DAILY OPERATIONSFOR TICKETPRO SYSTEMS

Version 12

AT CONCESSION STAND:
Turn onthe concession terminalsand attached printers.

AT THE BOX OFFICE:
Turnonall terminalsand printers. Ensurethat thereisadequateti cket stock for theanti cipated business.

IN THE OFFICE:
Turn on monitor and printer switch.

The screen should be displaying

Please Login:

type start and press enter.

Thiswill start theticketing and concession system and placeyouinaTicketPro security screen.

type your user id and press enter.
typeyour password and pressenter.

Thiswill placeyou in the Ticketing Operations Menu.

Uponinitial startup of thesystem, |f theautomatic End of Day Clearancewasnot carried out, awarning screen
will bedisplayed and it must becarried out immediately. You will then be placed in the End Of Day
Clearancesection. Makesurethat thedateisfor thepreviousdate. Upon completion, pressF4toreturntothe
Operations menu.

Ticket Sellersmay now login and ticket selling can begin.

Select " Concessions”

Select " Concession Management”
Select "Open Concession Stands'

Press A to open all standsor Sto open some stands.

Asstandsare opened, messagesrel ating to each stand will bedisplayed at the bottom of the screen.
Onceall standsare opened, you will bereturned to the concession menu.

CONCESSION SELLERSMAY NOW LOGIN.

PressF4 toreturnto the Operationsmenu. The Theater isnow open for business.



END OF DAY OPERATIONS

Loginasstart. Thiswill placeyouintheTicketProsecurity screen. Typeinyour user id and password, pressing
enter after each.

Makesurethat all ticketshave been voided prior tothecashier logging off of their terminal.

From the OperationsMenu, select "6-Reports”

From the reports menu select " 1- Weather Information Entry.

Pressenter to select thedatedisplayed. Typeintheweather for the afternoon and pressenter
Typeinthewesther for the evening and pressenter whichwill return you to thereportsmenu.

Press F4 to return to the Operations Menu.

Select” G - Concessions', then select " 4 - Concession Management”.
If nightly physical inventory countsare being done:

Havethe concession staff input the counts on the concession padsand logout.
No salesmay be made after aphysical count isentered.
Select "8 - Inventory Report”
Pressenter to select the start and finish dates.
Pressenter to confirm that thereport isfor All departments.
Pressenter to view the report on the screen.
If thecountsareexactly correct thevalue 0 should bedisplayed inthevariance column.
Thiscolumnisthevariance between the physical countsand the computer
soldfigures. If any variancesareextreme, thedepartmentsshoul d berecounted.
Oncemanagement issatisfied that the countsarecorrect, thisreport should be
printed.

Select” 2- CloseConcession Stands' and pressA for all stands. A messagewill bedisplayed at thebottom of
thescreenaseach standisdisabled. Onceall standsaredisabled youwill bereturned to the concession menu.

Select "5 - Daily Stand Report " and press enter to select A for all
Press"P" to print the report.

Select "6 - End of Day Clearance” Thesystemwill thenask youif youwishto continue. Press"Y" and press
enter. Pressenter to confirmthedate. Thesystemwill then display messagesasit closesthebusinessday. This

procedure canonly berunoncefor each day of trading. When completed youwill bereturnedto the Concession
Management Menu.

Select" 7- Consolidated SalesReport" and pressenter to confirmthestarting dateand pressenter to confirm
thefinish date. Press"P" to print thereport.

Press F4 twiceto return to the Operations Menu.

ThisCompletesConcessions.



Select " 6 - Reports™

Select” 5- Daily Transaction Entry" Pressenter to confirmthedatedisplayed and pressenter. Thesystemwill
then openawindow displaying varioussal esitems, Enter datafor eachitemusingthenumber keysandthe
decimal if necessary. Pressing enter proceedstothenextitem. Uponcompletionof al itemsyouarereturnedto
thedateentry screen. Any errorsmadeduring theoriginal entry can becorrected by going back throughthe
items. Pressing F4 returnsyou to the reports menu.

Selecting” 6- Daily Trading Statement” Confirmthedateand and send thereport tothescreen. Pressingthe
spacebar movesyou through thereport. Notethe Expected Deposit

STOPHEREUNTIL ALL CASH ISCOUNTED AND
MATCHESTHECOMPUTEREXPECTEDDEPOSIT.

Oncetheactual cash and computer expected deposit match, run the daily trading statement again and print the
report.

PressF4 to return to the Operations Menu.
PressF4tologout of the system, Confirm that you want to quit by pressing"Y"
Y ou will then be returned to the Please L ogin: screen

WhenthePleaseL ogin: screenreturns, turnthemonitor and printer switcheslocated under themonitor off. The
computer isleft running. Ontheway out, check to make surethat the concessionterminal sandticket terminal
monitor have been turned off.

FRIDAY

Onceafilmhasfinished playing it must be archived through the system.

From the reports menu, select Film Summary Report.

Select Final report.

ALWAY Sselect Specific films.

Usingthearrow keys, highlight thefilmtitle. If thefilm hasfinishedit’ splay, pressingenter will changethe
selectionfromN to Y. Onceall filmshave been selecteq,

Press C to continue.

Thisreport must be printed.
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