
HOW TO RESEND TICKETS
Digital tickets and passes can be resent to the ticket holder by email or through text message within the 
Virtual Box Office. 

Resending Tickets or Passes: 

1) Navigate to the event the tickets passes were acquired from 

2) Select Order List within the Box Office Tools 

3) Select Order Details for the associated order you wish to resend

4) Below the order details, you will select Re-send receipt email or Send tickets by text. The tickets will be 
sent to the email address or phone number provided in the order details. The email address and phone 
number can be updated by selecting Edit in the highlighted area if needed, prior to sending tickets.

Pro Tip: If you know the Order Number, you can quickly search and find that order by selecting the Reports tab at the top and 
choosing Order List, then type the Order Number in the search bar. 
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