ONLINE REPORT MODULE

To access your reports visit: https://equery.evenue.net/TAUSA/ 

You will need either Internet Explorer 6 or 7. You cannot view these reports in Firefox or Safari
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Enter your username (UPPERCASE)
Enter your password (lowercase)

Click the ‘login’ button
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You will land on the REPORT MODULE HOME PAGE
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Ignore the folders found in the top half of the page (customer, donation, payments, sales & season). You will not be using these.



There are 9 reports available to you. All reports will be empty until a sale has been recorded.

1. Capacity Recap

A quick summary of the capacity of your event and the number of tickets sold)

2. Contact List
A list of all your customers for each event.


3. Master Sales Report
A complete list of every ticket sold, who bought it and how it was shipped.

4. Pricing Report
A summary of the different ticket prices for your event.


5. Quick Summary
A quick summary showing sold/holds/prebox and the capacity.


6. Sales By Location
A report showing if a ticket was sold online, by phone or at an outlet.


7. Seat Status Recap
A report to show you detailed breakdown of any holds and/or sold tickets.


8. Seats By Seat Status
A detailed report showing which exact seats are on hold.


9. Will Call List
Your will call list for your event. This list is typically ready 20 minutes after advance sales for your event end (typically 4pm local time, day of show)






















How To View the Reports

1. Click on the report you wish to view. 
2. To view it online click on the name of the report. You can export it later to PDF
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3. To view as PDF or to PRINT, click on one of the icons
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3. Search for the event using the date ranges, or just click SUBMIT to view ALL. 
4. As you get familiar with the report module, you’ll notice that each event has its own event code. You are also able to go directly to a report by entering the event code.
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You can also send the report to yourself via email! Click on one of the icons (PDF, EXCEL etc) to have the report sent to you via email in the format you choose.
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Definitions

Open: 

available tickets (a common term used by venues with reserved seating)
Allocated:
once a ticket is sold, it is immediately allocated to a specific seat. If your event is general admission, this column will not apply to you. The number of sold tickets and allocated tickets will always be the same.
Holds:

there are 6 different types of holds available, Marketing, Headliner, Support Act, Label, Promoter and Production.

Ordered:

once a ticket has been sold it is considered ordered. (see Allocated above)
Pre Print 

if your venue uses pre-printed tickets they will appear in this column


Report Descriptions
Capacity Recap


The capacity recap report provides a sales summary based on the capacity of the event. Use this report to review the capacity of the event based on section, the number of tickets allocated (e.g. sold) and the number of tickets on hold.


Contact List

This easily exportable report provides the first name, last name, mailing address, email address and phone number for each of your customers.



Master Sales Report

This comprehensive report should be printed out and made available at every entrance to your event. Refer to this report for any customer problems. This report shows you everyone that purchased a ticket, their seat location and their shipping method. This comprehensive report shows you how much money you have made. 


Pricing Report

The Pricing Report is a very handy report allowing you to easily review the ticket types created for each event. While more commonly used by venues with reserved seating, this report is useful if you have a general admission event with multiple ticket types (e.g. 1 day pass, 2 day pass, 3 day pass)


Quick Summary

This report indicates how many tickets have been sold, how many were preprinted (if your venue uses pre-box tickets), your running total, comp tickets, seats on hold, available tickets (open),  the overall capacity and how many tickets have been ordered or allocated.


Sales By Location

A report showing if a ticket was sold online, by phone or at an outlet.



Seat Status Recap

A report to show the breakdown of tickets held and which hold code was used. To view specific seats, use the Seats By Seats Status report. All hold codes are lowercase


c = Production Hold

h = Headliner Hold

m = Marketing Hold

p = Promoter Hold

s = Sponsor Hold

v = sold on the old system

K = KILL: used to create seats that are not on sale. For example, if your venue holds 500 people, you may wish to only put 400 tickets on sale until you know the set up. The remaining 100 tickets would be listed as KILLED and could be opened up for sale if the capacity allowed.


Seats by Seats Status Report

A detailed report showing tickets held, which hold code was used and the specific seats the hold codes apply to.

Will Call List

Your Will Call list is typically ready about 20 minutes after advance sales finished for your event which is normally 4pm Local Time. If a customer changes the name of the person picking up the tickets, the new name will also appear on this report. The “Will Call” list is always shorter than the Master Sales Report because it only contains the customers picking up tickets at your event. Customers whose tickets were shipped via US Mail will not appear on this list. Any customer that contacted customer service to say their tickets weren’t received will have already been added to the “will call” list.
