Sales | Sales | Exchange - cancellations

Pre-requisite: at least one product sold.

Aim: understand how to cancel or exchange sales.

General overview

Here you can perform changes or cancellation of existing sales.
This screen can also be accessed directly from File Details, when selecting Resume>Cancel/Exchange selection (when one or few lines are selected first)
or Cancel/Exchange the file:

rues

File detail Full view M FRINT FILE| MRFPRINT w | % RESUME ¥ | #DETALS ¥ CONTACTS »
* Suspendedfiles ﬂ .

File list SUMMARY (BY CONTACT) Open se-dction

4 DOE, John / Public [ 10000000205] Open file
Attendance per performance +John / Public [ P
Seat map A . Open card for § seats - (1/5 Seat) - Subsc Retrieve file number
A Jewels - Fri 27/02/2026 02:00 pm )

Calendar Cancel/Exchange selection

- A - Subscribed contact - Season tid
Tickets @ fnaent - Bal 3 020108 Cancel/Exchange the file B

Ticket list HELTLNLEr = BEELT =32 " - Protocol -

A Jewels - Tue 24/02/2025 08:15 pm
[» B8 Cccasional contact - Full rate
4 Documents
[> Order 10000002914

Tickets on resale
Accounts
Pending account
Credit balance
Deposits
The majority of screen's sections, buttons and features work as for the Sales - Reservation screen. The main different you'll see is that the temporary cart

section (summary) is split in two: on top the content/tickets of the cart you're going to cancel, and below the new content/tickets you're going to issue as an
exchange, and/or to be paid. Here you find the sections with specific behaviors: click on their names below if you're looking for specif help.

1. Payment method summary 2. Add tickets / Refund charges options 4. Cart content to be cancelled
3. Composed product / Auto-Exchange 5. Cart content to be exchanged/paid

6. Refund / Payment methods and options

vr Exchange - cancellation File 10000001550
Q| = | | contact seareh RESERVATIONS ¥ q |ADD TICKETS ¥ Refund charges. I n DDELETEI ACTIONS ¥ I PREVIOUS FILE ¥
CONTACT % TYPEPRODUCTATEM (BY OPERATION) WOVDUAL  QTY  PRKE FEES  AMOUNT ToTAL
DOE, John [10000000205] 106 4 Fie 10000001550 512.00
4 [l open card for 6 seats - (118 Seat) - Subscribed contact - Season ticket holders. 000 100.00
4 Jewels - Fri 2710212026 02:00 pm 1 0.00
4 [ subscribed contact - Season ticket holders 1
@ o contingent - Balcon - 3 - 02010004641 - Single ticket - 14/02/2024 05:29 pm - Protocol - STX_GIP - STX_GP - printed DOE, John / Pu
po—— 4 Jewels - Tue 24102/2026 08:15 pm 4 41200
b [l Oceasional contact - Fullrate 4 10000 3.00
== «
C=2 immediate
Refunded subtotal 512.00€
Coacs DOE, John ADD
Address. Monsieur John DOE CHANGE COMPOSED PROBUCT | | AUTO-EXCHANGE I ADVANTAGES
Agathokieous 1
Acharnes =
13;&;5 LEPRES EXCHANGED (BY CONTACT) CONFIRMATION ~ QTY' PRICE FEES AMOUNT TOTAL
4 DOE, John / Public [10000000205] 85.00
4 La Traviata - Tue 10/02/2026 07-30 pm o= 1 85.00
emat EnER > [ subscrived contact - Season ticket holders. 1 sso0
Immediate printing ) o
Document shipping «
+200| RESET
DOCUMENT NAME « QT SHPMENT AcTl
Fie summary 1 Byhand -
Payment methods summary eI 85.00€
PAYMENT METHOD AMOUNT
Total € -427.00
cash s1200€
Requested by | the customer Reason Exchange Sale Pay everything
susPenD | [ canceL | [order 10000002916] Refund FENDIN

» [ 4200 orenari) 6§

Payment method summary


https://confluence.secutix.com/display/SSH/Sales+%7C+Sales+%7C+File+detail
https://confluence.secutix.com/display/SSH/Sales+%7C+Sales+%7C+Sales+-+Reservations
https://confluence.secutix.com/display/SSH/Sales+%7C+Sales+%7C+Sales+-+Reservations#Sales|Sales|SalesReservations-Cart
https://confluence.secutix.com/display/SSH/Sales+%7C+Sales+%7C+Sales+-+Reservations#Sales|Sales|SalesReservations-Cart
https://confluence.secutix.com/display/SSH/Sales+%7C+Sales+%7C+Sales+-+Reservations#Sales|Sales|SalesReservations-Cart

Here you just find some information about the payment methods used for the file/order containing the items your going to cancel / exchange.

Add tickets / Refund charges options

If you access this screen directly (so bypassing File Details) the temporary cart will be empty and you'll need to populate it with tickets/items.

ADD TICHKETS ™

Ticket list

Ticket interval

By clicking "Add tickets" (or "Ticket list") a new window will open, allowing you to type or scan your tickets with a desk optical reader. When finished just
click OK to put your items among the products to be cancelled

List of ticket numbers or barcodes

Ca)
' Ticket number or barcode 2MERT4ITTT19067639590106 ADD I
TICKET NUKMBER BARCODE SALES CHANNEL
02010004645 2158741777 19067639590_ .  Internal
b
Ei < >
g
CAMNCEL

By clicking "Ticket interval" instead you can indicate a group of consecutive tickets by indicating the first and the last ticket numbers. All tickets included in
the range will be added.

Interval of ticket numbers or barcodes

From (ticket number or barcode) to

(@ Tickets sold by SecuTix
(71 Tickets sold by third parties %

Channel External NT.

CANCEL OK

[] Refund charges e ) .
The checkbox controls the possibility to include/remove the charges from the refund (so from the top section of the cart).

Composed product / Auto-Exchange

According to product selection on the top section of the cart the Auto-Exchange button will be enabled.

For instance, if you have an event ticket this features will create the same item on the lower part of the screen with the same initial seat selection, tariffs,
contact as above.

By doing that you can now, for example, change the tariff without losing the selection of the seat during the whole process.


https://confluence.secutix.com/display/SSH/Sales+%7C+Sales+%7C+File+detail

ADD TICKETS ™ Refund charges O DELETE ACTIONE ™ PREVISUS FIL

Edit visit
TYPE/PRODUCT/TEM (BY OPERATION) INDIVIDUAL ary PRICE F

Enter promotional code
4 File 10000001550

Retumn of Goods
A lewels - Tue 24/02/2026 08:15 pm 1

Discount one tem
[ o-Fsional conset [Furare 1 10000 -

count
@ 1o contfoent 012010004642 - Single ticket - 14/02/2024 05:29 pm - Protocol - STX_GIP - STX_GIP - printed DOE, John { Pu Beeite i

Select Open product

Change the commission

Change file contacts
Refunded subtotal

Ticket holders

Modify contingent
COMPOSED PRODUCT

Lock reservation/option

EXCHANGED (BY CO NTAc* CONFIRMATION — QTY PRICE FE Unlock reservation/optio
4 DOE, John / Public [10080000208] S e
4 Jewels - Tue 24/02/2026 08:15 pm L) 1
Expand the whole file
4 [JB Occasional conts, 1 12.00 L T e e

’ No Duntir'lgantvl_h-q

Composed product will be enabled when you scan/select a ticket inside a season ticket and select its line.
It the season ticket rules allow it, once clicked you'll be able to change your selection, and the original ticket will be shown as greyed out - one line sold (1)
and one another currently under cancellation (-1)

@ coumor € PeAFORMANCE  STE

TYPEPRODUCTATEN (BY OPERATION) 41 DOE. Jonn Pk (100000002051 s [rpe— Ve 1822025 05 Thenre

4 Fie 10000001550 Les Userabies P S
4 [l Open card for 6 seats - (1/5 Seat) - Subscribed contact - Season ticket holders Las narine Uon 23022026 08... Thestre

Les liserabies Sun 0103202603 . Treatre.

[ [ Subscrived contact - Season ticket hoklers.

‘Carming Burana ‘Wed 10082025 0730 pm  Wed 10/0872025 0730 pm Sev... 0
e S
e e e
Les Miserables. ‘Wed 18022026 0500 pm  Sun 01032026 0300 pm  Sew... 1
Refunded subtofsl
S e ks scthn Stedice eIl S0 B s s, B
e e g
COMPOSED PRODUCT AUTO-EXCHANGE Swan Lake Fri200%2026 07:30 pm  Sun 29032026 01:30pm  Sev.. O = =il = o
L :
Current Les Mieratios Bl oo zezzozsose. (No v i

In case you come from File Details, you need to select the specific subscription tickets line(s) to be able to do so (otherwise the "composed product” button
won't enable):

Full view = PRINT FILE| M PRINT ¥ | 3 RESUME ¥ | #DETALS ¥ | ACONTACTS ¥ | #OTHER FUNCTIONS ¥
SUMMARY (BY COMTACT) Open selection
4 DOE, John / Public [10000000205] Open file
A [l Open card for 6 seats - (1/6 Seat) - Su Retrieve file number

4 Jewels - Sat 28/02/2026 02:00 pm

4 B subscribed contact - Seas
. Cancel/Exchange the file . )
.- Mo contingent - Balcon - 3 - 021 5:29 pm - Protocol - STX_GIP - STX_GIP - printed - Immediate

Cancel/Exchange selection

Cart content to be cancelled

The top part of the summary/temporary cart will include all the items you're going to cancel/refund.

The subtotal line of this section will show the amount that will be cancelled and refund as well as the order is closed. In case the lower section is populated
by new items of higher value though the final total amount may be positive (to be paid by the customer). See below.

The action menu will also have a specific feature to return goods.


https://confluence.secutix.com/display/SSH/Sales+%7C+Sales+%7C+File+detail

UCLCIC

ACTIONS ™

Edit wisit
Enter promotional code
Return of Goods

Discount one item @

Cart content to be exchanged/paid

The lower part of the summary cart will be automatically populated by items in case you use composed product or auto-exchange buttons as seen above

Moreover you can you use this part of the cart to add new products as you would in Sales - Reservation screen, by selecting the product families buttons

and proceeding with the selection.

The subtotal line of this section will show the amount that have to be paid as well as the order is closed. In case the upper section is populated by items of

higher value to be refunded though the final total amount may be negative (to be refund to the customer).

See the last paragraph here below.

Refund / Payment methods and options

According to the subtotal amount of upper and lower sections of the screen, the order final total can be negative/to be refunded (on the left below), or pos

itive/to be paid (on the right below):

TYPEIPRODUCTITEM (BY OPERATION) INDIVIDUAL ~ @TY  PRICE  FEES AMOUNT  TOTAL
4 File 10000001559 156,80
4 [l Family Package - (1 Package, 4 Seats) 156.80
4 Les Miseradles - Wed 1810212026 05:00 pm 4 156.80
> [l Occasional contact- Child 8.40
> [l Occasional contact- Full rate 2 7000
Refunded subtotal 156.80€
0DUCT | | AUTO-EXCHANGE OTHER PRODUCTS ADVANTAGES
EXCHANGED (BY CONTACT] WATION QTY  PRICE  FEES AMOUNT TOTAL
Anonymous 0.00
Soid subtotal 000€
Total € -156.80

TYPE/PRODUCTATEM (BY OPERATION) INDIVIDUAL ~ QTY  PRICE  FEES AMOUNT TOTAL
4 File 10000001559 156.80
4 [l Family Package - (1 Package, 4 Seats) 156.80
4 Les Miserables - Wed 1810212026 05:00 pm 156.80
> Il Occasional contact- Child 2 8.40
> [ Occasional contact- Full rate 2 7000
Refunded subtotal A156.80 €
COMPOSED PRODUCT | | AUTO-EXCHANGE OTHER PRODUCTS ¥ | | ADVANTAGES
EXCHANGED (BY CONTACT) CONFIRMATION ~ QTY  PRICE  FEES AMOUNT TOTAL
4 Anonymous 189.00
4 Carmina Burana - Wed 10/09/2025 07:30 pm [ 182.00
> ISl Oceasional contact - Full rate 3 6000 3004
Sold subtotal 189.00 €

Total € 32.20

Requested by and Reason selection will impact according to what respectively configured at Charges and Overhead level. The list of reasons can be

edited on List of values.

Reguested by [the customer Reason

the customer

the organisation

In case of refund, the available methods will be displayed according to what has been configured (for reimbursement) in payment methods and allowed for

the specific point of sales

Exchange
Cancel performance

Date repaort
Exchange
Penury
Strike

TV recording



https://confluence.secutix.com/display/SSH/Sales+%7C+Sales+%7C+Sales+-+Reservations
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https://confluence.secutix.com/display/HQ/Overheads
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(D Italian Certification | Specific behaviour

!. As required by the law, Italian clients using a certified S-360 license will always have to /!
print tickets before being able to cancel
select a tracked refund method (i.e. no cash) for tickets originally printed as electronic (print@home)
select the proper reason (from the given set) and according to the specific case
gather and store any cancelled thermal Event ticket or Season Ticket (to be then shipped to SECUTIX according to contract procedures)
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