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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
Tickets.com, Inc.

Costa Mesa, California USA
All rights reserved.

Advantix’SQL™, ProVenue®, ProVenueElite®, ProVenueMax™, ProVenueOne™,
ProVenueOnline®, ProVenuePlus™, ProVenueReports™, ProVenueGrandSlam™, and
Tickets.com® are registered trademarks, trademarks and service marks of Tickets.com, Inc., in
the United States and other countries, as applicable.

Tickets.com has its own Federal and State registrations.

Adobe® and Acrobat Reader® are registered trademarks of Adobe Systems Incorporated in the
United States and other countries.

BOCA® is a registered trademark of Boca Systems, Inc.

Microsoft® and Windows® are registered trademarks of Microsoft Corporation in the United
States and other countries.

All other brands and products are trademarks or registered trademarks of their respective owners.
The information in this document is confidential and proprietary to Tickets.com, Inc. This
document may not be reproduced, republished or otherwise redistributed, in whole or in part, by
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
Tickets.com, Inc. All patron information used herein (which may include, but not be limited to
patron name, address, phone number and account number) is strictly fictional. In the event any
patron information contained herein resembles that of any real person, living or dead, such
resemblance is purely unintentional and coincidental.
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Overview

Hold Codes can be assigned to seats to help control access to inventory. Different users may have
different access to different Hold Codes. This allows certain seats to be protected from sale by certain
users, or requires a user with a certain Hold Code access to change their view to that Hold Code in order
to select it. One example of this is the sale of ADA compliant seating, where a user must have access to
the ADA Hold Code to be able to seat patrons requiring ADA seating.

There are three methods available to assign Hold Codes after an event is created.

e Setting Hold Codes via Ticket Sales using the Map. This is the most common method and is
used to manage inventory dynamically

e Using the Hold Code Management Portal. This method is used to manage holds in bulk

e Using the Hold Code Assignment Utility. This method is used place Holds across multiple
events based on a source event.

This document covers Setting Hold Codes via Ticket Sales using the Map.

Prerequisites

To set Hold Codes via Ticket Sales using the seat map within ProVenue®, a user must have one of the
following Portal Roles assigned within User Management:

e BOClerk — Box Office Clerk;
o BOAsstMgr — Box Office Assistant Manager/Customer Service; OR
¢ BOMgmt — Box Office Management.

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

o Event Access for the event;

e Hold Code view for the event; and

e Full access privileges for the Hold Code(s) to be assigned (view, select, and set).

The event must also be configured for map sales.

©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 Page 1 of 8
owners.
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Hold Code Management via Ticket Sales

¢ From the Home screen, navigate to Ticketing > Ticket Sales.

W) PROVENUE

Batch Printing

Hold Code Management

Patron Management

Ticket Sales

Wwill Call Service

e Enter the name of the event in the text box and click FIND.

SELECTED EVENT

[wicked || Fino |
® Event () Package
Best | My Events || Advanced Search

o |If there are multiple events that meet the criteria, click the & Icon next to the event for which you
want to change Hold Codes.

SELECTED EVENT FINANCIAL PATRON WILL CALL

[wicked || FInD [ | | _FIND [ || FIND

Your cart is currently empty.

® Event () Package

My Events || Advanced Search Advanced Search Advanced Search

¢ Ticket Sales

RESULTS: 11 FOUND

| Filter By | | [ clear Fitter

@ B |1swkosisT wicked - September 15 Wwicked Theatre v 9/15/2015 8:00 PM EDT Tue On sale 1,168
& ﬂ 15WK0916W Wicked - September 16 Wicked Theatre V 9/16/2015 8:00 PM EDT Wed On Sale 1,122
= 15WK0917R Wicked - September 17 Wicked Theatre V 9/17/2015 8:00 PM EDT Thu On Sale 1,123
L 4 ﬂ 15WK0918F Wicked - September 18 Wicked Theatre V 9/18/2015 8:00 PM EDT Fri On Sale 1.139
¢ B |1swkos19aA Wicked - September 19 Wicked Theatre v 9/19/2015 8:00 PM EDT Sat On Sale 1,138
& B 1swkoszou Wicked - September 20 Wicked Theatre v 9/20/2015 8:00 PM EDT Sun On sale 1,168
¢ B |1swkos23w Wicked - September 23 Wwicked Theatre v 9/23/2015 8:00 PM EDT Wed On sale 1,162
e ﬂ 15WK0924R Wicked - September 24 Wicked Theatre V 9/24/2015 8:00 PM EDT Thu On Sale 1,168
& (4] 15WK0Q925F Wicked - September 25 Wicked Theatre V 9/25/2015 8:00 PM EDT Fri On Sale 1.168
@ B 15wkoszea Wicked - September 26 Wicked Theatre v 9/26/2015 8:00 PM EDT Sat On Sale 1,170
¢ B |1swkos27u Wicked - September 27 Wicked Theatre v 9/27/2015 8:00 PM EDT Sun On Sale 1,170

©2015 Tickets.com. All rights reserved. Tickets.com, ProVenue and ProVenueOnline are registered
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If the user does not default to Map Sales (Application Feature Permissions > Sales Permissions >
‘Default Sales Flow Type’), at the seat selection screen, access the seat map by clicking on the MAP
button under SELECTED EVENT at the top right or by clicking the VIEW MAP button at the bottom of the
page.

SELECTED EVENT FINANCIAL PATRON WILL CALL

B 15WK0917R - Wicked - September 17 Wicked FIND FIND
atTh \ _ P N

on Thu, Sep 2015 8:00 M EDT Your cart is currently empty.

Best My Events Advanced Search Search New Advanced Search Advanced Search

ﬁ Ticket Sales

15WKO0917R - WICKED - SEPTEMBER 17 WICKED - THU, SEP 17, 2015 8:00 PM EDT
[ERDE =

Sale Type ® Single Group Options
# Seats skip Alternate Offers
Sclection Guide Availability
————
Seat Request ) Hold Code OPEN - OPEN M Promotion None ¥
Extended Seat Definitions _||:=s=-|=- Sections
AISLE - Aisle Select Code  Description Price Available Contiguous Offer Min Offer Max
AISLEL - Left Aisle PRICEA PRICEA $110.00 125 20
AISLER - Right Aisle
PRICEB  PRICE B $90.00 aa1 30
PRICEC PRICE C $70.00 437 20
PRICED PRICE D $60.00 120 30

CLEAR LOCK SEATS VIEW MAP

¢ From the overview map, click the section for which you want to set or change Hold Codes.

@ Ticket Sales
(][] [=][=] [=]
110.00 PRICEA-PRICE A

90.00 PRICEB-PRICE B

YOV PRICEC-PRICE C
PRICED-PRICE D
15.00 PRICEE-PRICE E

ALEE

©2015 Tickets.com. All rights reserved. Tickets.com, ProVenue and ProVenueOnline are registered
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This will take you to the Section Map.

Q Ticket Sales

ENENEI =1 4

View Mode: | Standard | v | Hold Code: | OPEN

| * | show seate: [v]

EDEEERE

DEEEEDn

5 s ] i s )

53] 8 s [ o s =
DEEEDROEDO

5 s s s )

2| 53] 8 s [ o s =

2 5 o o o e 5 o
HEEDEEEODOEEEE
5] 2 s 5 ] s o o o )
EEEDEEOEDDEEEEE

ORCHESTRA LEFT

Section: ORCHLFT Seat: G-17 Price: 90.00

CFE -~ IoTmon® >

ORCHESTRA CENTER

TO MEZZANINE/BALCONY.

1 ) O
o s s ]
1 R R
5 i o e s s

Sale Type: Single | 110.00

El ‘ Navigation Map ‘

EEOODE

[« [ls [[a o] 2]

2 [[< [[s] s o salss]

21 5 e s s
HEODDEEEO0

2 [[& [[s'| & o] 2 s a6 56

21 11 o a4 6 | o 2|
HEODOEEOOBEE
2[5 {10 ) o a6 o [ 2 s s
21| 5 o a4 s a2 s
HEODDEEDODOEEEE

ORCHESTRA RIGHT

90.00

LEGENDS A

a

AEA
=

SR

| SeatSales || Hold Code | Seatinfo

Sale Type: () single () group

e

Auto Add To Cart: [ | REVIEW CLEAR

BUYER SECTION | ROW | SEATS | PRICE

ADD TO CART | | ADD AND GO TO CART

You can change how seat information is displayed on the map by changing the View Mode and/or the
Hold Code/Hold Code Group view. The standard view shows available seats for the selected Hold Code.
In the map above, the selected Hold Code is OPEN, which is also the default Hold Code for this user.

¢ In the Seat Selection box on the right, select the tab labeled “Hold Code.”

Seat Sales

Hold Code I| Seat Info

Set Hold Code: | select hold code. ..

v ]

Auto Lock: E

SECTION

CLEAR

ROW | SEAT | HOLD CODE

LOCK SEATS

SET HOLD CODE

©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.
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o If not already checked, it is recommended that you click the ‘Auto Lock’ box prior to selecting seats
from the map. If this box isn’t checked prior to selecting seats, then you will need to use the LOCK
SEATS button before setting the Hold Code. Additionally, other users can access seats that are not
yet locked.

Seat Sales | Hold Code | Seat Info

Set Hold Code: | select hold code... | v |
Auto Lock: | [v] | CLEAR

SECTION ROW | SEAT | HOLD CODE

LOCK SEATS | | SET HOLD CODE

Note: There is a setting in the Application Feature Permissions that can set Auto Lock as a default when
in Map Sales (Application Feature Permissions > Sales Permissions > ‘Default to Auto Lock In Map
Sales’).

e To select a seat from the map, click the seat. To select multiple seats, click and drag over the desired
seats. The selected seats will be displayed in the Seat Selection box on the right.

Q Ticket Sales

IR ¥ ViewMode: | Standard | v | Hold Code: | oPEN | = | Show Seat#: [V] (@] e] ‘Navignﬁnn Map ‘
Y]
STAGE ‘-‘
|
DOODER * B EEOOOD I
DEEEEE ° E BOOOmE
fpoEEEn - H BOEOOEE
JOOopEEE ~ & 1 i e e
DEDoEEED - BD00DEDDD
IDDDEEEEE F E DooDEEEEE | seatsales [ HodCode || Sestmfo |
HOEOEEEREEEn © & 2] ] 1 o2 s s s o | Set Hold Code: | select hold code... I~
DDEEEEEREED " EFEFEEEEEEEEEEEEEEEE T ANEODEEOOEE — .
2 2 2 ] 5 o 5 o o | i i i s 2 | | . o s 6 o 2 s : =
HEEEEE 7 5] 50 i | e i e i 5 L | 1 . ] o 22 2 25} SECTION | ROW | SEAT | HOLD CODE
5] 23] {5 ] 55 ) i ] =] < = i i i i i i) i ] s L ] &1 2] s [ 6 ] 2o 22 ) s @ oRchcTRC D105 o -
ORCHESTRA LEFT ORCHESTRA CENTER ORCHESTRA RIGHT @ CRCHCTR-C E 105 OPEN
@ OoRcHCTR-C F | 105 | oPen
ﬂ ORCHCTR-C D 104 OPEM
ﬂ ORCHCTR-C E 104 OPEN
@ ORcHCTR-C F | 108 | oPEn
@ OoRcHCTR-C D | 103 | oPEn
15 SEATS 15 LOCKED
Section: ORCHLFT Seat: K-11 Price: 90.00 Sale Type: Single | 110.00 || 9000 A [ LOCK SEATS || sev HoLp cope

©2015 Tickets.com. All rights reserved. Tickets.com, ProVenue and ProVenueOnline are registered
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Make sure the selected seats are Locked. When locked, the icon will display to the left of the seat.

e If ‘Auto Lock’ was not checked prior to selecting seats, then you must click LOCK SEATS before
setting the Hold Code.

Seat Sales Hold Code Seat Info
Set Hold Code: | select hold code... ||
Auto Lock: [ | CLEAR
SECTICN ROW | SEAT @ HOLD CODE
QORCHCTR-C| D 1035 OPEN -l
ORCHCTR-C E 105 OPEN
ORCHCTR-C| F 1035 OPEN =
ORCHCTR-C D 104 OPEN -
QORCHCTR-C| E 104 OPEN
ORCHCTR-C F 104 OPEN
QORCHCTR-C| D 103 OPEN -
15 SEATS 0 LOCKED
| LOCK SEATS | |  SETHOLD CODE |

e From the ‘Set Hold Code’ dropdown, select the Hold Code to which you want to set the selected seats.

In this example, we are going to change the Hold Code for the selected seats from “OPEN” to
“HOUSE.” Click SET HOLD CODE.

Seat Sales Hold Code Seat Info

Set Hold Code: | HOUSE |~
Auto Lock: [ | CLEAR
SECTION ROW | SEAT  HOLD CODE

& ORCHCTR-C D 105 COPEN il

& ORCHCTR-C E 105 OPEN

& ORCHCTR-C| F 105 OPEN s

& ORCHCTR-C D 104 OPEN

E ORCHCTR-C E 104 CPEN

& ORCHCTR-C F 104 CPEN

& ORCHCTR-C D 103 OFEN -

15 SEATS 15 LOCKED
| | LOCK SEATS | | SET HOLD CODE |

The seats will now be set to the new Hold Code and the map will be updated.

Note: User permissions determine the Hold Codes available to you and the types of actions permitted per
Hold Code.

©2015 Tickets.com. All rights reserved. Tickets.com, ProVenue and ProVenueOnline are registered
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When ‘View Mode’ is set to “Standard” and ‘Hold Code’ is set to “OPEN,” the seats that were changed to
“‘HOUSE” will now show as “X.”

(=] =] =] [*1] F View Mode: Hold Code: | OPEN | + | show Seat#: [¥] (& ] e ]
STAGE
EERpEERE - 2 5 6 ) o 2
5 5 s 5 121 1 61 i 2
EEEEEEE © BEEEEEE
5 5 5 5 BEEEEEE
EEEEER B 121 6 | | | i
HHEEDREER - 121 6 6 | o 6 5
EEEEEOEEEEER © 121 6 61| 6 o 2 4 | 6 | 8 [ 20 | 2=
HEEEEODEEERE - 121 5 60 | 2 s i | s 22
HEEEEOEEEREEE 121 1 50 | 2 s i | = s
5 25 s s s e 5 121 1 50 | 2 s i | = s
EEREDEEERDDEEE - 12 6 | | | . | i 2 i )
ORCHESTRA LEFT ORCHESTRA CENTER ORCHESTRA RIGHT

TO MEZZANINE/BALCOMY

When ‘View Mode’ is set to “Standard” and ‘Hold Code’ is set to “HOUSE,” the seats that were changed
to “HOUSE” will now display as Available.

RIEENEE F View Mode: Hold Code: | HousE | v | show seats#: [v] II'

EEEER ~ E

EEEER © E

HEEEEE <=

THEEEE - H

HEEEER - E

EIEEEE - e e O

2 s o e o

R 0 e )
EEEEE - ) o e i ) o i ] B ) o e ) O e e
R ) O o ) e e o ¢
] 5 Qe e | e i e s o e o e g
ORCHESTRA LEFT ORCHESTRA CENTER ORCHESTRA RIGHT
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When ‘View Mode’ is set to “Hold” and ‘Hold Code Group’ is set to “HOUSE,” the seats that were changed
to “HOUSE” will now display as “H,” which is the display as character for that Hold Code.

FEICICI E] 7 viwiiose p—— (&1<]

A
B
[~
D
E
F
G
H
1
&[] @ -
o o o 5
ORCHESTRA LEFT ORCHESTRA CENTER ORCHESTRA RIGHT

==
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