OOOOOOOO

PRODUCTS
USER GUIDE

H

HOMETOWN




— ]E[HOMETOWN

PRODUCT CATALOGS

To create and configure a catalog of products within the VBO to be sold through Point of Sale (HT Gate App) & Settings -

All Settings

1)  Settings — All Settings — Products (You must have School Administrator permissions or higher) :ser:cc:unts
Sales & Payment Processor

Embed Code Generator

Manage Products
And Catalogs Refund Request

2) Begin by selecting Add a Catalog -

Here you can manage all of your catalogs, as well as the products contained in each.

Add a Catalog

3) Enter a Catalog Name and begin adding items to
sell by selecting Add a New Product Catalog #1 @

Catalog Name Outdoor Concessions

Click & hold the dots icon at the top of each catalog to reorder multiple DESEripio
catalogs through ‘drag and drop

Use the Trash Bin icon on the top right to delete an entire Catalog. Once a
sale has occurred, you can no longer delete the catalog. Add a New Product

Cancel Save Changes

Use the toggle next to the catalog number to deactivate the catalog.
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Products can be reordered through ‘drag and
drop’ using the dots icon to the left of the product.

To delete a product, use the Trash bin icon to the
right of the product. Once a sale has occurred,
you can no longer delete the product.

Use the toggle to the right of the product to
deactivate the item.

Deactivate individual products if they are sold out
or no longer offered.

PRODUCT CATALOGS

Catalog #1 @

Catalog Name  Outdoor Concessions

Description

Price: $1.50

Name: Pizza Description: .

Price: $2.00 g 2 @

Add a New Product

Name: Hot Dog Description: 4 ‘

Cancel Save Changes
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PRODUCT CATALOGS

Associate Product Catalogs with an individual event in order to sell those products within the Gate App at the event.
4)  From the Event Details page under Advanced Event Options — Product Catalogs and click Edit

5)  Check the box next to the catalog you want to sell during that event and click Submit

Advanced Event Options

Event Codes i Capacity Manager

Edit Event Catalogs
event HomeTown vs Opponent

Cus m Fee Structure i Custom Event Terms

Select product catalogs for this event

Outdoor Concessions

m Fields

Print Ready Tickets Product Catalogs

Donations
Aocek Denations for st
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SELL PRODUCTS: IN THE GATE APP

Log in to the HomeTown Gate App with the appropriate user account info and select the event with the associated catalog.

Once the event is selected, the user will have the option to Sell Products

< Event List Event Menu

STARTS ENDS

HomeTown vs Opponent

Where will you be working for this event?

o
"
Lk

Scan Tickets

Sell Tickets

[
a

Sell Products

Football Concessions

Sell Products R

N

&

Order Total

Product Name

Soda : $0.75
Coke, Sprite, Cherry Coke

Tacos : $1
Beef, Chicken, Steak, Veggie

Hot Dog : $2 ::M

Taxes
Order Total

Bag of Chips : $0.5 —

$0.00
$0.00
$0.00
$0.00

Plain, BBQ, Sour Cream & Onion CaSh

Card

Once the Sell Products option
is selected, the Catalog of
products will appear on the
next screen.

This process mirrors the
process of selling Event
Tickets

You can use the - or + buttons
to select the amount of
products to be included in a
transaction
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Select the Qty of Products and go through the normal Buy Flow Process

{ Back

Sell Products

Football Concessions

Qty

Product Name

Soda : $0.75
Coke, Sprite, Cherry Coke

Tacos : $1
Beef, Chicken, Steak, Veggie

Hot Dog : $2

Bag of Chips : $0.5

Plain, BBQ, Sour Cream & Onion

SELL PRODUCTS: IN THE GATE APP

NI N
Order Total X
1x Soda $0.75
1x Tacos $1.00
Subtotal (2 products) $1.75
Fees $0.00
Taxes $0.00
Order Total $1.75

Cash Card

Football Concessions

Product Name

Soda : $0.75
Coke, Sprite, Cherry Coke

Tacos : $1
Beef, Chicken, Steak, Veggie

Hot Dog : $2

Bag of Chips : $0.5

Plain, BBQ, Sour Cream & Onion

Candy Bar : $0.75

Snickers, Twix, Hershey

Order Total

$1.00

$20.00

CLEAR

Subtotal

Fees

$5.00

$50.00

X

$0.00

$10.00

$1.75

KEYPAD

$1.75
$0.00
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SELL PRODUCTS: IN THE GATE APP

Upon completion of the products order, the user is able to email a receipt to the purchaser.

/

AN
Pro Tip

HOMETOWN

{ Back Sell Products R & & Download the HomeTown Fan App! If you need to view

Now you can easily buy and store your digital tickets to events on your mobile any previous orders’
device with the HomeTown Fan App, available for both iOS and Android devices.
use the Gear Icon

ot order
t .
il ks History.

Order #11463 Complete!

Below is your order receipt.
Order Summary Purchaser: Box Office Order
Order #: 11463 04/15/2024 2:36:25 PM EDT
Quantity Price

. . 1 $0.75

Email Receipt 1 $1.00
Done Payment Method: Cash Total: $1.75

Transaction ID:

If you have questions about this order or event, please contact the event
manager:

Athletics
support.hometownticketing.com
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PRODUCTS: REPORTING

Product orders will be included in the Order List in the Box Office among ticket orders. You can choose to show or hide product
orders from the Order List.

Product orders will also display in the Reporting Center under the Orders List report. Use the toggle at the top of the Orders List
report to include or exclude product orders.

You can also run and download a POS User Report: Event Details — Event Reports — POS User Report — Run Report

POS User Report Generated
REPORTS 01/22/2024 16:39:39 EST

Event Reports Event I
Event Start 2023/12/08 16:30:00 POS Sales Start 2020/01/01 16:39:00
Event End 2023/12/08 21:45:00 POS Sales End 2024/01/22 16:39:00
O Event Audit - includes all active transactions
O Detailed Financial Audit - includes all event transactions

O Event Summary only
Ticket Sales Ticket Level Cash QTY Cash Amount ccary CC Amount Grand Total Total QTY

® POS User Report
Gate Purchase 72 720.00 0 $0.00
(Cash option)
/17/ 8:0 /
Start Date  04/17/2024 8:00 AM General 0 0.00 44 $352.00
Admission
Total 72 44 $352.00

End Date 04/17/2024 11:30 PM
$1072.00

Total Overall Sales $1072.00

Run Report




