IOW o
Comnollete Amn
Orreler

(TICKETOS]




Open the Incomplete Order Navigate to Orders > My

Orders to locate your

incomplete order. Click View
when you are ready to
complete it.

ORDERS ~  ACCOUNT ~

MY ORDERS

Home >

My Orders

Narrow Search By

Status - Order Date - Event Date - Search by Order Number Q Search by Event or Artist  Q

X
Tickets newly assigned to you will

Ope n (2) ' always show on the My Orders page

with a status of Incomplete.

T

TOSD3 07/24/2025 Gracie Abrams with Role Model Tue, Jul 29, 2025 8:00 PM Lexus LSL14 1 1- 16 $0.00 VIEW

16
-
TOSD20 12/30/2025 Madonna Fri, Jan 1, 2055 8:30 PM Test Test Test 1- 15 $0.00 Incomplete VIEW
15

VIEW

TICKeTOS



Review the Order Summary This is the Order Summary

Page. Here you can see all the

details about the tickets
assigned to you.

I I ‘ K : I O S ORDERS v  INVENTORY ~»  REPORTS ADMINTOOLS v  ACCOUNT ~»  Q SEARCH

Home > My Orders >

& PRINT THIS PAGE

COMPLETE ORDER SACK

ZACH MORRIS TOSD20

Tue, Dec 30, 2025 1:24 PM Incomplete <

Ticket Details

Madonna
2 Fri, Jan 1, 2055 (© 8:30 PM © Madison Square Garden,
New York, NY

Ticket Quantity Section Row
15 Tickets Test Test Test 1-15
Notes

Guest List Name Quantity Job tate

P

TICKeTOS



Start Checkout

i ICKETOS When you’re ready, CIiCk on the ORDERS v INVENTORY v REPORTS ADMIN TOOLS v ACCOUNT Q SEARCH
Homo > My Orders > Complete Order button to go

& PRINT THIS PAGE

to checkout and fill out the
details for your order.

ZACH MORRIS TOSD20

Ticket Details Madonna
(=) Fri, Jan 1, 2055 ® 830 PM @ Madison Square Garden,
New York, NY
15 Tickets Test Test Test 1-16

Guest List
EDIT

TICKeTOS



Guest Information: Usage Category

Next, select a Usage Category.
The usage category defines

how you will be using the
tickets.

TICKeTOS

TICKeTOS

Home > Search Results > View lickets >

My Tickets

Guest Information

Step 1: Select Usage Category for this event €)

Usage Category v




Guest Information: Quantity and Guest Type

Next, you will select the Guest Type you
would like to assign to these tickets.

My Tickets
Guest Information

Available options may include: S Selack Usagn Ostagary i thia v

e Contact - add an external contact — .
like your client/prospect

e Employee -add an employee from
your company

e System Profile - add a placeholder
for names you do not know like a
client’s spouse

e Myself -add yourself as a guest.

Step 2: Select and Add Guests

Select Quantity * ] Select Guest Type ¥

TICKeTOS



Guest Information: Continued

My Tickets

Guest Information

Step 1: Select Usage Category for this event

| chenenenaomen - | Click the Add button to

Step 2: Select and Add Guests add your ContaCt aS a
1 TS e ] (- guest to this order.




Guest Information: Continued

Guest Information A

Step 1: Select Usage Category for this event

Your first Guest will
Step 2: Select and Add Guests nOW be liSted On the
Select Quantity * Select Guest Type * GUQSt LiSt.
GUESTS (1/2) Name Quantity Title Department/Company
x ohnSmith 1 Other)  Alphabetinc VIEW/EDIT Continue adding guests

in this manner until the

full quantity of tickets

has been assigned to
guests.




Additional Fields

GUESTS (2/2) Name Quantity Title
X John Smith 1 (Other)
X Kay Ramsey 1 Manag

Department/Company

Alphabet Inc

VIEW/EDIT

TICKeTOS

Depending on your
company’s setup, you
may be asked to
complete additional
required or optional

fields before continuing.




Continue

X John Smith 1 (Other) Alphabet Inc VIEW/EDIT

X Kay Ramsey 1 Manager

=

TICKeTOS

Once you have added
all guest and acomplete

all required fields, the
“Conitnue” button will

be enabled.

Click Continue to
proceed to the next
step.




Select Delivery Method

My Tickets

Guest Information Next, select the Delivery
Method that you would
like to use.

Delivery Information

Step 1: Select Guests
¢ John Smith

Kay Ranssey In some cases, there may

Step 2: Select Delivery Method only bea Single delivery

Select ' ]< method available due to

the format of the tickets
selected.

TICKeTOS



Select Delivery Address

Delivery Information

Step 1: Select Guests €9
John Smith

[J Kay Ramsey

Step 2: Select Delivery Method €)

Mobile Transfer v

ticket provider. Please follow the instructions given in that email to accept the ticket transfer. To enter
you will be required to display the tickets on your mobile device.

Step 3: Select Delivery s ©

Your tickets will be delivered by Mobile Transfer. When the tickets are available, you will receive an em{

Select v

Now select the address
you would like the tickets
delivered to. Your options

will be limited to your
own address or the
addresses of your guests

TICKeTOS



Create Shipment

Delivery Information

Step 1: Select Guests €
John Smith

Kay Ramsey

Step 2: Select Delivery Method €)
Mobile Transfer v

Your tickets will be delivered by Mobile Transfer. When the tickets are available, you will receive an email from the
ticket provider. Please follow the instructions given in that email to accept the ticket transfer. To enter the event,
you will be required to display the tickets on your mobile device.

Step 3: Select Delivery Address €

John Smith v

John Smith
test@testemail.com
EDIT

CREATE SHIPMENT

TICKeTOS

Once all required fields
are complete, click the
Create Shipment button

to create the first
shipment




Create Shipment

Shipment # 1 EDIT | DELETE | Shipment # 1

GGuests

Step 1: Select Guests € John Smith

John Smith _
Delivery Method
Kay Ramsey Mobile Transfer o
Step 2: Select Delivery Method € Delivery Address
Mobile Transfer v John Smith
Test Client

Your tickets will be delivered by Mobile Transfer. When the tickets are available, you will receive an email from the
ticket provider. Please follow the instructions given in that email to accept the ticket transfer. To enter the event,
you will be required to display the tickets on your mobile device.

test@testemail.com

Step 3: Select Delivery Address ©

Select v

Once added, your
shipment details will

display to the right.

TICKeTOS



Edit or Delete Shipment

You can edit or
Shipment # 1 EDIT | DELETE ﬂ — delete the

N | shipment if
John Smith

N

Step 1: Select Guests €

John Smith necessary.
Delivery Method
Kay Ramsey Mobile Transfer o
Step 2: Select Delivery Method € Delivery Address
Mobile Transfer v John Smith
Test Client

Your tickets will be delivered by Mobile Transfer. When the tickets are available, you will receive an email from the
ticket provider. Please follow the instructions given in that email to accept the ticket transfer. To enter the event,
you will be required to display the tickets on your mobile device.

test@testemail.com

Step 3: Select Delivery Address €9

Select v

TICKeTOS



Finish Shipments

Shipment # 2

Guests

Kay Ramsey

Delivery Method
Mobile Transfer @

Delivery Address
Kay Ramsey
kay123@gmail.com

Ticket Quantity
1

I <

TICKeTOS

Continue creating
shipments as necessary
until tickets for all guests
have been assigned to
shipments.

Once tickets for all guests
have been assigned to

shipments the Continue
button will be enabled.
Click Continue to proceed
to Review.




Review and Place Order

Review Order

Ticket Details Madonna
. B Fri, Jan 1, 20565 0 830 PM & Madison Square Garden,
\ MNew York, NY
1

? Tchets Lexus LSLY4

Guest List

The Review Order step gives you the opportunity to review all of your selections before submitting
the order. You can Edit the Guest List and Delivery Information as necessary until satisfied. Once

all the order details are complete and correct, click the Place Order button to finalize your order.

Your Total Tiehet Price \ s
TOTAL e \ $158.00

TICKeTOS



After placing your order, you will be presented with the Order Confirmation page
confirming the success of your order. Your order is now complete. You will receive email

notifications regarding the status of your order and can always return to the My Orders

page to review the status as necessary

TICKeTOS



	How to Complete An Order
	Open the Incomplete Order
	Review the Order Summary
	Start Checkout
	Guest Information: Usage Category
	Guest Information: Quantity and Guest Type
	Next, you will select the Guest Type you would like to assign to these tickets.
	Available options may include:

	Guest Information: Continued
	Guest Information: Continued
	Additional Fields
	Continue
	Select Delivery Method
	Select Delivery Address
	Create Shipment
	Create Shipment
	Edit or Delete Shipment
	Finish Shipments
	Review and Place Order
	After placing your order, you will be presented with the Order Confirmation page confirming the success of your order. Your order is now complete. You will receive email notifications regarding the status of your order and can always return to the My Orders page to review the status as necessary

