Creating an event in Eventbrite

= eventbrite

CIBSE



http://eventbrite.co.uk/

Accessing
your account

01 Your Eventbrite account will be tied to your network's CIBSE

email address (yournetwork @ cibse.org). The default password is
'Welcome10!!

02 Contact regions@cibse.org or groups @cibse.org for
assistance accessing your account.

Login

Email address
scotland@cibse.org

)


mailto:regions@cibse.org
http://cibse.org/

If you are ever asked to select an organization, choose ‘CIBSE
Networks’

Join the Select organization

CIBSE
hetwork . /




= = .
":g\'K 01 Go to'manage events' to see your events calendar and ticket

CIBSE sales at a glance
02 You can also select 'Events' from the click here
right hand menu
+ Q? o roups@cibse.or
Create an event Likes Titkets g J ps@cibse.org

Browse events

Creating an
event 0 —

Tickets
I
| wp Liked
Find the draft template we have created for your
network Following
ol
Interests
M Account settings
P Log out

)



03

Select 'Draft' from the drop down menu

+ lUpcoming events

Draft ith Al-pc

atically sk atest tools

Past events
S New

All eventz

04  Find your network's template, and click on the three dots next to

the listing to select 'Copy Event'

Promote on Eventbrite

View
Cu'.]ﬂ Stand out with Al-powered tools & more
Discover the latest tools on Eventbrite to amplify your brz Edit
i
Explore what's new
Copy URL
Copy Event
Sold Gross Sta
Delete
17720 £0.00 Sold Out

click here

)



Basic Info

Basic info
page

Complete this page with the
basic details of your event

Location

» This section of your template will be pre-populated with examples - remember to edit the
date and time

01

02

03

04

05

Insert your event title (there
is a 70 character limit)

Select your network as the
organiser

For type, choose ' Seminar
or talk' and for category
choose 'Science &
Technology'. Tag the event
with relevant keywords

Input the location of your
event (if your event is
hybrid, input the physical
venue of the event)

Input the date and time of
your event. If you do not
have a finite end-time, you
can choose not to display
one



Tip: you can find high-quality royalty free images at unsplash.com and pixabay.com, or use images
CIBSE from your previous events (if you have the subject's permission)

TESTEVENT
un, 16 Jul 2023, 19:00

. ¢ Evenis
Deta I I S Evantmedia
Draft ~
Images
Add photes to show what your event will be about, You can upload up to 10 images.
2 F r T + oW ar

page

Tell delegates what they can
expect from your event

» This section of your template will be pre-populated with your network's logo and the
CIBSE privacy policy. Do not delete this

02

03

04

Choose a suitable image to
advertise the event (make
sure it is royalty freel!)
Contact the NET team if
you would like to download
an image from shutterstock

Repeat the event title in the
'‘Summary' box

Write a description about
what will happen at your
event. If it is a CPD, what
topics will be covered?
Include the speaker's name
and a short biography. If
you need delegates to
contact you about dietary
Or access requirements,
you can include your
contact details here.

You can click '‘add image
to include sponsor logos


https://unsplash.com/
https://pixabay.com/

*@, \K% 01 Enable the page by clicking on the settings button and then
togg”ng the page on . Attendee Event Page enabled

Attendee Event Page

-
Attendees will join your online event through your virtual venue. Use this space to embed your Zoom video and share exclusive content. We'll direct your ticket holders to this
page from your event listing and in reminder emails. E

Lx Page Settings

Attendee T e
Event page

02 Click 'link another provider' and put the URL of your joining link in

the 'Live Video or Audio' URL section. For the 'Title' section, you
If you selected 'online event' on the Basic can put ‘click here to join'.

Info page, the 'Attendee Event page' will click here
appear as an option.

,@,Q' Add live video or audio Share additional content

1 1 1 1 Connect with Zoom to embed your event within your virtual venue, orj Include any resources or instructions your attendees
ThIS Settlng WI” aUtomatlcally Send yOur to another video or audio service. Use ¢ tomanage when youfidgh or may need for your event. )
. m . audio is available and who can access it.
joining link to delegates 2 hours, and then °

T [ =] 2
again at 10 minutes, before the event so it Q Addzoom Hnkanotherprovider

is a useful feature! »



Tickets

Your draft event has been pre-populated
with options for online tickets and in-person
tickets. You can add to, edit or delete these
as appropriate by clicking on the three dots
next to each ticket type.

L
Free .

01 Click 'add tickets.' Select if your tickets will be paid-for or free,
name them, and input how many are available for sale. If you
want to do early-bird tickets, you can even change the dates the
tickets are available for sale. You can add multiple ticket types

Tickets

Admission Add-ons Promo codes Holds Settings

In person admission
¢ OnSale = Ends 1 Jan 2033 at 12:00

Online admission
# OnSale » Ends 1 Jan 2033 at 19:00

0 /300

sent capacity (§) 0/330 Edit capacity

02 If you are charging for tickets, you will need to decide if you will
absorb the fees Eventbrite charges or pass them on to delegates. »
You can calculate what these will be here



https://www.eventbrite.co.uk/help/en-gb/articles/755615/how-much-does-it-cost-for-organizers-to-use-eventbrite/

)

Publish your
event!

Draft - Scotland
Sat, 1 Jan 2033, 12200

This section of your template will be pre-populated with examples - remember to edit the
date and time

01

02

03

04

05

Insert your event title (there
is a 70 character limit)

Select your network as the
organiser

For type, choose ' Seminar
or talk' and for category
choose 'Science &
Technology'. Tag the event
with relevant keywords

Input the location of your
event (if your event is
hybrid, input the physical
venue of the event)

Input the date and time of
your event. If you do not
have a finite end-time, you
can choose not to display
one



Get dietary
iInformation

If you want to ask delegates specific
guestions when they book tickets, use the
‘customise your order form' feature. This
will be available when you publish your
event.

o1 Select the 'customise your order form feature' and add your
desired gquestions

you publish

Create promo co Fyourevent =

Customise your order form =

Develop a safety plan for your event >

02 To find the responses, select ‘Dashboard’ on the left hand menu
and select 'Responses to custom questions'

Sales by ticket type

Ticket type Price Sold

In person attendance free 100/100
- Responses to custom questions

Online attendance free 76/150

Go to all ticket sales

)



Emailing
attendees

You can use the 'Emails to attendees' function to
contact delegates about dietary requirements,
joining links etc. You can preschedule these
emails. This feature cannot be used to promote
other events or sponsoring companies due to
Eventbrite's data policy.

This is a no-reply account, so include contact
details if you require a response.

01
Manage Attendees
Orders Find it under
'Manage Attendees'

Add Attendees
Emails to Attendees
Attendee List

02

Emails Scheduled Emails Sent (3) Create New Attendee Email

Mo emails are scheduled, click Create New Attendee Email to schedule or send emails to your ajiie

)

click here



Check-in
attendees

Use this feature to log
attendance. This helps CIBSE
to measure the effectiveness
of event promotion.

CIBSEFM / HVAC /

| IT & Controls Joint

Event - NABERS UK
-

ri, 16 Jun 2023, 09:00

Check-in

Search for atten dees by name or emai

Attendee List

01

Find this feature under
'‘Manage Attendees'

Search for the names of
your delegates who are
attending in person or
online and click the ‘check-
in' button on the far right
hand side

You can also do this in the Eventbrite app - watch this tutorial to find out how.



https://www.eventbrite.com/help/en-us/articles/741083/how-to-check-in-attendees-at-the-event-with-eventbrite-organizer/?msockid=0b64c8f1738d6b2c06e1de8b723b6ab5
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Adding your
bank details

If you are running a paid-for event, ensure the

income is paid out to your network’s account

using the 'Manage account' feature. 02
This will become visible after you have published
your event, so remember to go back and do this.

Dashboard

Order Options

Payments & Tax

Marketing
Payouts
AS0.00 AS0.00
Paid Remaining

Availabla for payout

=t
[ 4 K]
i

Waiting for rore tickat sakas

it Westpac™ 8900

Recent payment

éﬁ\ Navigate to the

Dashboard on the
event editor

Click ‘Manage
account’

AS0.00

Event Adjustmentz @

Manage account

MNone



Add or update bank account

Select or add a bank account

To recsive your svent funds, zalact one of your active bank accounts or add a new one.

Bank accoun t

CIBSE ANL

CIBSE Hew Zesland, Account " 3300
Bustralizn Dollars A8, Australia

CIBSE ANL

04

Choose this one

\ ? set for thiz event

Select your network’s
bank account

You may be asked for the account number of the
last account used - contact the CIBSE NET team
for details.

If your account isn’t listed, scroll down to find the
‘add account’ option.

Make sure to choose ‘set for
this event’

The orange button is hard to resist, but you will
be sent every payout for every event. If you
receive payouts not intended for your network,
contact the CIBSE NET team to arrange to
transfer the money to the correct network.

Confirm as default




@éj 01 Payments & Tax éﬁ\ SeIECt ‘Payment

options’
Payment Dptionz

Changing
currency

Eventbrite will default to showing event prices in
the last currency used. To change your currency,
navigate to ‘Payments & Tax.” This option will
only appear once you have published your event.

02 Choose your preferred currency

Payment processor

Payment proceszors are how you zell ticketz and get paid.

Add your country and currency
Thiz determines which payment proceszors you can uzs. You can't changs your payment procsezsor after a tickst iz purchesed.

Payaut Country ™ Currancy
Australia ¥ AUD




Using your
account ..

See all your events at a glance

01 Go to'manage events' to see your events calendar and ticket

sales at a glance click here

02 Select 'Events' from the
right hand menu * W O ¢

ite - Edit Cl.. [} What counts as CPD

N L e n
_ Brows
u ' '1 SEErI e
Select your network from the . Tickets (0)
drop down menu - —
wp Liked
Following

[I-HJ] 3 " Interests

i

Get more event exposure with Eventbrite Ads

Get premium placement when you promote your event an Eventbrite. We'll automatically show your
event tn nennle hrowsinn for event=z like voors

Log out
All organizers

I:.r-l:E:l-}J
% e Unnamed Organiser more Ay
amplify you i, |

)



Using your
account

04 Click on the three dots besides an event listing to edit, copy or
delete the event

Promote on Eventbrite

View
CUIEI Stand out with Al-powered tools & more
Discover the latest tools on Eventbrite to amplify vour bre Edit
i
Explore what's new
Copy URL '
click here
Copy Event
Sold Gross Sta
Delete
17 /20 £0.00 Sold Out

)



Need any assistance?

Contact regions @cibse.org or groups @cibse.org



mailto:regoins@cibse.org
mailto:groups@cibse.org

