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Navigate to Reclaim Tickets

INVENTORY REPOR ADMIN TOOLS

TICKeTOS onocs

- ASSIGN TICKETS
Welcome Zach Morris!

BACKFILL TICKETS From the
= home page,

SMART LOAD

LOAD TICKETS c l i c k

_ “Inventory >
Reclaim”

Tickets.

Search by Event, Venue or City SEARCH

Events and Activities in Austin, NJ

= FILTER BY Dates - All Tickets ~ Category ~

Fri, Jan 2, 2026 - 9PM Tue, Jan 6, 2026 - Sun, Jan 18, 2026 Sat, Jan 10, 2026 - BPM
Sam Jay Beauty and The Beast - Musica... Sat, Jan 10, 2026 - Sun, Mar 1, 2026 Morrissey
PUNCH LINE COMEDY CLUB - HOUSTON - HOUSTON, SAROFIM HALL - HOBBY CENTER - HOUSTON, TX BOEING CENTER AT TECH PORT - SAN ANTONIO, TX
- UTSA Roadrunners Mens Basketb...
UNIVERSITY OF TEXAS AT SAN ANTONIO
CONVOCATION CENTER - SAN ANTONIO, TX
OTHER - THEATRE = SPORTS - CONCERTS Gﬂwﬂ

TICKeTOS



Reclaim Tickets

TICKeTOS S——

Home >

Reclaim Tickets _ ]
On the Reclaim Tickets page, use

" ) Senmmmesssmee  the available filters to find the

e and transtor them to different users or to Public or WALLGCLER L LU EE M (TR R i (=T gl o)

e event or venue, search by the user

. the order is assignhed to, filter by

Public, Waitlist, or Survey to
locate tickets in those buckets, or
enter an order number to pull up a
specific order.

Narrow Search By

Event View -

Reclaim tickets from —

Survey

Mo results found.

TICKeTOS



Reclaim Tickets

TICKeTOS

Home >

Reclaim Tickets

Narrow Search By

e o -

Concerts
D Madonna Concerts
Stadiu Test Test Test

AN

ORDERS ¥  INVENTORY »  REPORTS ADMINTOOLS v  ACCOUNT v  Q SEARCH

% Search by Order Number Q

Reclaim tickets from existing assignments and transfer them to different users or to Public or Waitlist.

4

Fri, Jan 1, 2055 8:30 PM

1-15 15 Allocated TOSD20

Madison Square Garden, New York, NY

Incomplete

TICKeTOS

Once you use a filter to
locate the order(s), expand
the arrow to reveal the

Reassign button to start
the process.

RE-ASSIGN




Reclaim Tickets

T I C K E TO S ORDERS v  INVENTORY v RE

Home > Heclaim lickets >

Re-Assign

MODIFY TICKETS

Allocated Zach Morris

Madonna Madison Square Garden, New York, NY lTest

Set the re-assighment
details by selecting the

Step 1: Select Quantities
' Parking

Step 2: Choose Assignment Type quantity and
assignment type.




Reclaim Tickets (Allocate to User)

Re-Assign

MODIFY TICKETS

Step 1: Select Quantities
Tickets Parking

Allocated Zach Morris

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

Yol i entT
Step 3: Select User

Kelly Kapowski

Company TicketOS Demo Site v

. CREATE ASSIGNMENT - <

TICKeTOS

Assignment Type:

Allocate to User
Assigns tickets directly

to a specific user so
they can complete the
order details.

15




Reclaim Tickets (Public)

Re-Assign

MODIFY TICKETS

Allocated Zach Morris

Assignment Type: Public

Madonna Madison Square Garden, New York, NY i i § i
Makes tickets available on a first-come, first-
Step 1: Select Quantities . .
okote Perting served basis. Once requested, tickets are removed
15 v v from availability for other users and routed to a
igament T manager for approval.

Step 3: Select Visibility Visibility settings may apply based on your
Jicket0n Demo Sle x company'’s site configuration to control which
employees can see and request tickets.

CREATE ASSIGNMENT

T I C K ETO S e If no manager is set, tickets are

awarded automatically.




Reclaim Tickets (Distribute to Manager)

MODIFY TICKETS

Shane Gillis Madison Square Garden, New York, NY Fri, Jan 23, 2026 8:00 PM Suite

Step 1: Select Quantities
Tickets Parking

2w

Step 2: Choose Assignment Tyfe
< Assignment Type: Distribute to Manager

Step 3: Select Ticket Manage
® Suggested Ticket Manager : This option assigns tickets directly to a user

with higher permissions, allowing them to

= Other Ticket Manager further distribute the tickets using the same
CREATE ASSIGNMENT assignment process.

TICKeTOS



Reclaim 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

TICKeTOS



Reclaim Tickets

Tickets
Madonna Madison Square Garden, New York, NY Fri, Jan 1, 2055 8:30 PM Test Test Test 15 15 0
Assign To
EDIT
In either case, after clicking
ALLOCATE Test TicketManager 1-15 0

TICKeTOS

Create Assignment, select

Continue on the review page,

then click Confirm
Assignments to complete the
reclaim process.

CONFIRM ASSIGNMENTS




Reclaim Tickets

Madonna

3 Fri, fnn 1, 2065 @ &30 PM @ Madison Sguase Garden,
Pow Woarle, MY

Solect another date:

Fri. Jan 1, 2055 8:30 PM - Madonna - Madison Square Gardin

ORDERS ~  INVENTORY ~  REPORTS ADMIN TOOLS ~  ACCOUNT ~ 9 SEARCH

TICKeTOS

INVENTORY ~  REPORTS ADMIN

Ticket Details

31 TICKETS AVAILABLE PRICE RANGE 30- 30

ZFILTERBY  Quantity =  Price =
_ UL LRl TOS Marketplace @

Lexus LSL14

£0.00 Each
RECLAIM

Test Test

NO
VENUE =
MAP

VIEW ORDER RECLAIM

Madonna

= Fri, Jan 1, 2055

11111111

i
REQUEST
Guest List . ty/Stat
EDIT
0 Zach Morris 15 Austin, TX
ALLOCATED
Delivery Information . 4
EDIT
mach@ticketos!2com  Maobile Transfer a

Price -

%FILTERB‘H‘ Quantity =
O = E A SR TOS Marketplace @

Lexus LSL14

£0.00 Each

RECLAIM

Tast Test

£0.00 Each

OWNER VIEW ORDER RECLAIM

ORDERS ~  INVENTORY ~  REPORTS

You can also start the reclaim process
from other areas of the platform, such
as the View Tickets page within an
event or the order summary page

when accessing an order through
Employee Orders, My Orders, Waitlist
Requests, and more.

ENTORY « REPORTS  ADIN TOOLE - mm\

B PRINT THES PAGE

30 P

i kisdmse Square Gardon,
b Fork, NY




