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Instructions for using the sales platform of Piletilevi
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LOGGING IN

Upon creating a new user in the system, an e-mail is sent to the e-mail address associated with the user, which
prompts the user to create a password.

The password must comply with the following criteria:

e Contain uppercase and lowercase letters
e Contain at least one number
e Consist of at least 8 characters

piletilevi =~

Sales Terminal Info System

‘ E-mail address * |

‘ Password * |

Remember me

Forgot password?
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SALESPOINT SALES

After logging in, the ticket sales view is opened for the user, which includes all events of the respective user.
The events can be filtered by the following characteristics:

1. Event name
2. Calendar view

piletilevi Salespoint sales ~ Admin  Reports Help EN v Greete Uustal | * PiletiLevi kentor

| Q s I
Event pearch Q et e Clear all
—) n £ Pick ~ % E ~
® Todsy  Curentweek  Current month
< November 2022 >
® :
Apply
3. Venue
4. Organiser
5. EventID

6. Event status
e At least three characters must be entered on the search line.
e A search can be launched by pressing Enter or clicking the ‘Search’ button.
¢ Inthe end of the search field is the ‘Delete all’ button, which clears all fields at once.

Search results can be filtered as follows:

e By the time of the event:
> Earlier events: the events which take place earlier are displayed first. Default selection.
> Later events: the events which take place later are displayed first.
e The number of events displayed in the search results at a time: 10, 20, or 30 events.
e Three views can be used to display the search results:
> Aview with images
> Alist view with images
> Alist view without images
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iletilevi Salespointsales  Admin  Reports  Hell - eete Uustal | * PilotiLevi kontor
p pol P P EN

Salespoint sales » Event search »

| Q. Frentname Sl

5
acton £ Custom period tiov 6, 2022- v | X || venue jarse Event ID ~
® Sortby: Oldestfist + Display: 20 E E
E ERSO Kinkekaart nkeksarl 02.06.2018 - 31.12.2022 0O M®
ZOOPARK.LT | KAUNAS ZOOPARKLT PLCMEGA 02.09.2018-31.12.2022 w @ M@
“ Eesti Kontserdi kinkepilet Kirkegist 25.10.2018- 31.12.2025 WO Mm
g Vaba Lava Kinkepilet Kinkepilet 31.12.2018- 31.12.2022 WO m
‘ Lennusadam * naitus // Seaplane Harbour + exhibition Lennusadama angaa, Tallon 01.61.2018 - 31.12.2022 w0 @
a Alisa! "Posolon” Tallinn / Fpynna AnKCA! "MoconoHs’” - TANAKHH Rock Cafe, Tallnn 21.09.2019 - 21.12.2022 @ ®
cg Tatjana Bulanova / TaTbaa Bynancsa Cathouse Nightclub & Concert Hall 13.10.2019 - 31.12.2022 ® @
g Paks Margareeta muuseum-kilastuskeskus / My3se# Toncran Maprapura / Museum of Fat Margaret Paks Margareeta, Tallnn  29.11.2019 - 31.12.2022 WO m
L Huumoriteater "ENSV kohvik" Huumariteater ENSV kohi, Tallnn01.01,2020- 31.12.2023 v 0 M@
B Must kemaédia "Piiri peal” - veebiteater Pietilevi TV 28.04.2020- 31.12.2022 ¥ 0 &
< _52 piipiatuut.ty - Veebiteater / C-asa W 12.05.2020-31.12.2022 v 0 @

If a suitable event is found, three choices are displayed on the event box:

e Buy now — the user can proceed to select their tickets
e Read more - introduction of the event, i.e. price information with separate information for the cashier,
description of the event, project managers of the organiser
> The ‘To the event page’ button — redirects the user to the event view, where tickets can be
selected.
e Bookings — the bookings for a specific event

CHOOSE TICKETS

READ MORE

BOOKINGS
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Piletilevi Kinkepilet / Kinkekaart / MogapouHbliit 6uneT Piletilevi

@ Kinkepilet
9 Friz1.12.2038 @ 19:00

Price info Info for the cashier Description Event managers

Price info

Piletilevi extends all Gift tickets, the acquisition date of which is between 1 January 2020 and 31 August 2021. The new deadline for using the Gift
tickets is 30 September 2022!

The Gift tickts can be exchanged for any ticket(s) sold in Piletilevi, including different gift cards.
The value of the Gift tickets is 10, 15, 20, 30, 50, and 100 euros.
The Gift ticket is valid for one year from the date of purchase.

Terms of use of the PILETILEVI GIFT TICKET

« the Gift ticket can be used to pay for tickets in the Piletilevi sales network and e-shop (except at Circle K gas stations);
» the Gift ticket is not refundable, changeable, or partially usable;

« the Piletilevi Gift ticket cannot be extended or exchanged for a Piletilevi Gift ticket in the same or a different currency;
~ if the purchase price is higher than the value of the Gift ticket, the remaining amount must be paid in cash or by card;
« if the purchase price is less than the value of the Gift ticket, the remaining amount is not refundable;

» the Piletilevi Gift ticket can be used to pay for tickets sold at Piletilevi for one year from the time of purchase.

Info for the cashier

Description

The Piletilevi Gift ticket is a perfect surprise for every theatre, music, film, or sports fan!

Buy the Gift ticket as a ZebraTicket (PDF) from our e-shop or order a Gift card on paper to your home or a parcel machine! You can also buy our Gift
tickets at all Piletilevi sales points and Circle K gas stations. In case you would like to receive an invoice to your company name, please send an e-

Close EDIT EVENT MANAGERS TO EVENT

Customer screen

If the salespoint also has the customer screen, the customer screen must be opened by using the ‘Customer
screen’ button and the customer screen is opened on another screen.

——
Sold Booked @ 22.00 - -
-
) ]
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EVENT VIEW

The event view includes the following details:

e Venue of the event
e Date and time of the event
e Event status

e Event details, including the price information, information to the cashier, description, project managers
of the organiser

e Bookings for the event

e Venue map of the event / selection of tickets: selection of tickets to the cart depending on whether the
event has a venue map or available seats, i.e. no venue map.

e Sector(s) and price groups of the event

piletilevi Salespoint sales ~ Admin  Reports Help

| Event search

EN v Greete Uustal | * PiletiLevi kontor

Salespoint sales > Event search » Search results »

Piletilevi Kinkepilet / Kinkekaart / MogapouHbiit 6uner Piletilevi

Selected tickets
@ Kinkepilet EYFri 3
5 @ No tickets selected. Please choose a suitable
- PRESALE | (D Additional information () Event bookings & Change ket @ Refundtckesbyip | NO tickets selected. Plea 0ose a suitable
ansaction: of tickets
Selact tickst
Booking P
KINKEPILET
3204 pe 1000 €
vadrtusega 10 EUR o | +
£952 pe 15.00 €
vadrtusega 15 EUR o |+
1489 pe 20,00 €
Vaartusega 20 EUR o | +
There is no assigned seating for the event (check the event information for
658 pea 30.00 € details)
Vartusega 30 EUR o |+
7825 pes 50.00 €
Vaartusega 50 EUR o |+
9737 pes 100.00 €
Vadrtusega 100 EUR o | +
<

Opcs 0.00€

Selection of tickets from the venue map

In the case of an event with designated seats, the list of the sectors on sale is displayed with an image of the
venue map.
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Salespoint sales > Eventsearch > Search results >

MAMMA MIA! - The Smash Hit Musical

© Alexela Kontserdimala, Tallinn E3Wed 03.05.2023 ©19:00 Selected tickets

@ No tickets selected. Please choose a suitable

PRESALE (D Additional information (&) Event bookings & Refund tickets by ID
number of tickets.
Select sector
Add promo code
2.rodu >
kets: 308 pes 050-4750€
Ratastoolid, 1. rédu >
ket= O pes 00 €
1. rédu >
hets 410 pes 0.90-57.20¢
Saatjapilet, 1. rédu s
s 000¢
Parter >
et 665 pes 0.90-125.60 €
<
Opcs 0.00€

e In order to select ticket(s), the sector must be selected to which the user wishes to purchase tickets.
e All ticket types of the selected sector and the venue map are displayed.

e Seats can be selected on the venue map by clicking on a specific seat and the seat/seats selected are
automatically added to the cart, which is displayed on the right on the screen.

e On the bottom right of the page, the number and total amount of the tickets selected for the respective
event are displayed.

EN ~ Greete Uustal  * PiletiLevi kontor

Cart contents @ cancel cart

Event name Ticket type Sector Row Seat  Price
MAMMA MIA! - The General Parter 7 13 88.70 € @
Smash Hit Mus . admission ticket o A
Ticket Pri
@5070¢ MAMMAMIAL-The General Pater 7 14 B70€ o icket type Price
g Smash Hit Mus .. admission ticket Selected price zone @
o i 8870 €
MAMMA MIA! - The General Pater 7 15 @708 o General admission ticket | [
Smash Hit Mus . admission ticket
04.05.2023 0 8870 €
MAMMA MIA! - The General Parter 7 16 8870€ General admission ticket | i
° Smash Hit Mus . admission ticket
04.052023 | 19:00 88.70 €
[
[
H MAMMA MIA! - The General Parter 7 17 Ba70€ o General admission ticket |
° Smash Hit Mus . admission ticket 8870 €
[ ] 04.05.2023 | 19:00 -
( General admission ticket | (0]
oo( MAMMAMIA-The General Pater 7 18 8870€ o
P4 Smash Hit Mus ... admission ticket 8870 €
Bppee( H05H0E190
General admission ticket | [i]
000
8870 €
CREATE BOOKING PROCEED TO CART General admission ticket | (]
R 88.70 €

General admission ticket [
7 20 88.70 €
000000000000 General admission ticket i

spes 70960 €
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e Once the desired tickets have been selected, they are displayed on the right grouped by sector and price
zone.

e The price types of the tickets can also be changed under the tickets selected.

e From under the tickets selected, tickets can be removed one by one by clicking on the trash can icon
behind the respective ticket or all together by clicking on the trash can icon on top.

Selected tickets

Parter

8 pcs ﬂl )

Row Seat Tickettype Price

Selected price zone @

7 13 88.70 €
General admission ticket [

7 14 8870 €
General admission ticket [

7 18 88.70 €
General admission ticket ]

7 16 88.70 €
General admission ticket  TiJ

7 17 88.70 €
General admission ticket T[]

7 18 88.70 €

General admission ticket ]

7 19 88.70 €

General admission ticket [

7 20 88.70 €

General admission ticket ]

e When tickets are added to the cart, the total amount of all tickets in the cart is displayed next to the name
of the user on the upper right corner of the page.

e When the tickets of a specific event are added to the cart, those tickets are also displayed in the bottom
corner of the page in the event view. In the event view, only the tickets to the selected event are displayed
on the bottom of the page. If the cart also contains tickets to other events, those tickets can be seen on
the top of the page under the cart icon.

Selected tickets
Parter
rtrefund Spcs o A
Row Seat Ticket type Price
Selected price zone @
7 13 8870 €
General admission ticket  [i]
7 14 88.70 €
General admission ticket | [3]
7 15 8870 €
General admission ticket i
7 16 88.70 €
General admission ticket ~ [i]
7 7 8870 €
General admission ticket  [i]
7 18 88.70 €
General admission ticket | [3]
7 1 8870 €
General admission ticket i
7 20 88.70 €
General admission ticket  [3]
2

Y —--- ]
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Displaying seats in the venue map

Issued tickets are displayed as grey on the venue map and marked with the text ‘Sold’.

Tww
L L 1 1 X 1!
% Row 16 &% L § 1
i 000001
Flace 14 o1
Sold 2000001

®
L q
L T I X I
B 2200000000001
T T T T T T T YT YN

Selecting seats to an event without a venue map

If an event does not have a venue map, an image with an explanatory text is displayed instead.
e By default, all ticket types are available.

e Inthe case of an event with available seats or without a venue map, the number of tickets can be selected
by using ‘+' or ‘=" and by clicking the ‘Add to cart’ button.

Salespoint sales > Eventsearch > Searchresults » B

Piletilevi Kinkepilet / Kinkekaart / MogapouHbiin 6uner Piletilevi )
© Kinkepilet EFri 31.12.2038° ©19:00 Selected tickets

PRESALE | (D Additional information (&) Event bookings & Change tickst & Refund ticketsbyip O O tickets selected. Please choose a suitable

number of tickets.
Select ticket

Promo code Add promo code

KINKEPILET

2078 pes

classifiers.price_type.name_1814 -z 4+

6922 pcs 15.00 €
classifiers.price_type.name_2743 -z 4

1404 pes 2000€

classifiers.price_type.name_1815 o+

There is no assigned seating for the event (check the event information for
30.00 € details)
classifiers.price_type.name_1816 o |+

7641 pes

7801 pes 50.00€

classifiers.price_type.name_1817 o+

9734 pes 100.00 €

classifiers.price_type.name_14085 o

<
Opcs 0.00€

e When tickets are added to the cart, all tickets in the cart are displayed on the right of the page.
e When the tickets of a specific event are added to the cart, those tickets are also displayed in the bottom
of the page in the event view. In the event view, only the tickets to the selected event are displayed on

the bottom of the page. If the cart also contains tickets to other events, those tickets can be seen on the
top of the page under the cart icon.
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EN v Greete Uustal | * PiletiLevi kontor

Selected tickets

KINKEPILET

sbyo| o0 o oA

Row Seat Tickettype Price
There is no assigned seating for the event

10,00 €
classifiers.price_type.name_1814 | [
10.00 €
classifiers.price_type.name_1814 | [
There is no assigned seating for the event
15.00 €
classifiers.price_type.name_2743 (1]

15.00 €
classifiers.price_type.name_2743 (3]

e so00< D

An event with a refund status

If an event has the refund status, an image is displayed with an explanatory text on how to initiate refund of the
tickets:
The event is in refund status. Click the "Start refund" button to begin the refund of the ticket.

Salespoint sales » Eventsearch > Searchresults > B

MBAND

© Obklubi Teater, Tallinn E3Fri 17.05.2019 ®19:00

REFUND () Additional information [&] Event bookings &5 Change ticket & Refund tickets by ID

The event is in refund status. Click the "Start refund” button to begin the refund of the ticket.
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SHOPPING CART

The content of the shopping cart can be viewed as a quick view or a detailed view.

Quick view of the cart

e The ‘Proceed to cart’ button takes to the detailed view of the cart, where price types can be changed or
and prices can be overwritten, if the user has respective privileges.

e The ‘Create booking button redirects the user directly to making the booking.

e The ‘Cancel cart’ button empties the entire cart. If the respective button is clicked, the system will ask

the user to confirm emptying the cart.
EN vGreete Uustal = * PiletiLevi kontor ~~

Cart contents {i cancel cart

Event name Ticket type Sector Row Seat Price

Piletilevi Kinkepilet  classifiers.price_typ  KINKEPILET 15.00 €

/ Kinkek ... &.name_2743 o} ﬂl A4
Piletilevi Kinkepilet  classifiers.price_typ  KINKEPILET 15.00 € o}

/ Kinkek ... e.name_2743

Piletilevi Kinkepilet  classifiers.price_typ  KINKEPILET 10.00 € o

/ Kinkek ... e.name_1814

Piletilevi Kinkepilet  classifiers.price_typ  KINKEPILET 10.00 € o

4 Kinkek ...

ename_1814

Cancelling cart

When cancelling the cart all tickets will be removed from the cart.

Total: 50.00 €

CREATE BOOKING I PROCEED TO CART

Dismiss CANCEL CART
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Detailed view of the cart

After clicking ‘Proceed to cart’, the user is redirected to the detailed view of the cart, which includes an overview

of the shopping cart.

e The user can be redirected to the detailed view of the cart from the top of the page or the bottom of the

page by clicking ‘Proceed to cart’.

Cart contents

Eventname Ticket type
Piletilevi Kinkepilet  classifiers price_typ

7 Kinkek . ename_2743

Piletilevi Kinkepilet  classifiers price_typ
1 Kinkek .. ename_2743

Piletilevi Kinkepilet  classifiers price_typ
1 Kinkek .. ename_1814

Piletilevi Kinkepilet  classifiers price_typ
/ Kinkek .. e.name_1814

Sector

KINKEPILET

KINKEPILET

KINKEPILET

KINKEPILET

j for the event (check the event information for

details)

Salespoint sales >
Shopping cart

Tickets are not grouped ~

™M Event name

EYRV

@ Cancel cart

Row Seat Price

15006
1500€ o
10.00 € o
1000€ g

Total: 50.00 €

PROCEED TO CART

4 pcs

Date

PILETILEVI KINKEPILET / KINKEKAART / IOBAPOHDIA BUNET PILETILEVI® 3 122038 | 12:00

Ticket ID: 201444200
Ticket ID: 201444201
Ticket ID: 210977292
Ticket ID: 210077393
NINASARVIK ©

@ Ticket ID: 215732210
& Ticket ID: 215732211
Ticket ID: 215732212
@ TicketID:215732213
& TicketID: 215732219
Ticket ID: 215732326

& Ticket ID: 215732327

AS Piletilevi Group

25.11.2022119:00

Greete Uustal = * PiletiLevi kontor

50.00 €

Ticket type

classifiers.price_type.name_1815
classiflers price_type name_1815
classiflers price_type.name_1814

classiflers price_type name_1814

Genaral admission ticket

General admission ticket

Gansral admizeion tisket

Ganeral admission tizket

Ganeral admission tizket

Ganeral admission tisker

General admission tickst

Sector

KINKEPILET

KINKEPILET

KINKEPILET

KINKERILET

Porand

Porand

Porand

Porand

Porand

Pérand

Pérand

Row  Seat
6 13
6 14
6 15
6 16
6 2
0 17
10 18

Telliskivi 60a, Tallinn | Tel. +372 6248 032 | info@piletilevi.ee | www.piletilevi.ee
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@ Bukchange [ Remove tickets v

Quantity

4pes

2000

20.00

Price
60.00 €
<
< e
<
< c
105.00 €
<

< C

Q Q Q@ Q@ Q

2 & = &

2 &8 & 8 ® 2 | &

Client notification e-mai

Promo code

Gift ficket

Discount

Total items:

Items price total

Amount due:

Test with old solution

Create a new booking

CREATE

Add gift code

Add discount

11pes
165.00 €

165.00 €

CARD PAYMENT

[

CASH

l
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The following operations can be performed in the detailed view of the cart:

e By clicking the name of the event, the system will redirect the user to the view of the same event, in which
further tickets can be added to the cart.

Salespoint sales >

Shopping cart

Create a new booking

Tickets are not grouped M & Bulkchange [l Remove tickets v CREATE
¥ Event name Date Ticket type Sector Row Seat Quantity Price Cliert notification ema
~ PILETILEVI KINKEPILET / KINKEKAART / NOAAPO4HbIA BUNIET PILETILEVI & 311220381 19:00 4pes 60.00 €
Promo code Add promo code
Ticket ID: 201444200 classifiers.price_type.name_1815 KINKEPILET a 2000 € & &
Gift ticket Add gift code
Ticket ID: 201444201 classifiers.price_type.name_1815 KINKEPILET a 200 ¢ & &
Discount ‘Add discount
Ticket ID: 210977392 classifiers. price_type.name_1814 KINKEPILET a 10.00 « C o
Ticket ID: 210977393 classifiers. price_type.name_1814 KINKEPILET o 0w £ @ @ Total items: 11 pes
Items price total: 165.00 €
v 251120221 19:00 7 pes 105.00 €
& Ticket ID:215732210 ien tigket v | Porand 6 13 00 € @ @ Amount due: 165.00 €
& Ticket ID: 215732211 ion ticket v Pérand 3 14 s £ @@ Test with old salution
- CARD PAYMENT
- [ CASH l
& TicketID:215732213 ~ | Pérand 6 16 00 ¢ 3 @
@ TicketID: 215732219 ~ Pérand 3 22 15.00 £ G @
Ticket ID: 215732326 General admissien ticket ~ Pérand 10 17 1m0 ¢ & &
@ Ticket ID: 215732327 General admission ticket v Pérand 10 18 100 € O log
e Tickets can be grouped by the ticket price type or ticket row.
Salespoint sales »
Sh i t
[ Tickets are not grouped ~ ]
« Tickets are not grouped
Date

Group tickets by price type

T/ KINKEKAART / MOJAPOYHbIA BUNET PILETILEVI (D) 1122

Group tickets by row

licket 10 207444200
Ticket 1D: 201444201
Ticket 1Dz 210977392
Ticket 1D: 210977393

NINASARVIK (D) 25112
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Removing tickets from the cart
Several different methods can be used to remove tickets from the cart:

e Thereis atrash can icon in the end of each ticket row, which can be clicked to delete the specific ticket
from the cart.
e Clicking ‘Remove tickets’ provides two options:
1. ‘Remove selected tickets’: only the tickets which were selected before are removed from the
cart.
2. ‘Cancel cart’: all tickets are deleted from the cart.

Salespoint sales >

Shopping cart

Create a new booking

Tickets are not grouped v @ Bukchange| [ Remove tickets v CREATE

Remove selected tickets

¥ Event name Date Ticket type Sector Row Seat Quantity I St notification emai

v NINASARVIK @ 25.11.20221 19:00 7pes I
Promo code
Ticket D: 215732210 General admiasion tcket v | Porand 6 18 1500 € c
Gift ticket
B Ticket 0215732211 Ganeral scmission ket v | pbrana 6 14 se 3@

Discount Add discount

e If a discount code is entered, it is applied to the entire shopping cart, depending on the restrictions
applicable.

e If a gift ticket code is entered, the value of the gift ticket is deducted from the total amount of the
shopping cart.

e Thediscount % is applied to the entire amount of the shopping cart.

Create a new booking

Client notification e-mai

Promo code Add promo code
Gift ticket Add gift code
Discount Add discount
Total items: 7 pes
Items price total: 105.00 €
Amount due: 105.00 €

Test with old solution

CARD PAYMENT

’ CASH I

e Using the customer notification e-mail field allows collecting the e-mail addresses of the ticket owners
to notify the customers quickly in the event of potential changes.
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> The e-mail addresses of the customers are accumulated in the 550 report. If there is an issue
with an event, those customers who have purchased their tickets from a salespoint can also be
notified of any changes.

> The e-mail addresses of customers can be changed or deleted under transactions. In order to
delete an e-mail address, remove the e-mail address and click on ‘Save changes’.

> The e-mail address for sending customer notifications is specified in the personalisation report.

Create a new booking

CREATE

| Client notification e-mai |

Promo code Add promo code

Gift ticket Add gift code

Discount Add discount

Total items 7 pes
Items price total 105.00 €
Amount due: 105.00 €

Test with old solution

I CASH ]

Payment for tickets in the cart

The payment methods, the total number of tickets in the cart, and the total amount are displayed on the right side
of the page.

e The fields for applying the discounts referred to above can also be found on the right: discount code, gift
ticket code, discount %.

Shopping cart Create a new booking
@ Bukchangs ) Remove toksts v b

¥ @ Eeatnane bate Ticket type Sectar Row Seat Quantity Price

7pes
105.00 ¢

Amount due: 105.00 €

l J

e After selecting the payment method, the user is redirected to selecting the format of the ticket.
> Aregular ticket is a physical ticket which can be printed physically if there is a ticket printer.
> A zebra ticket or a PDF ticket can be downloaded on a computer or sent directly to the e-mail
address of the customer.
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TRANSACTIONS

In the view of the list of transactions, users can search events by using different filters, incl. without using the

date filter.

e The transaction search filters are located above the search results.

e Automatic search is not permitted, which means that the user must set at least one filter to launch a

search of transactions.

Salespoint sales >
Transactions
[ Pickadate .- ~ X Ticketin

= Paymenttype v Buper Buyer e-mail invoice No.
i

Search results

© Choose a filter to begin search

e If a specific period is selected, only the transactions of the specific period are displayed.

Salespoint sales »

Transactions

£y Pickadate ..-.. ~ | | TicketlD

Today Current week Current month

{ November 2022

(]
[
-
wn
o

21 22 23 24 25 26 27

Apply
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Detailed view of transactions

By opening a specific transaction in the list of transactions, the details of the specific transaction can be viewed
and the user can change or add to the data, if they wish.

e In the detailed view of transactions, the details of a specific invoice or the method of payment of a
transaction can be changed.

> If the user changes the payment method in the detailed view of transactions, the payment
method will also change in the view of the list of transactions.
e It is also possible to change or add an internal comment and the e-mail addresses of the customer
notification or gift ticket.
e If changes have been made in the detailed view of transactions and the ‘Save’ button has not been
clicked, the system will ask if you wish to leave without saving the changes.

Cen
Transaction no. 22971532 @etoss  Transaction details

action time: T111.2022 16:07:42
Linnateater KESKUS

Ticket ID Event name

Seller: Greete Uustal

apes
100.00 €
20.00 €

Total i 80.00 €

Ticket refund
Ticket buyback in the event view

e The buyback operation can be initiated by clicking the ‘Begin buyback’ button.
> If the user has the ‘Buyback by ticket ID’ privileges, the buyback procedure can be initiated.

Salespoint sales » Event search » Searchresults »

Klaveritrio Poll-Varema-Poll s :
N ) elected tickets
@ viru kultuurimaja KANNEL Elwed 16.11.2022 ®19:00

PRESALE | (D) Additional information () Event bookings 5 Change ticket 3 Startrefund | © No tickets selected. Ple
tickets.
Select sector Select ficket @ Refund tickets by ID
Sold % Booked @ 10.00
Promo code Add promo code & Startrefund from venue map
¢ Teatrisaal, porand 000060000000 RDOD
000060000000 CCDED
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Refund tickets by ID

Dismiss

e If the customer has 1 ticket, the ticket ID must be entered into the left ticket ID field.

e If the customer has 2 or more tickets, the ticket IDs should be observed and entered based on the
sequence of numbers. The lower ticket ID should be entered into the left and the higher ID number into
the right field.

e If the ID numbers are not sequential, the buyback operations must be performed as separate
transactions.
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REPORTS

The ‘Reports’ section includes operational reports, which provide summarised or detailed data by specific periods

and/or events.

pi letilevi Salespoint sales Reports Help

(-.% Reports »

Daily reports

Reporting

(S Daily reports

Daily sales report

VIEW

The daily sales report provides a detailed overview of the sales in a specific period.

® ports > Dashd
Dy repor
33pcs 94300 € A Cash payments total
Sales 3spes  105080€ Sales in cash
Tickets 35 pes 10N40 € Ticket:
17 pes 2040 €
14 pes 1900 €
Refund 2pes 107.80 € Refund in cash
2 56,00 € ket
P 0.00 € E
2p 1.80 €
Detailed report
Transaction time Payment type Seller Salespoint Buyer Booking No. Event

Opcs 4140 € A

9920 €

9000 €

Card payments total

Sales with card

A Collapse s

33 pcs 90160€ A

33pcs 95160 €

I3pes  9N40€
15 pes 1800 €
10 pes 1220€
Opes  -50.00 €
5pcs 50.00 €

Tickets Price Sum Transaction sum

e In the daily sales report, it is possible to filter the data desired by seven-day periods. For a period longer

than 7 days, the report can be e-mailed.
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Reports > Dashboard »

Daily sales report

Salespoint v B custom period Nov7-Nov 14,2022 v seller v Payment type v

Show issued to promoter

Detailed report

Report period is longer than 7 days. To generate a longer report, use the e-mail function.

e The selection of periods includes the default choices of ‘Today’, ‘This week’, and ‘This month’. The
reporting period can also be selected based on specific dates. If you would like to select a period which
is not immediately displayed on the screen, select the appropriate reporting period by clicking on the
month or year in the calendar field.

e The summarised part of the reporting period is located in the header of the report to make important
data visible without having to scroll to the end of the page.

» The summarised part includes the turnover from cash, card payments, and transfers. Clicking
on the blocks of different payment methods opens the detailed view. The blocks of payment
methods can be opened or closed separately or together.
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