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Introduction 
This document is intended to summarize and describe the regularly available courses at Gateway Ticketing 
Systems (GTS). This includes courses offered periodically at the GTS corporate headquarters, via live 
webinar, or through an arranged on-site visit.  

Custom training conducted on-site is available through the Implementation Services department and can be 
arranged by contacting your inside sales representative. 
Courses are divided into three major groups: fundamental courses, advanced courses, and focused training.  

·  Fundamental courses equip the learner with the basic concepts and skills necessary to effectively 
use the Galaxy system.  

·  Advanced classes delve deeply into their designated subjects, oftentimes including information and 
discussion on best practices and trouble shooting. 

·  Focused training sessions are brief, targeting specific features, abilities, or concepts. These courses 
are typically offered online in the form of a webinar or online tutorial. 

If you are interested in attending any of the training offerings listed here or arranging a custom on-site 
training session, please contact your inside sales representative at 1-800-487-8587 or 
gtssales@gatewayticketing.com. 
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Why Train with Gateway Ticketing Systems? 
At Gateway Ticketing Systems, we recognize the value of knowledge. The more you know about our 
solutions, the more successful you will be using Galaxy. To help our customers maximize their Galaxy 
experiences, we offer a range of courses designed for all skill levels. From System Administrator Essentials 
to our advanced level training, there's a course for you. 

 

With training from Gateway Ticketing Systems, you can: 
·  Invest in Your Business by Investing in Your Employ ees 

Having knowledgeable employees translates directly into the long-term success of your business.  

·  Help Your Employees Expand Their Knowledge 
You invested in the right tool, now train your employees to use it properly. With training you can 
reduce errors, minimize inconsistent data, reduce lost data, increase efficiency, and increase 
profitability. 

·  Maximize Effectiveness and Efficiency 
See what it takes to unlock the full power of the world’s leading revenue management and admission 
control solution. Leverage unused features to streamline processes, expand your customer offerings, 
and grow your business. 

·  Learn how Galaxy can Help Your Business 
Did you know that with Galaxy you can: 

·  Track and manage your resources such as projectors and even people? 

·  Automatically find the resources that best match event requirements? 

·  Automatically enforce chaperone policies? 

·  Create events to fit customer need...on demand? 

·  Create customized reports to satisfy all of your business needs? 

·  Boost sales with both pre-defined combo and benefits packages? 

·  Learn in a State-of-the-Art Training Facility  
Our training environment allows you to learn and experiment with the system outside of the pressures 
of your work environment. Meeting and working with your classmates also gives you insight into 
business practices and developments in other related industries. In addition, attending class at 
Gateway's headquarters gives you the opportunity to meet the staff behind the software, including 
engineers, quality assurance technicians, account representatives and project managers. 

 

“I have learned many techniques and applications that will allow me to save time and become more 
efficient in my job. The training has given me a new found confidence in my abilities as I have learned so 
much more about the program I work with every day.” 

- Karen Leger, Group Sales Coordinator, West Edmonton Mall 
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Fundamental Courses 
Courses designated as “Galaxy Fundamentals” level are designed to require little or no knowledge of the 
Galaxy system. These courses are designed for users with a limited or outdated Galaxy skill set, and will 
equip them with the fundamental concepts and practices with which to build their knowledge of the Galaxy 
solution. 

System Administrator Essentials 
Course Code: GB11001 
Venue: Gateway Corporate Headquarters 
Duration: 4.5 days 
Tuition: $1,725 
Prerequisites: None 
Frequency: Monthly 

Course Description: 

System Administrator Essentials is the bedrock course in your Galaxy education. In this course you will 
learn the capabilities, features, basic configurations, usage, best practices, and reporting features of the most 
popular modules of the Galaxy System. You will also have the opportunity to meet Gateway personnel and 
tour our facility, as well as network with fellow Galaxy users. This class is meant for anyone new to Galaxy, 
considering upgrading, or looking to brush up on their skills. SAE trainees come from a wide variety of 
backgrounds and specialties including operations, finance, IT and marketing.  

Target Audience:  

·  New Customers 
·  System Administrators 
·  Finance Managers 
·  Operations Managers 
·  Marketing Managers 

Course Outline: 
1. Overview of the Galaxy Solution 
2. Selling in Galaxy 
3. Basic Configuration 

·  Chart of Accounts 
·  Taxes and Payments 
·  Building Galaxy Menus 

4. Basic Ticket and Receipt Design 
5. Galaxy Promotion and Marketing Tools 
6. User Management and Security 
7. Galaxy Cash Control Configuration 
8. Galaxy Financial Reporting Overview 
9. Information Flow in Galaxy 

·  Change Command File 
·  DBSynch 
·  Concentrator 

10. Overview of Galaxy Admission Control 
·  Defining a Barcode & Usage Rules 
·  Attaching Calendars to Tickets 
·  Admission Control Reports 

11. Order Entry 
·  Categorizing Customers 
·  Restricting Available Tickets and Items 
·  Offering Group Rates 
·  Back Office Procedures 

12. Resource Management 
·  Configuring Resources and Events 
·  Automatically Generating Events 
·  Event Reporting 

13. Introduction to Photo Pass 
·  Pass Layout and Configuration 
·  Selling and Printing Passes 
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Galaxy Data Structure 
Course Code: GB11050 
Venue: Gateway Corporate Headquarters 
Duration: 1.5 days 
Tuition: $1,595 
Prerequisites: Basic knowledge of ticketing and/or the Galaxy system 
Frequency: Quarterly 

Course Description: 

The Galaxy Data Structure Training is a course designed to help the relational database novice become more 
proficient. This course will explore the Galaxy Database Dictionary, how to write basic SQL queries, and 
extracting data from the database into a spreadsheet. 

NOTE: This course is not a Certified Microsoft Training seminar. Attendees will not qualify for SQL 
certification as a result of this course. 

Target Audience: 

·  SQL Newcomers 
·  System Administrators 
·  Operations Managers 
·  Finance Managers 
·  Group Sales Managers 

Course Outline: 
1. Introduction to Relational Databases 

·  What is SQL 
·  The Parts of a Relational Database 
·  Data Types 

2. Introduction to the Gateway Database Dictionary 
·  What is the Gateway Database Dictionary 
·  How to locate the Database Dictionary 
·  Navigating the Database Dictionary 
·  Entity Relationship Diagrams 
·  Commonly used table definitions 

3. Introduction to SQL 
·  Microsoft’s Query Analyzer 
·  Basic SQL Query Structure 
·  Extracting data from multiple tables 
·  Combining, ordering, and aggregating data 
·  Microsoft SQL Query Designer 

4. Creating a report in Excel 
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Advanced Courses 
Advanced Galaxy training is intended for experienced users, or those that have been through the System 
Administrator Essentials course. Advanced level courses assume knowledge of the basic concepts of Galaxy 
as well as the ability to navigate the system and perform basic tasks such as ticket creation. 

Advanced courses are designed to provide the trainee with the knowledge they require to take advantage of 
the full functionality of the subject matter. Typical discussions in advance courses include best practices, 
troubleshooting, and feature configuration and use. 

NOTE: Students who have not completed the System Administrator Essentials training or do not have the 
prerequisite knowledge may have difficulty following the course material. The training staff will make 
reasonable accommodations to assist; however, they will not delay or dilute the course for other trainees to 
accommodate those who have enrolled without meeting the course requirements.  
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eGalaxy Web Store 
Course Code: GA13501 
Venue: Gateway Corporate Headquarters 
Duration: 2.5 days 
Tuition: $1,995 
Prerequisites: System Administrator Essentials 
Frequency: Quarterly 

Course Description: 

The eGalaxy Web Store course is designed for those who are new to the eGalaxy Web Store, planning to 
upgrade to the latest version of the eGalaxy Web Store, or seek increased proficiency.  

This course explores the basic concepts of the eGalaxy Web Store, how to configure your Galaxy data to 
best use the Web store, how to build and maintain your Web store and basic Web store troubleshooting. 

Target Audience: 

·  System Administrators 
·  Web Administrators 

Course Outline: 
1. Introduction to eGalaxy Web Store 

·  eGalaxy Web Store overview 
·  System Requirements 
·  Transaction Flow 

2. Galaxy Configurations 
·  Preparing the forms of payment 
·  Preparing items for sale on the web 
·  Network Configuration 
·  Reporting Agencies 

3. Order Entry Configurations 
·  Delivery methods and shipping fees 
·  Limiting payment options 
·  Web customer and web sales program 

configuration 

4. Sales Channel Configuration 
·  Configuring PrintAtHome tickets 
·  Building and maintaining the sales 

channel 
·  Configuring Web store promotions 

5. eGalaxy Administrative Tools 
·  Online Administration Utility 
·  eGalaxy Service Manager 
·  Message Sender Configuration 
·  eGalaxy Server configuration overview 

* 
·  Web Order Processor configuration 

overview* 
·  eGalaxy troubleshooting 

 
 

*This course provides an overview of the eGalaxy Server and Web Order Processor. For training on the full 
configuration of these tools, see the eGalaxy Server online seminar. 
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Advanced Order Entry 
Course Code: GA12501 
Venue: Gateway Corporate Headquarters 
Duration: 4.5 days 
Tuition: $2,195 
Prerequisites: System Administrator Essentials 
Frequency: Quarterly 

Course Description: 

Advanced Order Entry is a course designed to help System Administrators and Group Sales Managers 
unlock the power of the Galaxy Order Entry module. This course covers the capabilities, configuration and 
established best practices for Order Entry. The course goal is to enable the trainee to use Order Entry to its 
full potential and to properly configure and use the features that will maximize the facilities investment in 
the Order Entry module. 

Target Audience: 

·  System Administrators 
·  Group Sales Managers 
·  Education Department Directors 

Course Outline: 
1. Overview of Order Entry 
2. Basic setup and usage 
3. Returns and voids 
4. Limiting purchase options and offering 

discounted rates 
5. Offering Credit to customers 

·  Credit related configuration 
·  Setting billing Terms 
·  Understanding the Charge Account 

6. Selling events and reservations 
·  Using the Event Availability dialog 
·  Attributes 
·  Events on the Fly 

7. Working with groups 
·  Group and venue limits 
·  Group planning reports 

8. Advanced use of contacts 
·  Setting order rules 
·  Creating and maintaining contact lists 

9. Delivery and issuance methods 
·  Using active and inactive tickets 
·  Batch printing 
·  Quick Order Pickup 
·  Issuance and delivery best practices to 

increase will call efficiency 
10. Other useful features 

·  Collecting custom data 
·  Automatically adding associated 

tickets and items to an order 
·  Reprinting tickets 

11. Managerial tasks and functions 
·  Using the order manager 
·  Working with filters 
·  Invoicing and credit memos 
·  Auditing user activity and changes to 

the system 
12. Order Entry reports 
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Advanced Resource Management 
Course Code: GA13001 
Venue: Gateway Corporate Headquarters 
Duration: 2.5 days 
Tuition: $1,995 
Prerequisites: System Administrator Essentials 
Frequency: Quarterly 

Course Description: 

The Advanced Resource Management Training is designed to help the Galaxy System Administrator and 
Event Ticketing Manager master the Resource Management module. Learn how to maximize efficiency 
when configuring and managing all of your events and resources while incorporating the established best 
practices discussed in class. With its comprehensive look at all of the possible configurations offered by this 
flexible module, this class will provide insight to the Resource Management veteran as well as anyone fresh 
out of System Administrator Essentials. 

Target Audience: 

·  System Administrators 
·  Event Managers 

Course Outline: 
1. Overview of Resource Management 
2. Selling Capacity Managed Tickets 
3. Event Creation 

·  Resource Types 
·  Resources 
·  Event Types 
·  Events 

4. Attributes 
·  Lookup Tables 
·  Attribute Categories 
·  Attribute Definitions 

5. Advanced Event Settings 
·  Holds 
·  Wait Lists 
·  Rosters 

 

6. Event Availability 
·  Searching for events 
·  Events on the fly 

7. Working with Shows 
·  Shows 
·  Commissions 
·  Distributors 
·  Features 
·  Audio Types 

8. Reservations 
·  Configuration 
·  Reservation Viewer 

9. Resource Management Reporting 
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Focused Sessions 
Focused sessions are learning opportunities that spotlight a particular tool, practice, feature, or 
configuration. Focused sessions are typically brief (2 hours or less) and are often delivered online through a 
live learning session. 

Focused sessions assume all prerequisite knowledge, so it is in the learner’s best interest to attend 
prerequisite courses or confirm the required knowledge with a Gateway representative so that the session 
will be of value. 

Focused sessions taking the form of a webinar (live online seminar) use the Microsoft Live Meeting service 
and the BT Conferencing teleconference service. Attendees access the webinar by following directions given 
in an e-mail sent upon registration with connection instructions. 

Tutorial sessions are self-paced, stand alone offerings. These tutorials require the user to have a browser that 
supports Flash, such as Microsoft Internet Explorer or Mozilla Firefox, and connected speakers or 
headphones. 

eGalaxy Server 
Course Code: WF13601 
Venue: Webinar 
Duration: 2 hours 
Tuition: $200 
Prerequisites: System Administrator Essentials, eGalaxy Web store or equivalent knowledge 
Frequency: Bi-Monthly 

Course Description: 

The Advanced eGalaxy Server Training is designed to help the eGalaxy Server administrator understand all 
of the eGalaxy Server and Web Order Processor configurations. If you’ve ever wondered what a 
configuration option was or how it would affect your business, this is the class for you. 

Target Audience: 

·  Web Administrators 
·  System Administrators 
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Galaxy Packages 
Course Code: WF11301 
Venue: Webinar 
Duration: 2 hours 
Tuition: $200 
Prerequisites: System Administrator Essentials, or equivalent knowledge 
Frequency: Bi-Monthly 

Course Description: 

The Galaxy Packages Training is a course designed to help Galaxy system administrator and operations 
managers take advantage of the packages functionality available in Galaxy 4.0 and later. In this course you 
will learn the concepts of the predefined combo capability in Galaxy, from setup, to sales, to reading the 
journal. If you are interested in offering your customers value added combo deals, this is the perfect way to 
learn how Galaxy can help you and how to set it up. 

Target Audience: 

·  System Administrators 
·  Operations Managers 

eGalaxy Reseller Web Store 
Course Code: WF13701 
Venue: Webinar 
Duration: 4 hours 
Tuition: $500 
Prerequisites: System Administrator Essentials, or equivalent knowledge 
Frequency: Bi-Monthly 

Course Description: 

The eGalaxy Reseller Web Store Training is an online course designed to help the Galaxy System   
Administrator and Web Store Administrator master the eGalaxy Reseller Web Store module. Learn how to 
take control of your reseller ticket sales and reduce the costs associated with reseller channels. Discuss the 
many ways this flexible module can be configured to meet your needs while incorporating the established 
best practices to reduce your risk.  

Target Audience: 

·  System Administrators 
·  Web Store Administrators 
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Convenience Fees 
Course Code: WF11301 
Venue: Webinar 
Duration: 2 hours 
Tuition: $200 
Prerequisites: System Administrator Essentials and eGalaxy Web Store, or equivalent knowledge 
Frequency: Bi-Monthly 

Course Description: 

The Convenience Fee Training Seminar is an online course designed to help the Galaxy System   
Administrator and Web Store Administrator learn the methods and business case’s for implementing a 
convenience fee on the Web or in Order Entry.  Learn all there is to know about how you can recoup your 
overhead and administrative costs with this versatile, powerful feature.  

Target Audience: 

·  System Administrators 
·  Web Store Administrators 

 
 

 
 


