Account Manager Guide — Print a PDF of Your Tickets

1) Log into your online account manager by entering your email address or account number and
password.

Note: If you do not remember your password, click “Forgot Your Password” to reset your account
login.

2) After you have logged in, scroll down the section that reads “"Manage My Items”. This will show the
first three events that are currently on your account.*

XIf the event you wish to view is not one of the three visible on the main screen of your account
manager, simply click "manage this event” and then "manage more items” to access a dropdown menu
that will link to all upcoming events. For detailed instructions, please reference the Account Manager
Guide — View Your Upcoming Events.

3) After you have selected the event you wish to print, click the “Print-at-Home" button and then select
the seats you would like to print. See image below:

Select an action below to manage your seats.
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4) Next, click the “print” button at the top right corner of the screen. See image below:
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Select an action below to manage your seats.
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5) Next, a box will appear confirming the seats that you would like to print. If you are reprinting tickets,
please make sure to click the “Reprinting items” box. You also have the ability to adjust the exact
tickets you are printing here. See image below:

Below are your selected seats to print.

Review your selected seats below. Note: You may discard a seat by deselecting the checkbox.
Your previously printed or issued tickets will no longer be valid.

Reprinting items? Check this box if you wish to generate new barcodes for misplaced or
stolen items. Your previcusly printed or issued items will no lenger be valid.
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6) Next, click the “Continue to print” button.

7) A new screen will load. Here you will need to check the box agreeing to the terms of use before
clicking the “submit” button. See image below:
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#| | agree to the terms offuse. By using this Print service you agree that your personal information will be used and disclosed

as permitted by the MyDFAC Privacy Policy, which allows the DPFAC o send you event-related information and other
special offers. If yauMave any guestions please contact 819-680-2787.

Your tickets will then print from your personal printer. A confirmation email will be sent to the email
address listed on your account.



