
We have put together this tipsheet because navigating this website all the way 
through to getting the tickets can be tricky for many. 

We hope that following these instructions makes it easier for you to attend our 
concerts! 

If you need different/more assistance, contact the Duke Box Office:
E-mail tickets@duke.edu

Call 919.684.4444, Tuesday-Friday 11:00 AM - 4:00 PM

------------

Step 1: Finding the Duke Box Office Website
Option 1: Go to your computer/table/mobile device internet browser. Visit 
https://tickets.duke.edu/ by typing ”www.tickets.duke.edu” into your browser or 
copying and pasting the link here. Then follow at Step 2 in this document. 

Tipsheet for Purchasing Tickets through 
Duke Box Office Website

Option 2:  Visit the Choral 
Society of Durham 
Website. 

(www.choral-society.org)

It should look something 
like this:

Click on the Tickets link 
circled in red below. 

This will take you directly to 
the Duke Box Office 
website with the current 
event already selected (so 
you can skip to Step 3  in 
this document). 

mailto:tickets@duke.edu
https://tickets.duke.edu/


Step 2. This is where you start if you went directly to the Duke Box Office website yourself. 

1) The website should look something like this:

2) Scroll down to find the event you are looking for:
Find the Choral Society 
of Durham 
performance you are 
looking for. 

In this example, you 
would select the 
Beethoven Missa 
Solemnis in Baldwin 
Auditorium. 

Other concerts will be 
listed differently (for 
example, our winter 
concert in Duke 
Chapel). 

Click on the blue 
“Select” button. 



Step 3. Discount codes. This is where you start if you got to the Duke Box Office website through the 
Choral Society of Durham website, current events “tickets” link. You should see the event you wish to 
attend – in this example, Beethoven Missa Solemnis. 

1) Sometimes, you may have a discount code from one of our emails or newsletters that allows you to 
purchase some kinds of tickets at a discounted rate. If you do, that is what Duke Box Office calls a 
“Promotional Code”. 

2) If you would like to use the discount (promotional) code, you must enter it FIRST before you do 
anything else. Follow our red arrow and instructions in red italics below! 

3) If you do not have a discount code, skip to Step 4 on the next page. 

1) Type your 
promotional code in 
this box if you have 
one, then click “Go”. 

2) Then wait for the 
screen to refresh. 

3) The rate for the 
“Full Price” type  
ticket will change, but 
other rates will not. 

If what you see 
here is not the 
event you 
wish, go back 
to Step 2. 



Step 4. Selecting your tickets. 

1) Select the number of tickets you wish to purchase. Tickets are listed in categories by 
price/age/eligibility. See instructions below on how to select your tickets. 

2) Then click on the blue button “Add to order.” See the image below: 

Select number of tickets 
you would like in each 
category by: 
1) clicking on the small 

checkmark and then 
a dropdown menu will 
appear with a list of 
numbers.

2) select the number 
you wish from the 
dropdown menu. In 
this example “3” in 
Full Price. 

3) All tickets are General 
Seating.

Click on this blue 
button when you 
have selected all 
your tickets. 



Step 5. You are not a robot. 

You will likely  see a version of this Verification screen. 

Please click inside the checkbox below next to the words “I’m not a robot.”



Step 6.  Verify your Shopping Cart. 

1) Now you should see a list of your tickets with the associated prices listed on a 
screen like this one.  All tickets for our concerts are “General Seating.”

2) You can make changes if needed or start over at Step 2 if needed by clicking Cancel 
Order and beginning again.

3) If everything looks as it should, please click the blue button for 
“Continue/Checkout”. 

Click to continue



Step 7. Logging in to an account to complete your order. 

In order to check out you must have or create an account.  Choose one option:

Option 1.  If you have an active Duke email
 - click on the Duke Login button below 
  - follow normal login procedures using your email/NetID and password 
 - skip to Step 9 in this document 

Option 2.  If you DO NOT have a Duke login
 - please click on the Login (non-Duke email account) option below
 -  create an account with this system, using a non-Duke email (see Step 8) 
 -  keep track of your password so you can log back into this site for other        
                   events in the future
 



Step 8. Creating account/Logging in with a non-Duke email. 

The following instructions are for people who DO NOT have Duke email addresses. 

1) When selected, the “Login (non-Duke email account)” button will turn lime green (as seen below) 
and two new boxes for your email address and password will appear. 

2) To create an account for the FIRST TIME, click the “Create a new account” button below. You will 
be asked to supply information about yourself and create a password which you should keep for future 
reference on this website.

3) If you have already created this account previously on the Duke Box Office website, simply enter 
your email address and password and then click “Login”. Or you can request to reset your password. 

Enter email 
address and 
password.



Step 9. For all (both Duke and non-Duke email accounts) – next step, Ticket Delivery Method. 

 Select the method by which you will receive your tickets – mobile delivery (via email), Will Call, or 
mail. 
 For mobile delivery, you will receive an email and/or text message with a barcode for 

each ticket that will be scanned on the day of the event to enter. As noted below, 
messages with ticket barcodes are sent 24-48 hours before the event. 

Now that you have created or logged into your account, your information should appear correctly 
below under “Customer,” “Address” and “Email Address”. 

When ready, click on the blue “Continue/Checkout” button. 

Your information 
should appear 
here. Update it as 
needed. 

Click on this blue 
button when ready 
to check out



Step 10. Finalizing your purchase. 

1) Verify your customer name and address information is correct (in the screen that looks like the one 
below. Or you may update it using the “My Account” link in the blue banner across the top of the page. 

2) Verify that your Delivery Method is the one you would like. If not, you can change it by going back 
into the shopping cart (by clicking on the words “Shopping Cart” above the words “Customer Info” on 
this screen). 

3) Next select your credit card type and enter this information. When ready, click “Complete Order”.  

4) You should receive a receipt for your purchase in your email regardless of how you wish to receive 
your actual tickets.  
 If you selected Mobile Delivery, don’t forget to find your mobile ticket barcodes in 
                          your email or via text message before your event. You will need that to be scanned at 
                         the door. 

We look forward to seeing you at the performance! 

Click on this 
button to complete 
your purchase. 
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