventories with seats and price chart then this section will display.

Each layout (part of house) that your setup in SETUP->RESERVED SEATING will display.  If you click the + sign it will display every seat that you setup in that layout. The Grand Circle part of house has been clicked in the example above and the contents of the price band drop down is displaying for seat D5.

If a price band is not showing for seats then it has not been setup.

You need to assign a price band to each seat.

If you want all of the seats in a particular part of house to be in a price band then select it from the dropdown next to the part of house and it will allocate all seats.  If you want to allocate seats to different price bands then press the + button and allocate each seat. 

There is a bug that will be fixed.  Even thou you may have assigned a price band to each seat; you also need to choose a price band next to the part of house.  The price band for each seat is the one that is actually saved, not the one next to the part of house.  The one next to the part of house is to get around the bug.


->Finish button

The inventories will be created when you press the finish button.  Navigate to the inventories to view them by:

· PRODUCT->press VIEW INVENTORY for the product

The calendar view or list view will appear, switch between them to view.

· PRODUCT->choose product->INVENTORY tab->

· The stock levels have been assigned according to the number of seats available or tickets available.
· The seats have been assigned to the performance – click the View Seat Status button

NOTE: The Prices Rule Button is under development. 
10 Inventory Editor 

The inventory editor allows you to batch modify the following for a range of inventories where the event start date is from today onwards.  

· Status – on sale, off sale, suspended, cancelled etc

· Status reason – press night etc

· Event time

· On sale date, off sale date

· Event occurs – matinee, evening, all

· Price chart (coming soon)

· Price band to seat assignment (coming soon) 

PRODUCT->Inventory Builder->BATCH EDIT button

Fill in your selection criteria for the range of inventories you would like to modify.  

Choose Product

Sub Type – check this is correct

Product Location – check this is correct

Venue Layout – mandatory to choose a layout for reserved seating

Choose Event Occurs 

This is where you might only want to change for example matinee, evening or choose All for all

Start date and End date default to the season date for the product, adjust these if you don’t want to change the whole season

Events On


Choose which day(s) you want to change


Start Time



Enter start time for the event


->NEXT button

The EVENT BUILDER - SUMMARY - BATCH EDIT screen will appear displaying your selection criteria on the left side and information to update (Inventory status, inventory status reason, Event Time etc) on the right side and a list of the inventories that will be updated based on your selection criteria.  

The no inventories appear under the Event Date/Inventory Status columns then review your selection criteria to ensure it is correct.
->FINISH button

11 Product Event Types

Use can assign event types (interests) to your products and then search by event type using the SEARCH tab.  Event types are for example musicals, play, comedy or anything you would like as it is user configurable.

Setup event types

SYSTEM->Lookups->Event type

Event types comedy, musical and play have already been setup, you can set up more if you like.

Assign event types to products

PRODUCT->Choose product->INTERESTS tab

The event types that you setup in the lookup will be displaying, tick the appropriate one(s) for your product.

Search by event type


SEARCH->Products by Event Type->choose type

12 Product Summary TAB

This tab displays certain information from the product screen as well as the price chart(s) (if they exist for the product).  The following fields display from the product summary screen if they are have information in them.

PRODUCT->Choose product->SUMMARY tab

· Location 

· Season dates

· On sale date

· Off sale date

· Product type (reserved seating etc)

· Event summary (I.e. notes about performance times etc),

· Status

· Interests (event types)

· Long description

· Starring

· Director

· Notes

· Price charts

13 Setup Payment Methods

Payment methods are used at the checkout.  Cash and cheque have already been setup.  Card payments will be setup later when it is closer to go live.

SETUP->Payment Methods

->Add New button


Add each of your payment methods



->Save button

14 Make the event on sale 
The inventory status controls the performances that are on sale.  When you performed the batch inserting of performances or when you entered individual performances you may have chosen off sale as the status so that it was not on sale immediately.  To make the event available on sale the following needs to be set:

1) Check the product has a price chart and that the prices are correct

PRODUCT->choose product->Price tab

2) Check there is stock availability.  At the bottom of the screen Total and Currently Available should be correct.

->INVENTORY tab->List View button->choose the inventory 

3) Check that the inventory status is on sale.  

-> Save button 


The performance is now available for sale.  See steps in Sell Your Event. 

15 Sell Your Event

You can either sell the event through the following navigations:

· ORDERS->Event Journey

· Clicking the create order next to the shopping basket

· PRODUCTS->choose product->inventory tab->Calender view button

At the moment for testing, the system has been setup to accept cash and cheque payment at check out.  Prior to going live the card payments options will be available.

15.1 Sell the event via Orders->Event Journey

ORDERS->


Select Event


Select Location (optional)

Enter From Date


Enter To Date


Enter number of tickets required


->Search button


->Add To Basket button

To add more events/seats

->Add More Items button and repeat steps


Checkout the basket

->Checkout

->Choose customer by ID or Last Name or Post Code

OR

->Add a new customer

>Lookup button

->Select This Customer button

->Checkout button


->Choose Payment Type


->Change the amount of the customer is paying by different payment methods.  By default the payment amount is the basket amount.







->Complete Order button

15.2 Sell the event via the PRODUCTS menu

PRODUCTS->

All the available products will display or you can navigate to your product

->Choose event

->Inventory tab

->Calendar view button


->Click the day/time you would like to sell

->Do the same navigation as through ORDERS->Event Journey from Add To Basket button onwards.

16 View the purchases (orders)

You can view the orders by:

Quick search for at the top of the screen:

· Last Order – no need to enter order number, press the go button and it will display the last order

· Order->enter order number

· Contact->enter contact id or name then click the ORDERS tab for the contact

REPORTS tab

· REPORTS->Contact->User Group Sales Report

Click the order number or customer number to view more details

· REPORTS->Contact->User Sold Report

Choose user Internet if you want to report web sales



Click the order number or customer number to view more details

17 View Contents Of Your Shopping Basket

If there are items in your shopping basket that haven’t been checked out:

· The number of items and total amount will display on the shopping basket at the top right of your screen.  

· Click this to view the contents of your basket.

18 Product Group (Group Type=Package)
Using the example of a Ticket and Meal package of one event and a choice of restaurants

Event: 
· Ghosts – reserved seating
Restaurants:

· The Ivy
· Le Caprice

Setup event
· Use PRODUCT->PRODUCT MANAGEMENT to setup the event
· Press BUY NOW to test that the event has been setup correctly.  If it appears in the basket then setup is correct.
· When setting up the product group in the next steps, if you want to link the product group to a price chart cost price then create a price group similar to Meal Deal Packages Cost Price below on the event price chart and make the Price Status=Package/Price Rule Only (this will make the bold PR appear).  Without the bold PR against the price group you cannot link back to the price chart.
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Setup each restaurant in PRODUCT->PRODUCT MANAGEMENT 
Restaurant notes:

· Use PRODUCT->PRODUCT MANAGEMENT to setup each restaurant

· PRODUCT TAB

· Sub type: Select an option.  Leave this as Select an option as restaurants do not have a sub type.
· Stock Control: Leave this as the default of Auto back order – automatically create
· PRICE CHART – setup a price chart so that you have the cost price for the restaurant 
· INVENTORY TAB
· Restaurant Visit Date:  must be in the future i.e. make it 31st Dec 2014

· Currently Available:  enter  total amount of restaurant covers available
· Print Tickets?: Do not print tickets
· Press BUY NOW to test that the restaurant has been setup correctly.  If it appears in the basket then setup is correct.

Create product group

Add Main header details

· PRODUCT->PRODUCT MANAGEMENT

· Find the reserved seating event i.e. Ghosts

· Click Product box

· Click GROUPS tab.  Below are the mandatory fields/essential fields
· Group Name: i.e. Ghosts and meal package
· Group Type: Package

· Minimum number of items in package: 2
· Minimum product types needed: 2

Add Member details - event
· GROUPS tab for event->SEE MEMBERS button

· The event you created the product group for will already be in right hand side box

· Double click event and adjust following fields where necessary
· Quantity: 2

· Perference: Primary Product

· Optional: No

· Status: Active

· Cost Price: If you setup a price group of price status==Package/Price Rule Only on the event price chart then you can select the cost price from the drop down

· Inventory Options: click appropriate
· If Specific Inventory then highlight inventories move to right hand side.  
· Save button

Add Member details – restaurant 1
· GROUPS tab for event->SEE MEMBERS button (if you aren’t already on Products In Group screen)
· Double click restaurant 1 to move it to the right hand side i.e. The Ivy

· Save button

· Double click restaurant The Ivy
· Products In Group Details screen displays

· Quantity: 2

· Perference: No Preference

· Optional: Yes

· Status: Active

· Inventory Options: 
· choose Selected Inventory
· Double click the restaurant inventory to move it to right hand side box

· Save button
Add Member details – restaurant 2
· GROUPS tab for event->SEE MEMBERS button (if you aren’t already on Products In Group screen)
· Double click restaurant 1 to move it to the right hand side i.e. Le Caprice
· Save button

· Double click restaurant Le Caprice
· Products In Group Details screen displays

· Quantity: 2

· Perference: No Preference

· Optional: Yes

· Status: Active

· Inventory Options: 

· choose Selected Inventory
· Double click the restaurant inventory to move it to right hand side box

· Save button
Create product group price
· SETUP->PRICING->PRICE CHARTS->Add New button
· Add price chart name i.e. Ghosts and meal package prices
· Choose Chart Use = Product Group Price Chart

· Choose product group from Product Group drop down i.e. Ghosts and meal package
· Save button
· Add the price chart contents similar the chart below.  
· Save button

· Go to product group and attach the product price chart

· PRODUCT->PRODUCT MANAGEMENT

· Find the reserved seating event i.e. Ghosts

· Click Product box

· Click GROUPS tab

· Price chart: choose price chart i.e. Ghosts and meal package prices
· Save button
BUY the product group
· PRODUCT->BUY NOW

· On basket

· Choose seats
· Choose restaurant

· Choose customer

· Checkout button 
KB Group (UK) Ltd – Ticket Experience Navigation Guide
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