
EXCHANGES: SINGLE GAME TICKETS & PASSES
Ticket Exchanges can be used as a corrective measure.  For Single Tickets and Season Passes, there is no direct route for an exchange, but 
the same result can be achieved by voiding the tickets in the original order and then comping the tickets in a new order.  This preserves 
the revenue received from the fan in the original event and allows a new ticket to be issued at no additional charge.

Here are a few examples of when to exchange tickets:

● If a fan purchases the wrong event

● If a fan needs to change seats

● Customer Service: Gives flexibility to accommodate fans with extenuating circumstances



EXCHANGING A TICKET: GENERAL ADMISSION
1) Find and select the event with the original ticket purchase
2) Select Order List
3) Locate the order you would like the xchange and click Order Details
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EXCHANGING A TICKET: GENERAL ADMISSION
4) Void the Original Ticket(s)

○ If all of the tickets in the order need to be 
exchanged, click Void Entire Order

○ If specific tickets within the order need to be 
exchanged, click Void Ticket for reach ticket 
to be exchanged

5) Return to the Dashboard and select the new event in 
which to exchange the ticket(s)

6) From the Event Details page, select Create Order
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EXCHANGING A TICKET: GENERAL ADMISSION
7) Enter the Contact Information for the purchaser

8) Select Comp Box Office as payment method

9) Select the number of tickets
○ Note: If you are exchanging a Season Pass, 

you will be prompted to enter Guest Details 
for each ticket

10) Submit order by clicking Create Order & Tickets

8

10

Pro-Tip
Add a note to the Internal message/notes field as a 
reminder that the order is an exchange.



EXCHANGING A TICKET: RESERVED SEAT
1) To exchange a ticket on a Reserved seating event, 

follow the steps on Slides 2-3 and then return to the 
original event.

2) From the Event Details page, select Create Order

3) Enter the Contact Information for the purchaser

4) Select Comp Box Office as payment method
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EXCHANGING A TICKET: RESERVED SEAT
5) Select the new seats on the seat map

○ Note: If you are exchanging a season pass, 
you will be prompted to enter Guest Details 
for each ticket

6) Submit order by clicking Create Order & Tickets
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