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Click INVENTORY 1in the top

navigation.
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Select ASSIGN TICKETS from the

men.
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Viewing Available Tickets

TICKeTOS

Home =

Assign Tickets

MNarrow Search By

Concerts

> Madonna

TICKeTOS

Ticket Category ~

TicketOS Demo Site ~

Search by Artist, Tea

Undistributed (1)

Concerts

ORDERS ¥  INVENTORY v

Undistributed:
Tickets are available but not
yet assigned

My Allocations:

Tickets were given to you to

complete

My Distributions:
Tickets were given to you to
manage

REPORTS ADMIN

are G



Assign Tickets

ts

Event Date -

Ticket Category ~

TicketOS Demo Site ~ Search by Artist, Team or Venue

Q

Undistributed (1)

cket coordinator to manage or allocate tickets directly to users, Public or Waitlist.

Test

Madison Square Garden, New York, NY

5

4
Chick ASSIGN on the first ticket row

to begin assignment

PASSIGN

Madison Square Garden, New York, NY

$

Click ASSIGN on the first ticket row

to begin assignment.

I




Assign Tickets
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Home > Assign Tickets >

Assign

MODIFY TICKETS

atep 1: Select Quantities

Kl Harkin

Madonna Madison Square Garden, New York, NY 15 0

10w
Step 1: Select Quantities

Tickets Parking
15 w

step 2: Choose Assignment Type

Step 2: Choose Assignment Type

Salect et

Select v

A
A

x |

Now you’ll set up the details for
assigming tickets.

Now vou'll set up the details for

You'll choose the quantity and

assignment type.

T % Bl S B W PRDCEDURE

TICKeTOS

azﬁjgnmg tickets

T

You'll choose the quantity and

assignment type.

Configure Assignment



Assign Tickets (Allocate to User)

MODIFY TICKETS

Allocated Zach Morris

Madonna Madison Square Garden, New York, NY Fri, Jan 1, 2055 8:30 PM Test Test Test 1-15 15

Step 1: Select Quantities
Tickets Parking

15 w

% Assignment Type: Allocate to User

Step 3: Select User

Company TicketOS Demo Site ~ ASSigns tiCkets direCtly to a SpGCific

Kelly Kapowsk X

user so they can complete the order
\ details.
TICKeTOS




Assign Tickets (Distribute to Manager)

MODIFY TICKETS

Shane Gillis Madison Square Garden, New York, NY

Step 1: Select Quantities
Tickets Parking

2w

Step 2: Choose Assignment Tyfe

Distribute to Manager w

Step 3: Select Ticket Manage
® Sugpested Ticket Manager :

' Other Ticket Manager

CREATE ASSIGNMENT

TICKeTOS

Fri, Jan 23, 2026 8:00 PM Suite

Assignment Type: Distribute to Manager

This option assigns tickets directly to a user
with higher permissions, allowing them to
further distribute the tickets using the same
assignment process.




Assign Tickets (Public)

MODIFY TICKETS

Allocated Fach Morris

Assighment Type: Public

Madonna Madison Square Garden, New York,

Makes tickets available on a first-come, first-served
basis. Once requested, tickets are removed from

Step 1: Select Quantities

Tickets Parking
15 v . availability for other users and routed to a manager for
nt Ty approval.
Step 3: Select Visibility Visibility settings may apply based on your company’s
TicketOS Demo Ste x site configuration to control which employees can see
and request tickets.

e If no manager is set, tickets are
awarded automatically.

TICKeTOS




Assign Tickets (Waitlist)

Madonna Madison Square Garden, New York, NY

Step 1: Select Quantities

Step 4: Assign Waitlist Approver

Default Waitlist Approver : Zach Morris

Austin, TX
* Other Waitlist Approver

Test TicketManager

|~

Fri, Jan 1, 2055 8:30 PM Tast Tast Tast 1-15

Assignment Type: Waitlist

Ticket requests are sent to a desighated
waitlist approver, who reviews all requests
from interested users and determines which
are approved or denied.

When selecting this option, you must assign a
waitlist approver, either the system default or
a different approver.

15
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Assign Tickets (Select User)

Assign

MODIFY TICKETS

Madonna Madison Square Garden, New York, NY

Step 1: Select Quantities
Tickets Parking

15 ~ ) v

Step 2: Choose Assignment Type

Allocate to User ~

Step 3: Select User

Company TicketOS Demo Site v

NMame fach Morris

Department

City Austin
Email zach@ticketos12.com

Fri, Jan 1, 2055 8:30 PM

Test

Test

Step 3: Select User

Company

Zach Morris

TicketOS Demo Site v

CREATE ASSIGNMENT




Assign Tickets (Review & Confirm Assignments)

Assign Once ticket user is
VIOPIFY TICKETS selected, click
vacoma wadison Sauare Garden. New or Y i Jan', 2085 830 i ™  “Continue”, then review
St.ep1iSelect Quantities. Name the assignment. If the
i e y 2o Mot details of the

Austin

ae5858 assignhement are correct,

Step 2: Choose Assignment Type

] “ [ ]
click “Confirm
A = 44
ssisnments
Tickets
Madonna Madison Square Garden, New York, NY Fri, Jan 1, 2055 8:30 PM Test Test Test 1-15 15 0

Assignments
EDIT

ALLOCATE Zach Morris Austin, TX 865858 1-15 0

CONFIRM ASSIGNMENTS

TICKeTOS



