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Copyright Information 
This document has been created, authored and/or prepared by or on the behalf of Tickets.com, 
Inc. The contents hereof contain trade secrets and other information that is proprietary to 
Tickets.com, Inc., and use of this document is subject to the terms, conditions and restrictions set 
forth in the license agreement accompanying this document and the ProVenue software, the 
terms of which are incorporated herein by this reference. 
 
This document is intended to provide the user with accurate and authoritative information relating 
to the operation of the ProVenue software. While every precaution has been taken to ensure its 
accuracy, Tickets.com, Inc. makes no warranty that the contents hereof are accurate in all 
respects and Tickets.com, Inc. hereby disclaims any and all responsibility for any errors or 
omissions in the text. 
 
Copyright© 2015 
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any electronic or mechanical means (including without limitation, photocopying, caching or other 
information storage and retrieval methods) for any reason without the prior written permission of 
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Overview 
This document provides basic instructions for selling tickets to individual events using the ProVenue® 

ticketing system. 

Prerequisites 
To sell tickets within ProVenue®, a user must have one of the following Portal Roles assigned within User 
Management:  
 

• BOClerk – Box Office Clerk;  
• BOAsstMgr – Box Office Assistant Manager/Customer Service;  
• BOMgmt – Box Office Management; or 
• AnonymousSalesOnly - Tickets Sales Restricted to Anonymous Sales Only 

o Note: This role will prevent a user from selecting a patron.  

These roles allow a user to access to Ticket Sales. 
 
 
Additionally, the user must have the following access: 
 

• Event Access for the event, including Buyer Types and Hold Codes. 
 
To sell tickets via the map, the event must also be configured for map sales. 
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Log into ProVenue® 
• To log into ProVenue®, enter your Username and Password, and then click Login. 

 

Home Screen 
This is the ProVenue® Home screen. 
 

 
 

The Home screen… 
 

• displays your user name and default agency affiliation in the upper left. 

• identifies your Ticket Sales defaults for this session in the "User Default Settings" frame (for 
example, a default payment method of "Cash"). 

• (authorized users) identifies default printing behavior for this session in the "Ticket Print Options" 
frame (whether to print receipts, for example). 

• displays the IP address and Token of your workstation in the lower left, and the ProVenue® 
application version in the browser's title bar. 
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Change Agencies 
 
Users may have access to multiple agencies.  The current agency will be displayed in the User Default 
Settings frame as well as on the top of the screen under the User information. 

 
• If you need to change your current agency, select the new agency from the dropdown in User Default 

Settings. 

 

Note: The user’s primary agency is designated by a “[P],” and will appear at the bottom of the list of 
available agencies. 
 
• If a change was made, click UPDATE. 
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Ticket Sales 
• From the Home screen, navigate to Ticketing > Ticket Sales 

 
 

This will bring up the Ticket Sales screen. 
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Select an Event  
 
• To search for a single event, enter search criteria in the SELECTED EVENT box and click FIND. 

 
 

You can use any the following criteria to search for an event using the SELECTED EVENT search box: 
 

• Event Code 
• Event Keyword 
• Event Description 
• Secondary Title 
• Event Run Description 
• Event Run Keyword   

The search methods are not case-sensitive. You can enter partial values. You can also use a wildcard, 
“*”, to search for events that start or end with different characters.  

 
• To perform a more detailed search, click Advanced Search. 
 

 
 

• This will bring up the ADVANCED SEARCH frame. To perform an advanced search, enter the desired 
criteria and click FIND. 
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If only one event matches your search criteria, then the event is selected for the transaction, and you are 
advanced to the seat selection screen.  The event details will display in the SELECTED EVENT frame in the 
upper left of the application window. 

 
 

If more than one event matches your search, then a list of events matching your criteria will be displayed. 
Only events for which you have sales calendar access will be displayed.  Events that are available on the 
sales calendar but not yet on sale will show the future on sale date.  Events that are available on the 
sales calendar but are off sale, on hold, or sold out will have an ‘Event Status’ of “Not Currently 
Available.”  Canceled events that are available on the sales calendar will have an ‘Event Status’ of 
“Canceled.” 

 
 
• You can refine the results by using the ‘Filter By’ dropdown to show a particular subset of the matching 

events. For example, to show only Friday events that matched your criteria, select “Day” from the 
‘Filter By’ dropdown, type “Fri”, and then press ‘Enter.’ 

 
 

• To remove the filter and return to your original list of results, click Clear Filter. 
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• To sort the results by any of the displayed columns, click the column heading.  For example, to sort by 
availability, click the Available column header. 

 
 

• To see information about the event, click the  icon in the Info column. 

 
 

• This will bring up a pop-up window showing information about the event, including any promotions for 
the event.  To return to the results list, click Close. 
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• To see detailed availability from this screen, click the hyperlink in the Available column.  

 
 

• This will bring up a pop-up window showing availability by section or price scale for an individual hold 
code.  From the pop-up window you can select the event or return to the results list. Note, in order to 
view the availability from this screen, the user must have permission via System Setup > Application 
Feature Permissions > Sales Permissions > ‘Can View Event Availability on Search.’ 
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• To see the results in a calendar view, click Calendar View on the bottom right of the screen. 

 
 

• This will bring up a calendar display, where you can view the results by day, week, or month.  To 
return to the results list, click List View. 
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• To select an event and advance to the seat selection screen, click the icon in the Sell column. 
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Select Seats 
In ProVenue®, seats can be selected via two different sales flows: Best Available or Map Sales.  
 
In the Best Available flow, the system selects the best available seats matching the criteria entered based 
on the ‘Best Seat Map’ used for the event and the ‘Best Seat Selection’ settings in Event Access. 
  
In the Map Sales flow, the user selects seats using the graphical seat map. To be allowed to sell tickets 
via Map Sales, the user must have the permission set in Event Access. 
 
The default sales flow for users is set via System Setup > Application Feature Permissions > Sales 
Permissions > ‘Default Sales Flow Type.’ 

Select Seats via Best Available 
From the Seat Selection screen, you can select the Sale Type, quantity of seats, Buyer Type, Price Scale 
or section, and Hold Code from which to sell. You can also navigate to other events. Note, what options 
are available will depend on user permissions and access settings. 
 

 
  



 
 

 

 
 

©2015 Tickets.com. All rights reserved. Tickets.com, ProVenue and ProVenueOnline are registered 
trademarks of Tickets.com, Inc. All other trademarks used herein are the property of their respective 
owners. 

Page 12 of 51 

 

• To navigate to the previous or next event, click on the corresponding arrow.   

 
 

• Click the  icon to access the event calendar. From here you can click on a highlighted date to 
access another event. 

 
 

• Click the  icon to access the filter the event list.  From here you can filter the event list by 
category, class, date range, day of week, or keyword. 
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Select Sale Type 
For single events, depending on permissions, a user may have the option to select a ‘Sale Type’ of 
“Single” or “Group.”   
 
Single sales use the Single Ticket Price Structure for the event and the sales permissions are governed 
by the Single Ticket Sales settings in Event Access.  
 
Group sales use the Group Ticket Price Structure for the event and the sales permissions are governed 
by the Group Ticket Sales settings in Event Access.  Group ticket sales also have a group ticket 
threshold.  
 
The default sales type for users is set via System Setup > Application Feature Permissions > Sales 
Permissions > ‘Default Sales Type.’  
 
• Set the ‘Sale Type’ field to Single or Group as applicable. The availability and Buyer Types will be 

adjusted accordingly. 
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Select Quantity and Buyer Type 
You can select the quantity and Buyer Type(s) by using the “Seat Command” tab or by using the 
“Selection Guide” tab. Note:  If no Buyer Type is specified, the search relies on the default Buyer Type 
established for the event's Price Structure  
 
• To select seats using the “Seat Command” tab, type the seat quantity and Buyer Type search criteria 

as a single text command. For example, the command of “2 a 2 ch” would search for four contiguous 
seats, two at an “Adult” Buyer Type level and two at a “Child” Buyer Type level: 

 

 
Note: You must enter as much of the Buyer Type code as necessary to ensure that a single Buyer Type 
is associated with each seat quantity. For example, a "c" may not be sufficient to differentiate a "Child" 
Buyer Type from any other Buyer Type code that begins with the letter "c." 

• To view a list of available Buyer Types, click the  icon to the right of the Seat Request field. 

 
 

 
• To select seats using the “Selection Guide” tab, type the seat quantity in a '# of tickets' field, and then 

select the corresponding Buyer Type from the dropdown list. For example, enter the following criteria 
to search for four contiguous seats, two at an “Adult” Buyer Type level and two at a “Child” Buyer 
Type: 
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Select Extended Seat Definition (Optional) 
If desired, and available for the event, you can narrow the best available search to seats with one or more 
special attributes, as listed under Extended Seat Definitions at the left of the screen. Examples of 
Extended Seat Definitions include left or right aisle, sunny or shady, or first or third base side of a 
baseball field. 
 
• To select an Extended Seat Definition, check the box for the desired seat characteristic. 

 
 

Note: If you are requesting multiple seats and an aisle restriction, the best available search requires that 
only one of the seats to be assigned the aisle attribute. 

Select Hold Code  
• To change the Hold Code from which you are selling, select a code from the ‘Hold Code’ dropdown 

menu. The availability screen will change to reflect the availability for the specific Hold Code selected.  
Event Access settings determine the Hold Codes available to users and which Hold Code is set as the 
default. 

 
 

Alternate Offers 
• If configured for the venue and event, and the user has permission through Event Access, a single 

request for seats can trigger the presentation of additional alternate seats based on configured 
parameters, e.g., a request for seats in a ballpark might present both 1st and 3rd base seats.  If you do 
not want to be presented with Alternate Offers, check the ‘Skip Alternate Offers’ box. 
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Select Promotion (Optional) 
• If a promotion is available for an event and the promotional Buyer Type is not made “User Selectable” 

for the user trying to sell the promotion, then the user will need to first select the promotion from the 
dropdown list on the right.  Once the promotion is selected, the corresponding Buyer Type will be 
available for selection.  If the promotion requires a coupon code, you will need to validate the code 
from within the Patron Cart. 

 
 

Select Price Scale or Section (Optional) 
If you want the best available seats for all areas, then you do not need to specify a Price Scale or section. 
 
• To select the Best Available by Price Scale, check the box to the left of the desired Price Scale. Only 

select a price scale that has the available and contiguous seats that match your quantity request. 

 
 
Note: Some Buyer Types may not be available in all Price Scales. If you specify a Buyer Type and a Price 
Scale that does not have the Buyer Type defined, then the system will find no matching seats and the 
following error message will be displayed. 
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• To select the Best Available by section, click on the “Sections” tab, and then check the box to the left 

of the desired section. Only select a section that has the available and contiguous seats that match 
your quantity request. 

 
 
 
• Once you have entered your desired seat criteria, press ‘Enter’ or click LOCK SEATS.  
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If the "best available" search finds no seats with the specified parameters, ProVenue® displays the 
following message: 

* The system was unable to lock seats matching your request. 
 
In this case, you can repeat the best available request with fewer or different search restrictions. If Map 
Sales is enabled you may also choose to select seats via the map. 
 
A successful best available search without alternate offers automatically advances you to the Patron Cart 
screen. 

 

• If alternate offers are available and were not skipped, then a pop-up will be displayed with the primary 
and complementary offers.  Click Select to choose between the desired offer and advance to the 
Patron Cart screen. 
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Select Seats via Map Sales 
 
• If Map Sales is enabled and not set as the default for a user, then the user can access the seat map 

by either clicking Map under the selected event at the top left of the screen or clicking VIEW MAP at 
the bottom of the screen. 
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• This will bring up the Venue Map.  The price scale legend is displayed on the right.  To see additional 
information about a particular section, including current seat availability, hover your mouse over a 
section.  To select a section, click that section.     
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This will bring up the corresponding Seat Map.  

 
 
• To change from the default Hold Code from which you’re selling, select a Hold Code from the 

dropdown list above the map. 

 
• To change from the default Sale Type, select the Sale Type in the “Seat Sales” tab. 

 

 
 

• To change the default Buyer Type, select a Buyer Type in the dropdown in the “Seat Sales” tab. 
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• To select seats from the map, click on the seat you want to purchase.  Hold the left mouse button 
down and drag across the remaining seats that you wish to purchase.  Note that the number of seats 
that you are selecting is available in the bottom left of the screen.  Release the left mouse button when 
all seats are within the blue box. 

 

The selected seats will now be displayed in the “Seat Sales” tab on the right.   

 

Note: If you have chosen more seats than are required, or the wrong seats, click the seat to remove it 
from the “Seat Sales” tab.  
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• To add seats with a different Buyer Type, change the Buyer Type then select seats from the map. 

 
 

• To add seats to the Patron Cart and continue selecting seats, click ADD TO CART.  Once all of the 
seats that you want to purchase are in the Selected Seat box, click ADD AND GO TO CART.  

 

Note: Seats are not locked until they are added to the cart.  Once a seat has been added to the cart it is 
locked and cannot be selected by another user.  To add seats to the cart as they are selected, check the 
‘Auto Add to Cart’ box before selecting seats.   
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Select a Patron 
To attach the order to a patron account, you must first search for and select the patron.  Selecting the 
patron can be done before or after tickets are selected.  If you do not want to attach the order to a patron 
account, then the transaction may be completed as an anonymous sale. Note: it is possible to attach an 
anonymous sale to a patron account at a later date. 
 
• To search for a patron, place your cursor in the FINANCIAL PATRON box at the top of the screen.  

 
 
You can use any the following criteria to search for a patron: 
 

• Account Name  
• Contact Name  
• Contact Phone Number (include dashes to separate the values, e.g., 714-555-1212) 
• Account Number 
• Alternate Account Identifier (must add # qualifier) 
• E-mail Address 
• Credit Card Number 

 
• To search for a person by name, enter as much of the last name as desired, then a comma, space, 

and as much of the first name as desired to find the account, and then click FIND. 
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Select an Existing Patron 
If only one patron matches your search criteria the patron account will be displayed. 

• If Full Patron Management is not enabled for the user, then the PATRON box will be displayed.  Confirm 
the selected patron is correct and click Apply Changes. 

 

Note: If the account in the PATRON box is not the same patron for which you were searching, e.g., a 
different patron with the same name, click Cancel.  You will need to create a new patron account.  
Do not change the information for the existing account if it is not the same patron.  
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• If Full Patron Management is enabled for the user, then the user will be taken to the ACCOUNT screen 
in Patron Management.  Confirm the selected patron is correct and click Set as Patron. 

 

Note: If the account is not the same patron for which you were searching, click NEW to create a 
new patron account.  Do not change the information for the existing account if it is not the same 
patron.  
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• If more than one patron matches your search criteria, then a list of patrons will be displayed.  Confirm 

the patron the address, phone, and email details. If they are correct, then click the corresponding  
icon to select the patron. 

 

Once you have selected a patron, the Financial Patron frame at the top of the screen identifies the 
account name and the primary contact name: 
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Update an Existing Patron 
• To select an account from a results list, click on the hyperlink (the Account ID if Full Patron 

Management is not enabled or the Account Name if Full Patron Management is enabled). 

 
 

 
 

• This will bring up the PATRON box. From here, make any necessary updates and click Apply Changes. 

 
 

 
• If Full Patron Management is enabled, then you will need to click VIEW CART to return to the Patron 

Cart. 
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Create a New Patron 
• To create a new patron, click New in the FINANCIAL PATRON frame on the top of the screen…  

 
 
…or from the PATRON SEARCH box. 
 

 
 

• This will bring up the Patron box if Full Patron Management is not enabled or the patron account in 
Patron Management if Full Patron Management is enabled. Enter the information as needed and click 
Apply Changes. 

 
 
The new patron will now appear in the FINANCIAL PATRON frame. 

 
 
• If Full Patron Management is enabled, then you will need to click VIEW CART to return to the Patron 

Cart. 
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Patron Cart 
From within the Patron Cart, there are a number of actions that can be taken before completing the 
transaction. These actions, which depend on permissions, include modifying an offer, adding an offer, 
editing service charges, adding notes, adding a sales rep, selecting methods of delivery, and applying 
payments. 
 

 
  



 
 

 

 
 

©2015 Tickets.com. All rights reserved. Tickets.com, ProVenue and ProVenueOnline are registered 
trademarks of Tickets.com, Inc. All other trademarks used herein are the property of their respective 
owners. 

Page 31 of 51 

 

Modify an Offer 
From the Patron Cart, you can modify an offer by changing the Buyer Type or removing seats. 

Change Buyer Types 

• To change the Buyer Type, click the click the  icon. 

 
 
This will bring up the MODIFY box.  

 
 

 

  



 
 

 

 
 

©2015 Tickets.com. All rights reserved. Tickets.com, ProVenue and ProVenueOnline are registered 
trademarks of Tickets.com, Inc. All other trademarks used herein are the property of their respective 
owners. 

Page 32 of 51 

 

• Select the new Buyer Type from the dropdown list. 

 
 
• Enter the number of tickets to be repriced from the current Buyer Type in the Patron cart and click 

Reprice. 

 
 

 

  



 
 

 

 
 

©2015 Tickets.com. All rights reserved. Tickets.com, ProVenue and ProVenueOnline are registered 
trademarks of Tickets.com, Inc. All other trademarks used herein are the property of their respective 
owners. 

Page 33 of 51 

 

Buyer Type Note  

• If a Buyer Type requires a note, it will be indicated by the icon. To add a Buyer Type Note, click the 

 icon. 

 

• Next, click the  icon in the MODIFY box to bring up a pop-up window where you can enter the note. 

 
 
• Select the Buyer Type for which you want to add a note.  Select a reason code from the dropdown list 

and enter reason text as needed, and then click OK. 

 
 

• Once all needed notes have been entered, click Cancel to return to the Patron Cart. 
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Remove Seats 

• To remove seats in the Patron Cart, click the  icon. 

 
 

• Click the  icon. 

 
 

• Select the seats to be removed by clicking the  icon corresponding to the seats that you want to 
remove. 

 
 

• A pop-up message will be displayed, asking you to confirm removing the seat.  If you want to remove 
the selected seat, then click OK. 
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Edit Service Charges 
 
To refund or change a service charge, the user must have permission via System Setup > Application 
Feature Permissions > Sales Permissions > ‘Edit Service Charge.’ The service charge must also be 
configured as editable. 
 
• If Service Charges need to be edited (removed or reduced), and the user has the appropriate access 

and the service charges are configured to be editable, click the  icon to the right of the Service 
Charge Subtotal to bring up the Service Charge box. 

 
 

• Click the  icon to expand the Service Charge Group to display the individual service charges. 

 
 

• Click the  icon to edit the service charge. 
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• Enter the updated amount of the service charge, e.g., $0.00, in the ‘New Amount’ field.  Select a 
‘Reason Code,’ enter text as needed in the ‘Reason Text’ box, and then click OK. 

 
 
• When you have completed editing the service charges, click Close to return to the Patron Cart. 

 
 
The updated amount will now be reflected in the cart. 
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Add Seats for the Same or Different Event 
 
• To add seats to the Patron Cart for the same event, click Add Offer to go to the Ticket Sales screen.  

You can also click Best or Map in the SELECTED EVENT box to go to the corresponding sales flow for 
the selected event. 

 
 
 
 
• To add seats to the Patron Cart for a different event, click the Search button in the SELECTED EVENT 

box. 
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Validate a Promotion Code 
If you selected seats that were part of a promotion requiring a coupon code, then you must validate the 
coupon prior to checkout.  To validate the coupon, click Coupons.  

 
 

• Type the coupon code within the text box and click OK. 

 
 

If the coupon code is successful, then it will appear in the Coupon Code column. 

 
 

• After you have entered a successful coupon code, click Close to return to the cart to complete the 
order.  
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Notes 
• To add a note, click the “NOTES” tab. 

 
 

• Select the Note Type from the dropdown list, enter text for the note as needed, and then click Apply. 
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Select a Delivery Method 
• Ensure the pin appears on the “DELIVERY” tab in the Patron Cart. If it does not, then click the “DELIVERY” 

tab. 

 

 

• Select the delivery method from the dropdown list. The dollar amount to the right of the delivery 
method is the service charge associated with the delivery method. Note: some methods of delivery 
require that a patron be selected, i.e., not available for anonymous sale. 
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• Enter the delivery details as needed.  The information required will depend on the method of delivery.  
Ensure the offer is selected in the “Offers” tab and click Apply. 

 
 

• To remove a method of delivery click the “Deliveries” tab, and then click the  icon. 
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• To edit a method of delivery, click the “Deliveries” tab, and then click the icon.  Update the delivery 
information, and then click Apply. 
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Split Delivery 
• To split the order among delivery methods, click on the “DELIVERY” tab and select the additional 

delivery method from the dropdown list, enter the delivery details, and click the   icon. 

 
 

 
• The tickets default to the first delivery method selected for the order.  To change the delivery method 

for a seat, check the corresponding box, select the new delivery method, and then click Apply. 

 
 



 
 

 

 
 

©2015 Tickets.com. All rights reserved. Tickets.com, ProVenue and ProVenueOnline are registered 
trademarks of Tickets.com, Inc. All other trademarks used herein are the property of their respective 
owners. 

Page 44 of 51 

 

The number of applied deliveries will appear in parentheses in the Delivery button label.  Both deliveries 
will now be displayed in the “Deliveries” tab.  
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Receivables 
Depending on permissions, a user may have the option to create a receivable, deferring payment for part 
or the entire amount due on the order.   
 
• Ensure the pin appears on the “RECEIVABLES” tab in the Patron Cart. If it does not, then click the 

“RECEIVABLES” tab. 

 
 

• To create a receivable, click the “Create” tab 
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• Confirm or update the amount of the receivable.  Enter a due date for the receivable.  Select a 
Receivable Type and Note Type, and enter text as desired.  Once complete, click Apply. 

 
 
 

Once created, the amount of the receivable will be displayed.  
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Payment  
• Ensure the pin appears on the “PAYMENT” tab in the Patron Cart. If it does not, then click the “PAYMENT” 

tab. 

 

• If paying with a credit card, swipe the credit card.  If paying with a non-credit card payment, select the 
payment method from the dropdown list.  

 

• Enter or confirm the amount of payment and click Accept Payment. 
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• To accept more than one method of payment, swipe a credit card or select the next Payment Method 
from the dropdown, enter or confirm the amount, and then click Accept Payment.    
 

 
 

Note: For credit card payments, checking the ‘Sync To Digital Wallet’ box will associate the credit card 
with the patron’s account for future use.  If a patron already has an eligible credit card in their digital 
wallet, then that credit card will be available for selection from the ‘Wallet Items’ dropdown list after the 
associated payment method is selected.    
 

 
 

 
• Repeat this process until the order is paid in full. 
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Checkout 
• To confirm all required information has been entered, or to enter additional sales information, click the 

“CONFIRM” tab.  

 
 
• If there are no error messages, and you do not want to change the default sales information, then click 

CHECKOUT to complete the transaction. 

 
 

Note: If Auto CheckOut is enabled for a user via System Setup > Application Feature Permissions > 
Sales Permissions > ‘Use Auto Transactions Action’ then the transaction will automatically complete 
when all required information is entered. 
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• To change the postal code, sales rep, or service rep uncheck the ‘Use Defaults During Checkout’ box. 

 
Note: If a patron has been selected for the order, then the system will automatically default to the 
contact’s primary address postal code.  If no patron was selected, then the postal code would default, if 
available, to the postal code from a credit card payment and then to the postal code from a delivery 
address. 

 
• Update the information as needed, and then click CHECKOUT. 

 
 
If you have selected Print Now as the delivery method, then tickets will automatically print.   
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Create a Reservation 
 
Depending on permissions, a user may have the option to create a reservation instead of making a sale.  
No payments are required when making a reservation.     
 

• To create a reservation, click the  icon. 

 

 
• Confirm or update, if the user has appropriate access, the Reserve Until Date and Time, Reservation 

Code, and then click Set to Reservation. 
 

 
 

• To complete the Reservation, click CHECKOUT. 
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