
   

 

Click on TICKETS 

Thank you for using the El Greco to Velázquez Online Ordering Ticketing Tutorial 

GENERAL PUBLIC GUIDE 
We recommend that you read through this manual PRIOR to beginning your order. 

 

To begin, please visit nasher.duke.edu/elgreco 
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Select General Public Tickets.  

To become a Nasher Member and get Free tickets to El Greco to Velázquez, please call 919-660-1701! 
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• Click  
       “Add to Basket”  

**Please note: the website will time out and cancel your order after 15 minutes of idle time during ticket selection or 
checkout.  Please have your credit card handy to prevent time-out errors** 

****You will be re-directed to the Duke University Box Office ticketing website**** 
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• Click on the 

drop-down 
box . 

 
• Choose the 
 date you wish 
 to attend. 
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• Click “Order” 
next to the  

 appropriate 
 time you 
 would like 
 to purchase. 
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• Choose the number 
of tickets you wish to 
purchase at the  
appropriate price 
level  
(Gen. Admission, 
Duke Student, Duke 
Employee, etc).  

 
• Promo Code users 

must select the  
 General Admission 
 Price. 
 
• Click  

“Add to Basket” 
when you have  

 selected all the  
 tickets you wish to  
 purchase for  that 
 date and time. 
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• Your “cart” will  
appear, showing 
everything you 
have selected to 
order.Please  
double-check that 
the  Event Date, 
Event Time, Quan-
tity of Tickets, and 
Ticket Prices are 
correct.** 

 
• If you have a  

Promotion Code, 
enter it in the text 
Screen where it 
says “Enter single 
tickets promotion 
code:” and Click 
the ‘Submit’  
button. If your  
promotion code is 
valid, your General 
Admission  Price 
tickets will  change 
to reflect  your 
discount.** 

 
• If you would like to 

purchase more 
events, please  
select the 
“Continue  
Shopping” button 

Enter Promo code 

**Q:  What if my order still doesn’t show my discount?? 
  A:  If you expected a lower price than what shows on this screen, do not continue to Checkout. 
       Please double– check that your Ticket Type is correct.  All Promo Code users must first select the 
       ‘General Admission’ Priced Ticket before entering the Promotion Code. 
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• The “Continue Shopping” button will route you back to our homepage and you may 
select additional shows using the process outlined earlier for each event. 

� You may return to 
your “Shopping 
Cart” at any time 
by selecting  
“view  cart”  

 at the top of any 
 page 



 9 

 

� Once you have com-
pleted your selection 
and are ready to 
complete your order, 
please select the 

  “Proceed to 
 Checkout”     
 button 
 
 
 
 
 
NOTICE: 
The Total reflects the 
amount your credit card 
will be charged.   
 
If this amount does not 
appear correct, please  
do not proceed to 
Checkout.  Please  call 
the University Box Office 
at 660-1701 
for assistance. 
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� You will be directed to the ‘Account Log-In’ page 
� If you already have 

an account with the 
Duke University Box 
Office, please enter 
the email address  

 associated with your 
 account and your  
 Password.   
 
• Click  “Log In”. 
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• If you are a new user 
and do not have  an  
account, select 
“New User,” to create 
a new account and 
complete your order. 

 
 
• If you have forgotten 

your password select 
“Forgot Password.” 
Then, enter your email 
address and your 
password will be sent 
to your email address 
from  
tickets@duke.edu.  
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� Fill out all areas 
with an asterisk 
(*) and double- 
check your 

      information to
 make sure it is 
 correct. 

 
� Click CREATE 

ACCOUNT  

 

 To Create a new account: 
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� In a few minutes, you will receive an email from 
           tickets@duke.edu  with the subject line: Duke Universitynew user login confirmation .  

- This will give you your login name (email address) and password.  
 
� The system will generate a random and secure password. 

 

 

 

 

 

Check your e-mail for Account Login Information 
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� If you would like to 
change your password, 
sign in with the informa-
tion from the confirma-
tion email, go to ‘my ac-
count’ and click on 
“Change Password” 

 
• A pop-up  window will 

appear. Type in new 
password twice and 
click “OK” 

 
� Click “Save all 

changes” above the 
Change Password link 
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 Select  
 ALL EVENTS 
 once you have  
 made all  
 necessary 
 changes.   
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� On the right side 

of the page  your  
“PERSONAL 
BASKET” shows 
a summary of 
your order. 

 
 
 
� If you are ready to 

pay for your  
tickets click 
“CHECK OUT” 
and you will be 
directed to the 
payment screen. 
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� Here you can select 

if you would like your 
tickets held in Will 
Call for you to pick 
up or if you would 
like them mailed to 
you . Tickets can be 
mailed only if event 
is more than 10 days 
away.   

 
� If you have picked a 

Student or Em-
ployee rate, your 
tickets will be held in 
Will Call for ID verifi-
cation.  Student and 
Employee tickets will 
not be mailed. 

 
� Type in your Credit 

Card number and 
expiration date 
 
Note:  Your Billing 
Zip Code must 
match the zip code 
on file with your 
credit card company 

 
 

� Click “Submit”.   
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� Once the credit 

card payment is au-
thorized you will 
see a  confirmation     
page appear.  

 
� Print this out for 

your records. 

Q: Instead of this confirmation 
screen, I got popped back 
to the main box office page.  
What happened?? 

 
A:  If left idle too long, your order 

may have timed out. 
 
First, please check your  
e-mail account for a  
confirmation.   
 
If you do not see an e-mail 
from tickets@duke.edu, 
please click the ’view cart’ link 
at the top of the page or call 
the box office at  
919-660-1701 for assistance. 
DO NOT RE-SUBMIT YOUR 
ORDER! (See page 20) 
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�  Successful orders will 
 automatically  
 generate a Confirmation 

  e-mail within a few  
  minutes of order  
  completion. 

 
 
� *If you do not see the 

email in your inbox 
please check your 
blocked emails. 
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� If you do not receive 
the confirmation 
email, click on “My 
Account” (you may 
have to sign back in) 
and all your con-
firmed orders will  

 appear under 
 “Account  
 History”.  
 

� If the event is listed 
on this screen, then 
the order processed. 

 
 If the event is not listed, 
 please call the  
 Duke University  
 Box Office at  
 919-660-1701 for  
 assistance.  
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Thank you for using  
Online Ordering Ticket Tutorial! 

 
Please remember, the Duke University Box Office  

will be open  
Monday—Friday 

10am—5pm  
 

Please call us at 660-1701 if you have any questions or difficulties.  
 


