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Bookings  

Registering  

All users must register by filling out the form on the screen below  

(the fields with a red star are mandatory):  

 

You must accept the terms & conditions in order to register. If you have any issue with the 

terms and conditions please contact Sally-Anne Rogers. 

 

The following screen should then appear asking you to login using the details provided:  

 

After you login, you will be taken to your profile page 
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Logout 

To Logout simply click the Logout menu option on the left side 

 

 

 

 

 

 

Login  

Returning users may login by clicking from the homepage to the events calendar, when you 

come to book an event you will be prompted to login.  Simply fill in the login box, it should look 

like this: 

 

Remember username 

and password are  

case-sensitive; make 

sure CAPS lock isn’t on! 



Darcy Developments                                                        MGS Box Office                                                                   Page 5 

 

 

 

You will then need to specify whether it is your username or password you have forgotten: 

 

 

 

If you lost your username, please enter your E-mail Address, then click the Send Username 

button, and your username will be sent to your email address. 

 
 

If you lost your password but know your username, please enter your Username and your E-mail 

Address, press the Send Password button, and you will receive a new password shortly. Use this 

new password to access the site. 

 

If you forgot both your username and your password, please recover the username first, then 

the password. To recover your username, please enter your E-mail Address, leaving Username 

field empty, then click the Send Username button and your username will be sent to your email 

address. From there you can use this same form to recover your password. 

 

 

 

 

Forgot Login  

Should you forget your username or password, simply click the Forgot login link on the login page to 

retrieve it.  
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Booking an Open Seating Event – NO seat numbers allocated prior to event 

When you book Events, you will need to login by clicking the   button. 

This will take you to the Login Page where you can either login or register. 

 

 

 

 

Once logged in, you can click on any event in the calendar and book your ticket. When you click on 

a ticketed event, you will be taken to that events landing page and a form should appear like the 

one below:  

 

 

To add a new guest, simply click the  button and rename that guest in the text box 

next to Full Name. As you can see below, adding another guest automatically makes another tab 

(TABS are highlighted with pink boxes below) – by clicking this tab you can view your guest’s ticket 

information. The guest on the example below has been added as a Concession Ticket. Please be 

aware that you may be required to show proof of age, etc, on the door if you book a concessionary 

ticket. 

  

Here the 

Adam Darcy 

tab is Ticket 

One and the 

Joshua 

D’arcy tab is 

Ticket Two. 
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Booking a Seat Numbered Event – seat numbers ARE allocated prior to event 

This is a very similar process except you should click the  button (always shown on the 

very first tab of your tickets) to add or remove your seats. 

 

This will open the seating plan window: 
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Now simply click on the seats you wish to book, but remember: 

Dark blue seats = Seat Available to book 

Red seats = Seat Reserved by other customers 

Light Blue seats = Represents the Standard Seat you have selected 

Orange seats = If you double click on a seat it should turn orange, this means you are booking a 

Concessionary Seat – don’t forget you may be asked to provide proof of age 

Green seats = Special Access seats only available to book by the Event Manager 

Once you have made your selection you need to click this should then take 

you back to the landing page of the event and the tickets you just selected should have appeared; as 

you can see in the image below 

.  

You can now rename your tickets by clicking on each tab and writing in the text box next to Name: 

 

Once you have named your tickets as you would like them to appear simply click  

 

If you are booking a paid event you should then be directed to the payment screen. 
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As guests are added and removed, the total owing is calculated as shown below:  

 

If you add guests after paying for your booking and there is a difference between the Total Expenses and 

Balance Owing, this is because you have paid via Paypal then returned to add another guest. The Total 

Expenses would be for the entire booking, whereas the Balance Owing would only be for the additional 

guests – you will have already paid for the other tickets in this scenario.  

Please remember there are NO REFUNDS on tickets booked with the MGS Box Office.  

When you are ready to pay for your tickets click on the button. 

Paying for an Event  

Clicking the Book button above will take you to the screen below:  
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When you click the Proceed button you will see the Paypal screen below:  

 

 

Here, you can either pay with your credit/debit card or you can enter your username and 

password to pay via Paypal. Either way you will see the following confirmation screen:  
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Once you have completed your payment (by clicking the Pay Now button) you will see your confirmation 

as shown below and can then return to the MGS site by clicking the yellow button shown below:  

 

The final screen you will see is as follows:  

 

Printing Tickets  

You can print your tickets straight away after booking by clicking the Click Here link on the confirmation 

screen above.  

Alternatively, you can find it in the menu under My Account – My Tickets as shown below:  
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REMEMBER: If you are booking a paid event you will not be able to print your tickets until you have 

paid. To make a payment later, you can login and click on the event in the online calendar for the 

event you have already ordered tickets to attend. Your tabs representing the tickets should still be 

there and you can click the Update Booking button again to continue to the pay screen. 

Your tickets will be shown as follows:  

 

You can then click on either of the Print Tickets icons (highlighted above) to view your ticket like this:  

 

 

Click the  button that should appear in the top left corner of the ticket window  

Alternatively you can print tickets directly from the event page by finding and clicking the button below: 
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We hope you found this User Guide useful 

 

If this has not solved your problem please contact  

Julie Wright on Ext 241 

 

 

Many thanks! 

 

 


