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Author: Joel Kristenson
Last Updated: 2015-10-05

Overview

This article will walks through the steps to print or re-print event tickets, and event order receipts. This was added as an upgrade improvement to
go along with the new venue reserved seating chart feature which was released in September, 2015. Click here to view an example event using the
new reserved seating feature.

« Tip: Contact our Support Department (1-866-909-8700) if you would like us to build a venue seating chart for you event(s). This requires that
the venue remains the same for each event such as a Theater or Auditorium with a set number of seats.
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Printing a Ticket for an Event

Navigate to your Contacts (Voters/Donors) list.
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Settings
Ly g

Application Menu &«

Elzad

Tasks
- § Calendar/Tasks
=-&p Contact

Contacts h

Help

-[8[] Cortact Relationshing
(-4 Contributions/Pledges
-+ Product Sales

i-<_> Logs

|- Communications

#-¢j Financial

g System Manager

=1

Navigate to the Events tab, plug it in, select the event you need to search by, and then click [Search]. In this example the attendee | needed to print
a ticket for was registered for my 2015 Celebrity Golf Tournament which had 4 registrants.
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=j» Search Reset | 9k MNew 0= | L) % & | File - Edit = | ) | SmInclude Other Contacts |
'U_I 1

|Famds|5m|m|mm|me|0mm|mtbue|ﬁedge{ﬂEvemu_og | Admin | saL
| |

'l % Events Response Financial

2 [ 2011 - Annusl Appeal BE" ] Yes B [ Contributed W
[T] 2012 - Capital Campaign . |ENe [[] Fledged
[ 2013 - Membership Renewal = B |E Maybe ®.  |[T] Neither .
[7] 2014 - Membership Renewal [[] None 73 7
[T] 2014 - Pledge Drive k’ + >
[Fdl 2015 Celebrity Golf Tournament )3 E’ E’

’ [7] 21st Annual Golf Tournament
3 [7] 5 K Aruna Run - Portland MR

ESEEdit | % Include % Exclude | ) Sort [ Format = | <% Export % Print @ summary ] = |[E] Pivot |

Address Address

Incl D Title  Last Nawe A| First Name T Address Line 2 City State  Zip Code Home Phone Bus Phone Cell Phane Email Employer/Company Name
12842 Campaion SNjes, LLC | Trail Blazer Home | 620Mendelssohn AveN  |Suic 186 | GoldenValley |MN  |554274350  |(123)4567890 | (B56) 9098700 | (412)2231789 | suppor@trailblz.com
12844 |Mr. | Jones Dave Home 123 West 53rd Street Minneapalis MN 5h4adq (B66) 554-0202 (B46) 511-1342 (612) 2251414 dave jones@email.com Burger King
[b: v 0 Gold d 0 d 09-2700 0-10 g
12843 |Mr. | Benolds Billy Home 1512 1st Ave South Parville MD 21234 (509) 870-8700 (886) 912-1423 billy renolds112@hotmail com | Super One Foods
e —
(@3] & ] | | | | | L | | | |

Current list of attendees for this event.

Open the contact’s record you need to print a ticket and/or receipt for by clicking on any of the underlined blue hyperlinks e.g. their name. In this
example | used my own record ‘Joel Kristenson’.
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<3 Search % Reset | 4k New 0= [L) ¥ @ | File » Edit + | ) | 8gInclude Other | Contacts

Q
| Favorites | General | Address | Household | Attribute | Canvass | Contribute | Pledge | /* Evert |Log | Admin | SQL |
)
h Events Reszponse Financial
2011 - Annual Appeal b 4 Yes =i Contributed | 1
2012 - Capital Campaign - Mo Tid Pledged i
2013 - Membership Renewal ] Maybe ®. Neither ®.
2014 - Membership Renewsal . Mone Jo D
2014 - Pledge Drive
2015 Celebrity Golf Tournament ﬁ E’ E’
21st Annual Golf Tournament
5 K Aruna Run - Portland ~ | um

=8 Edi - | i i = Pi
:EEdrt % Include % Exclude @Sort @Format EExport &Prlnt Ii Summary ED E Pwot |

O Le & recoid [] O

nd |ID | Te | Last Name 4| First Name #ﬁgf“ Address pddress Sate | Zip Code Home Phone
12842 Campaign Services, LLC | Trail Blazer Home 620 Mendelssohn Ave N Suite 186 Golden Valley MM hhd27-4350 (123) 456-7850
12844 | Mr. | Jones Dave Home 123 West 53rd Street Minneapolis MM 55441 (866) 594-0202
Ej ¥ I d d I d
. 12843 | Mr. | Benolds Eilby Home 1512 1st Ave South Parcville MD 21234 (909) 870-3700
13
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Click on the name of the person to open their record card.
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Navigate to the Sales > Tickets tab and click on the Event ID for the event you need to print a ticket for. In my example | clicked on Event ID 14 for
my event called “Wine & Cheese Tasting”.
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File - Edit - | % | & ‘= | @y 8L | Joel Kristenson [12796]
Title: M. - ” Home Address
5110 Golden Valley Rd
First Name Joel e
- . Golden Valley, MN 55427
Middle Name: My 218-442-1913
Last Name | Suffix: Kristensaon - o rhole
Priar Last Name: .E".“'I ] Work Address
] jkristenson@trailblz.com
Mickname:
Contact Type: [kﬂvjduai = ] Mo Address
| General | Household | Gallery | Attribute | Poll | Relation | Contribute | Pledge | Event | Logs || Sales
¥ Exclude | Sort B Format ~ | &% Export /& Print | B Pivot
Attendee
Evert Attendee  Attendee Date .
Incl 1D D Event Name D Last Name Egﬁ Ticket Type Purchased Price
1 20 2st Annual Golf Toumament 12796 Kristenson Jogl Single ar204 100.00
6 50 2015 Celebrity Golf Toumament 12796 Kristenson Jogl Foursome 812204 325.00
7 50 2015 Celebrity Golf Toumamert 12756 Kristenson Joegl Single 81272014 150.00
8 50 2015 Celebrity Golf Toumament 12796 Kristenson Jogl Foursome 8122014 325.00
11 20 21st Annual Golf Toumamert 12796 Kristensaon Jogl Volurteer 97292014 00
12 20 21st Annual Golf Toumament 12756 Kristenson Joegl Group of 4 1/26/2015 325.00
13 28 Blazing Trailz - The King's Trail 12796 Kristenson Jogl Single - 7 Day Guided Hike 1/2672015 2.500.00
0l & ; -
15 14 Wine & Cheese Tasting 12921 Jones Bob Single Plate 37262015 500.00
B 9 4,726.00
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Within the Event record navigate to the Sales > Tickets tab, and click on the *Ticket ID* you want to print. In my example I clicked on Ticket ID 15

for Bob Jones.

' File - Edit - | 3 |« | & View Directory 4 View Page | Wine Cheese Tasting [14]

Ewvent Published Event Description
Event Name: Wine & Cheese Tasting ﬂu % ::1 %] H@ &
Calendar Category: lﬁ'm T <div style="color:red font-weight bold"><p="Flease make sure to put in your table

Enable assignment of contributions and expenses captain, and seating preferences</pr</div:

Public Event (Publish to web site)

Start Time: B 1/201511:45 AM @

End Time: 5/ 2/2015 03:00 PM @

Close Registration Before Event
Close Time: 4/29/2015 11:45 AM @~

Imma'ylﬁﬂeyl.‘idm|

| Orders | Order Lines| Ticksts

LB . .
@Refresh ¥ Include % Exclude @Sort @Format aExport &Pnnt @Plvot [

Tickets Purchased [2 records found]

Attendee ate Purchaser Purchaser Purchaser PITII‘ChEISef )
Middle Price

Attendee
Order  Order Ticket Attendee : D
Inct ID Line 1D D Last First Name Middle Ticket Type Purchased D Last Name First Name
Name Name: Name

» 16 15 12521 Jones Bob 3
Hiistenson Jog| 500.00

16 30 14 12736 Kristenson Jogl Single Plate

@2|||\\| |

Click on the Ticket ID for the ticket you need to print.
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Click the File drop-down in the upper-left of the Ticket record, and select Reprint Ticket...

@ Reprint Ticket... ]
Order Date: — APRNS
Purchaser- Reprint event printing L‘

Attendes: Jones, Bob Ipdate

Ewvent: Wine & Cheese Tasting
Price: 500.00

Mate: |

3 e

Modify your printing options as needed, and click the [Print] button in the upper-left once you’re ready.
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Print
gfn !.‘!
@| o | =] | 1 Page View ||ShrinkToFit‘
Page 1 of 1

=vent Wine & Cheese Tasting

Date+Time Friday, May 01, 2015 11:45 AM to 3:00 PM E
i Type Single Plate

Location Payment Status
| Silver Bay, MN Complete
i Order Info Order # 16-14-12796

Ordered by Joel Kristenson on Thursday, March 26, 2015 9:43 AM
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This will bring up another print screen, select your printer, and click [Print] to finish.

@ Print
General l:l-pﬁgns

Select Printer

== Fax @ Send To OneMote 2010
@ Microsoft XP5 Docurment Writer
% OKI CB10(PCL) (Copy 1) |

1 | | 3

Status: Ready [] Print to file

Location:

ma——

Page Range

@ Al Number of copies: 1 &
Celection (7 Curert Page

(71 Pages: 1 Collate

Erter either a single page number or a single _”H _zhﬂ _3’3

page range. For example, 512
| |
I[ Pit || Cancel |
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That completes the steps to print a Ticket. The next section shows how to print a Receipt for an entire Sale Order.

Printing a Receipt for an Entire Sale Order

Navigate to the Events list, and open the event record that contains the order you need to print. In my example | opened Event ID 28 ‘Blazing
Trails — The Kinds Trail’ — Alternately you could first find the person’s record in your Contacts (Donors/Voters) list, as was detailed in section one of

this article, but this route takes fewer clicks.
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@) Settings  Help
Application Menu <l | <3 Search . Reset | <= New 0 [k O @ | File - Edit - | @ | Events |
El=2 |
Tasks ' 1. Build h to find th t )
. Build your search query to find the event you're
- § Calendar/Tasks Q going after.
fcics £ U e
- M T a | pan -
3 Event Paricipants ka e it Start Date: [(c:..lsta'n,a(x:mhgto dates below: v]
@ Event Venues [T This Manth = $ B to =N
U"mﬂ’) L:: %I::; ;f;}ea-Draw P *[<custom, accordng o datesbelow> <
-8 Contact [ Lest 30 Days = | @ 935 v te @
(- Communications L@:g m i Event tracks contributions
-¢f Financial Event is published to web
(- &g System Manager

¥ Include % Exclude | Sort B Format ~ | % Export s Print | ) Pivot .

Track R
lnd  EvertID Event Name Start Date End Date Ciy State  Public  Contrb- gf;ﬁ’;es Contributions  ommary - Close Registrafion
utions
52 Theater Evert - Come to the Show! 8/12/2016 8/12/2016 | Excalsior MN .00 00 0/ 8/11/2016 8:00 PM
50 2015 Celebrity Goff Toumament 10/5/2015 10/5/2015 | Golden Valley | MN .00 5,945.00 4] 10/5/2015 7:44 AM
43 Online Store - Trail Blazer Apparel 14172004 12/31/2020 | Golden Valley TN .00 0o 0| 6/1/2014 212 PM
S e . . = -
B3| 4 4 4 00| 1312700 5

3. Click on the name of the event to open that event record.

Under the Sales > Orders tab click on the blue Order ID hyperlink for the order you need to print a receipt for. In my example | selected Order ID
15.
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Event

Event Name: Blazing Trails - The King's Trail

Calendar Category: [Fmd'aser

4

Enable assignment of contributions and expenses
Public Event (Publish to web site)

Start Time: 5/15/2020 07:30 AM

(R

End Time: 5/25/2020 04:00 PM

Close Registration m Before Event

@v

Close Time: 5/ 8/2020 07:30 AM

— |

@v

File ~ Edit ~ x L7 ﬁ‘u’iew[}irectory t‘u’iewpage Blazing Trails - The King's Trail [28]
I

Published Event Description

bR B E ¥y

cbr /»<p style="color: red; font-zsize: 20p«;" *(Tickets are limted to 10 people)
«/styles</p=<br />

<h5=Abisko Mountain Station to the Saami Village of Mikkaluokta.</h5s<br />
Bring:«br />

- Sleeping Bag<hr /=

- Tent<br />

- Food<br />

- Clothing<br />

- Toiletry tems<br />

- Rain Gear<br /=

- Pazsport<br /=

- 10 Card<br /=

Sales | aylGﬂeylSdel

Orders | Lines | Tickets |

Orders [1 records found]

Purchaser
Last
MName

Crder

Date
Imel D

Ordered First

Name

Purchaser

M Refresh 4 Include % Exclude @Sort @Formatv IaEE)(prc»r‘t &Print @Pivotl

Purchaser

- Crder
Middle Siatus
Name

Amount

Amourt Paid

Payment Type

Amount
Open

Buyer Comment

2.565.00 .00 | Testing online payment to create event donation for fund allocation.

Click on the 'Order ID' for the order you want to print another

receipt for.
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In the top-left click the File drop-down and select Print Order.

Click File > Reprint Order

File +| Edit - | 3 | @ |

Reprint Order... F Before Discount: 2 565.00 Paid overthe phone via Visa credit card, talked to

Biachaser Kristen Discount: o0 Senor Ramos who was vaolunteering that day as
Reprint Order e secretary.
Event Name: Elazin Trail Order Amount: 2.565.00

Payment Type: VISA Amount Paid: 2.565.00

Order Status: Amount Open: 00

Order Lines | Tickets |

3 - m . .
B Mew Hefresh #¥ Include % Exclude @Sort @Format EExport &Pnnt @Pwotl

Order Lines [2 records found]

Order . . . )
A - Cuantity it ) Cuantity Quantity
I Oelesed | Price Bdension  ghioced  Open Note

Adjust your printer settings as needed, and then click the [Print] button as shown in the image below.
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|=| Print Preview

= @‘ @ ‘ El ‘ = 1 Page View ‘|Shrin|~:ToFit| @

Page 1 0f 1

Joel Kristenson,

Adjust your print

setti ngs then cl Ick Thank you for your order. Below is your confirmation. Please keep a copy for your records.
’

the print button' Your Customer Numberis: 12796

Your Order Number is: 00000015
Your Order Date is: Monday, January 26, 2015 10:12 AM

Friday, May 15, 2020 7:30 AM to

Your order for Blazing Trails - 400 PM

The King's Trail is complete! Meet at the Trail Head
Abisko, 98107

Ticket Summary
Joel Kristenson Type: Single - 7 Day Guided Hike

Billing Contact
Joel Kristenson
9110 Golden Valley Rd Phone: 218-442-1919

Apt 10 Email: jkristenson@trailblz.com
Golden Valley MN 55427

Item Name Unit Qty Total
22 Single - 7 Day Guided Hike $2 500.00 $2,500.00
23 Trail Blazer Hooded Sweatshirt $65.00 1 $65.00

Subtotal $2565.00
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Select your printer and click [Print].

= Print
General l:l-pﬁgns

Select Printer

== Fax @ Send To OneMote 2010
@ Microsoft XP5 Docurment Writer
% OKI CB10(PCL) (Copy 1) |

1 | | 3

Status: Ready [] Print to file

Location:

ma——

Page Range

@ Al Number of copies: 1 &
Celection (7 Curert Page

(71 Pages: 1 Collate

Erter either a single page number or a single _”H _zhﬂ _3’3

page range. For example, 512
| |
I[ Pit || Cancel |
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That completes the steps. The Related Resources below link to many other event related articles and videos, but as always if you want one-on-one
live support give us a call on our support line.

2%

Trail Blazer

- YouTube Channel
- Knowledge Base Articles
- 3rd Party Resources
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Related Resources

Article: Events 2014 — Part |
Article: Events 2014 — Part |l
Article: How to Style your Event Pages — 4 Example Mock Events — Sample CSS Code with Descriptions

Article: Purchase Orders

Article: Events 2013 | How to Create an Event with Tickets and Merchandise
Video: Events 2013
Video: Events — Remove Person from Event

Video: Events — pay for an event online

Trail Blazer Live Support
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© Phone: 1-866-909-8700
® Email: support@trailblz.com

E? Facebook: https://www.facebook.com/pages/Trail-Blazer-Software/64872951180
B Twitter: https://twitter.com/trailblazersoft

* As a policy we require that you have taken our intro training class before calling or emailing our live support team.
Click here to view our calendar for upcoming classes and events. Feel free to sign up other members on your team for the same training.

* After registering you’ll receive a confirmation email with the instructions for how to log into the GoToMeeting session where we host our live
interactive trainings.

* This service is included in your contract.
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