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Manage & Edit Orders/Tickets & Issue Refunds
YouTube Tutorial: HERE

Editing Guest Information on a Ticket from the Guest Check In

1. From your Sales Dashboard, select Site Services from the left-hand menu.
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2. On the Site Services page, select Guest Check-In and enter the Mobile Service PIN when
prompted. This will open in a new tab.

3. Onthe Guest Check-In page, you can select an order, and open and edit any ticket and
guest information. You can also use the “match” search field to pull up a specific order
or ticket.

4. Select a ticket to either copy the buyer information onto it, search within your chapter
roster or the full CRM database for their information or type it in yourself. Then hit Save.

Enter Guest Info X

Order: #190478 for Grace Whipple - gwhipple@pheasantsforever.org
1783 Buerkle Circle
St Paul, MN 55110

|_D Copy buyer info to Guest < Q_ Chapter Members (250)

Guest Info for Entrance + Membership Ticket

Name | Grace Whipple

Address | address

City |city || V||Z\p

Country United States v

|
Email | gwhipple@pheasantsforever.org |
|
|

Cancel Save



https://youtu.be/zn-qeKAayNw
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Editing Guest Information on a Ticket from the Orders Page

1. From the main Sales Dashboard, select Orders from the left-hand menu.

2. Here you can search through all your event’s orders, both those purchased online and
those entered via the check/cash sales page.

3. If you need to make an edit to the guest information on an order, search by last name,
email, or order ID and select Details.
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If you need to Refund multiple orders, try the Mobile Dash_ It's fast, and has a Refund ALL option.

Refunds Actions Order date Buyer name Buyer email Quantity =~ Revenue  Refunds  Fees Income

Refund
Check [ Cash Sales 04-20-2021 Grace Whipple gwhipple@phe.. M 5103293 5000 321.84  $1000.00
Complimentary Tickets o Refund )

Details 04202021 Grace Whipple awhipple@phe 1 $125.00 50.00  50.00 5125.00

4. Scroll to the bottom of the page to see the tickets included in that order.
a. Here you can resend confirmation emails for the whole order or individual
tickets and add

. Order #189,599
or edit guest ’
. . Quantity
information on
. .. Guest X Ticket . . Row / ;
|nd|V|dua| Name Ticket type Code price Price  Section Seat Status Action
tickets. WnPPIe,  Bronze Sponsor  14649-18496-5032879949 $500.00 5500.00 NA gf;;g Acquir Print
I"S"r';'c':g'e- Meal Ticket 14649-18496-6143980050 SO.00  S0.00 NA Sf:‘%g Acquired [ZResend s Print
Whipple, | yrea) Ticket 14549-18495-725409 1161 $0.00  S0.00 N/A Open | acquired | [ &) Pri
. . Ve - -7 § 50. o P quired 4 Resend g Print
5. Select Add guest info oeee et
Whipple, R T S EEEE —— PR [ pen ) I O
. k . Grace Meal Ticket 14649-13493-8365102272 £0.00 S0.00 MN/A sealing Acquired [ Resend (=1 Print
to tickets to again Whioo! o
Gronle | Meal Ticket 14649-15498-9476213383 5000 30.00 NA er;i”ng Acquired [ Resend & Print
open the guest info Wripple open _
GPDIE: Rooster Bucks 1464918495 0587324494 S0.00 S0.00 MNA seating  Acauied  [EResend g Print
. b ks =
page In a new tab. L‘rha'c'::'e Rooster Bucks 14649-18498-1698435505 5000 30.00 NA ?f;i”ng Acquired 54 Resend & Print
a. Edlt an tlcket Whipple,  Affiliate Membership -0 1a . e - - " Open N p =
y Grace + Meal Ticket 14649-15495-2709546616 50.00 S0.00 MN/A sealing Acquired [ Resend = Print
i i Whipple, Affiliate Membership - - - - - n Open " h O .
information P e e 14649-18496-3610657727 S0.00 S0.00 MNA sanimg | Acauired [ Resend (s Print
and ChOOSG |f 1-90f9 Perpage (20 ¥ hnoigt list
< @ Add guest info to tickets ) 4 Resend iP
\




b.

4/2021 gw

you would like to resend the tickets to that buyer and/or guest with the updated

tickets.
*Always Save changes before leaving the page.

Affiliate Membership + Meal Ticket
Sat, May . 2020 7:00 PM (CDT)

Open seating

Ticket Code: 1464%-18498-3810657727

Name Alex Wallace

Email awallace@pheasantsforever.org

Address 1783 Buerkle Circle

City St Paul

State Minnesota v
ZIP 55110

Country United States M
Phone Number Phone

#| Resend tickets to Buyer when any changes are saved
¥ Send tickets to Guests with new or changed emall addresses

Save All Changes

When you're done entering Guest Info, you can close this browser tab to pick up where you left off.

Processing a Refund

1. search for their order and select Refund directly above Details.
2. Select which tickets within the order you would like to refund and select Refund.

a. The ticket status will then switch to Refunded when you look at those order
details.

b. Your chapter can now handle refunds without needing to go through the
National office.

c. *If you are looking to refund the entire event — please see the Mobile Dash
section of this guide.

Please choose the tickets to be refunded @ ﬂ

Guest Name Ticket type Price Code g

T of 1 Perpage|z0 ¥ Select: All, None gz print list

*Refunded amount: $60.00

Cancel I@




Processing a Refund or Canceling/Exchanging Tickets on the Mobile Dash
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*this is the best place to do this if you need to refund a lot, or even the whole event.

1. Starting on your Sales Dashboard, select Mobile Dash from the left-hand menu.
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2. Select Orders from the left-hand menu to see everything that has been purchased or entered so
far for your event.

a. Each order will show that it was either an online sale, or a cash/offline sale.
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Guests

Customer

Grace Whipple (gwhipple@pheasanisforever.org)
Accounting code: NATL

Grace Whipple (gwhipple@pheasantsforever.org)
Sophia Williams (2318812@pfaf.org)

Savanna Williams (2061283@pfqf.org)

Grace Whipple (gwhipple@pheasantsforever.org)
Accounting code: NATL

Grace Whipple (gwhipple@pheasantsforever.org)
Grant Williams (2133956@pfqf.org)

They wil pay at the door

Guy Williamson (1696500@pfqf.org)

8 Orders - Refresh
8 Get Orders as .CSV file via email

£ Get Stripe Charges as .CSV file via email

» Refund ALL Orders @

Payment /

Online

Cash/Offline
Cash/Offline
Cash/Offline
Online

Cash/Offline
Cash/Offline

Cash/Offline
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2]
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3. Click on the order to open the order details to view all the tickets sold and the actions you can

take.

a. You canissue a full refund by selecting Full Refund, or you can choose to refund, cancel,

or exchange specific tickets.
b. Selecting click here for options will open up the box you see in this screenshot, which

explains the three options.
c. Select the action you would like to take, and then it will show you what tickets are

eligible for that.



d.
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If they purchased a bundle, you can only take action on the full bundle —
meaning you cannot cancel or exchange individual tickets within a bundle.

If you scroll down under all the tickets within the order, you can select Add Tickets to
this Order if you need to account for an additional meal ticket or membership.
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Order Details

D 190492

Date. Apr 26, 2021 - 08:48 CDT

Customer Grace Whipple
awhipple@pheasantsforever.org

Payment STRIPE_ACCOUNT

Reference ch_1IkUnTBojGRaS5hwgvi2gJKYq

Status CHARGED

Refund Full Refuna

nge specific tickefs, please

Comments Accounting code: NATL
Total Amount ~ §1,032.92
Donation $0.00

Guest Info: Enter Guest Info /'

Per-Ticket Actions X

Refund, Cancel, or Exchange individual tickets fram this order. Any of these
actions wil revoke selected tickets, making them invalid for check.in at your
event, and making them available for purchase by a new buyer. Based on
order and ticket statuses, some of these options may not be available

Refund - wil refund the ticket price ta the buyer Not available for PayPal
transactions.

Cancel - wil revoke the ficket without refunding any money. This may be
used for tickets that were (or will be) refunded by other means - such as
PayPal or Offine sales. Canceled tickets will not be counted on the dashboard
Totals tab.

Exchange - may
involved. As w

e tickets 1o re:
s list) to replac
each

Action: v

Tickets Refund Summary w/ bar coc
Cancel

Exchange

close

s ]

OO T - 19202 0970

Fri, May 21, 2021 7:00 PM (CDT)
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Add Tickets to this Order




