
Ticket Allocation Feature 

How to allocate your tickets 
 

• Log in to the Box Office online. 
• Select My Orders. 

 
 
 
• Select Allocate. 

 
 
• Enter the recipient’s name and email address, select the tickets you wish to allocate using the tick boxes, and 

then select Save. 

 
 
 
• The recipient will receive an email with instructions for downloading their allocated ticket. 
• Allocated recipients will be displayed in a list. 

 

 

Tip: Make sure the recipient’s name and email address are entered correctly before saving. 


