
 

 

 
 
 

 

Show Report Guidance Sheet 
  



How it works 
 

• After each show or workshop, we need you to fill in a 

report to tell us important information about attendance, 

sales and feedback. 

 

• Once we have your show report, we can process the 

invoice and this keeps our accounts up to date. 

 

• We need your show report within 1 week of the event. 

 

• We don’t need you to report your ticket sales running 

up to the event, however if you are worried about 

attendance numbers, let us know 2 weeks in advance. 



Log in to the Promoters Area 
 

Go to the Highlights website and scroll down to the very bottom of the home page. Here you will find a link to the 

promoters area. Enter the password (contact info@highlightsnorth.co.uk if you need a reminder).  

mailto:info@highlightsnorth.co.uk


Find the show report 
 

In the Promoters Area of the website, click on Autumn Season 2023 and then choose Show Report Form or 

Workshop Report Form. 

 

 

 

 

 

 

 

 

 

 

  

The Workshop 

Report is very 

similar to the 

Show Report – it 

just has some 

different 

questions about 

feedback. 



Fill in the event details 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

When you select the 

performance, it will 

be labelled either A, 

B or C. This tells 

you which category 

the show is. If 

you’re filling out a 

Workshop Report, 

they are all 

Category W. 



Tell us about the ticket sales 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Firstly, input the 

number of each type of 

ticket sold where the 

money was received by 

you.  Input the ticket prices 

here. This automatically 

updates the ticket 

prices in the online 

ticket sales section 

below  

The form calculates 

the total ticket sales 

received by you.  



 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Now enter the 

number of tickets 

sold online. You can 

find these figures on 

your Ticketsource 

sales report. People 

can purchase tickets 

on Ticketsource right 

up until the show 

starts so make sure 

you have the final 

figures. 

The form will now have 

calculated the total online 

ticket sales, 

and the total box office 

takings. 

Depending on which 

category you selected 

above, the form now 

calculates how much 

your payment to 

Highlights will be. 

The online ticket sales 

figure is deducted 

because this comes 

straight to us from 

Ticketsource. 



 

 

 

 
 

 

 

 
 

 

 

 

 

 

 

 

 

 

Tell us how you are 

going to pay (bacs is 

preferable) and if you 

require an invoice. 

Then click 

Next to go to 

Page 2. 



Volunteers and Feedback 

Tell us the number of 

volunteers hours and 

how many volunteers 

were involved in the 

production. 
Tell us what you 

thought of the 

production and how the 

audience responded. 

This information is 

important to us so we 

can report back to our 

funders and secure 

more funding for future 

seasons. 

Finally, tell us your 

name and Email 

address and click 

Submit. You will receive 

a copy of the report and 

this is also the Email 

address we will use if 

you have requested an 

invoice. 


