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Free Night of Theater 2009 

Back-end Utilities

Overview of Instruction for Theatre Companies

For an individual theatre login, they should be provided with their contact email address and password and provided the following link:

http://www.freenightoftheater.net/admin/admin_login.cfm

Options:

Tools and Reports (8 options to choose from)

    
1. Theatre Profile

     
2. Productions/ Add New Show

     
3. Alter Tickets

     
4. Email Communications

     
5. Upload Graphic

     
6. Basic Res Report

     
7. Full Reservation Report

     
8. Log Out

1. Theater Profile
This utility allows you to submit basic information about your theater, such as name, address, phone number, and a brief description. Enter or change your information and hit the Make Changes to Profile at the bottom of the page to save your information.

2. Productions/ Add a New Show
This feature allows you to add a new production or update a production that already exists. You may have add more than one production.

To add a new show:

Click on Add a New Show under the Productions heading. Please fill out as much information as possible on the Add a New Show page. The first few fields as for basic information, such as production name and show date. 

# Tickets offered is the number of tickets you wish to make available for Free Night of Theater. 

The Is Public? Box allows you to specify whether you want visitors to freenightoftheater.net to be able to see your production immediately. If you do not check this box, all your production information will be saved but the public will not be able to see it online.

# of Tickets per reservation allows you to specify how many tickets an individual patron is allowed to reserve.

Email address for this show allows you to specify an email address that will be used as the “reply-to” email on reservation and confirmation emails.

To update information for an existing production, click on the production’s name under the Productions heading.

3. Alter tickets
This utility allows you to add tickets to the amount offered.  It will also show you the original number offered, and how many are left.  

Note:  If you put a negative number in the box, it will subtract from the number of available tickets.

4. Email Communications
This form allows you to send an email to all the patrons on your reservation list for a given production. Select a production from the dropdown menu, fill out the form, and hit Show Me the Email to preview and send your message.

5. Upload Graphic 

This feature allows you to upload one image for each of your productions. All images must be .jpg files and smaller than 60 KB. By default, the first image you upload will be used for every production, less you upload more images.

6. Basic Res Report
This allows you to see basic information – name, email address, and number of tickets reserved – for every person who has reserved tickets for a given production.

7. Full Reservation Report
This allows you to download a Microsoft Excel file with detailed information about every person who has reserved tickets for a given production.

8. Log out

