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Account Manager: Exchange Package Tickets 

From Account Manager, under the My Invoice section, locate the correct Order and Click Exchange. 

 

1. Select the Package Tickets to exchange. 
2. Click Continue. 

 

1. Review the Tickets you’ve selected to exchange.  
2. Click green Get Tickets button on the package you wish to select (same or different).   
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1. Click to View Seating Chart (only if you need to see the chart). 
2. All performances within the Package display. 
3. Choose your Seat Selection Method (Seating Chart is recommended, not shown here). 
4. Choose the Section to exchange to (not visible on Seating Chart method). 
5. Select the Number of Tickets by Price Code (not visible on Seating Chart method). 
6. Click Add Tickets. 
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Shopping Cart 

1. Package Name. 
2. Venue. 
3. Seat: New Package Ticket information. 
4. Price: Package Ticket Price. 
5. Subtotal: Package Ticket Subtotal. 
6. Click to Remove any one ticket. 
7. Click to Clear Shopping Cart. 
8. Cart Summary: Total 
9. Click to Exchange. 

 

Ticket Exchange Confirmation 

1. Order Number. 
2. New Tickets. 
3. Voided Tickets.  
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If you click the Order ID: 

1. Details for Order display. 
2. Click to Request Change. 
3. Click to Exchange. 
4. Original Tickets Voided. 
5. New Tickets in Reserve Status. 

 
 


