Creating an event in Eventbrite
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Accessing
your account

01

02

Your Eventbrite account will be tied to your network's CIBSE
email address (yournetwork @ cibse.org). The default password is
I'Welcome10!!

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

Login

Email address
scotland@cibse.org

Password

)


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

Join the
CIBSE
hetwork

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

Creating an
event

Find the drafttemplate we have created for your
network

01 Goto'manage events' to see your events calendar and ticket
sales at a glance

02  You can also select 'Events' from the click here

right hand menu

+ @ ,g, groupsi@cibse.org
Create an event Likes Tikkets

2

Browse events

u Manage my events

Get Help
- Tickets

wp Liked

‘ll]ﬂ Following
Interests

.:. Account settings

o, Log out

s

C

)



X

CIBSE

03 Select 'Draft' from the drop down menu

+ lUpcoming events

Bt ith Al-pc

atically sk stest tools

Past events
S NEew

All events

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

the listing to select 'Copy Event'

CUZ‘B Stand out with Al-powered tools & more

Discover the latest tools on Eventbrite to amplify vour bre

Explore what's new

Sold Gross Sta

17120 £0.00 s

Promote on Eventbrite

View

Edit

Copy URL

Copy Event

Delete

Sold Out

click here

)
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CIBSE
. p . ,
D e reconree  Click build event page’ found
= Guide Example to start inputting your event’s
¥ Sat, Aug 22, 2026, 10:00 AM information
q:}) ® Draft Preview [
‘]-I]J] Steps :
@ Build event page / |
Start editin e Add photos and /
g o= videos to he|p Volunteer Resource Guide Example ©
o Add tickets POR—
yo ur event promote your event
PUbIISh (nOt mandatory) :‘a:::Aclllgt:Oﬂﬁ'IO:OO-'m:OO L' OI:SE
p a g e Dashboard F ::d-j::fjmnuiu,mndom ECINS8QP
Order Options v i ‘%ﬂ’ . § g
,«2“% 0 5 | o ;
Marketing v 3 S $0.|e=d:?% vt J;
Manage Attendees A
+

Overview

Use this section to provide more details about your event. You can include things to know, venue information,
accessibility options—anything that will help people know what to expect.

» Make sure images are royalty free or from preivous events and used with the subjects’ permission.
You can find royalty free images at https://unsplash.com/ and https://pixabay.com/



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

CIBSE 01 Insert your event title (there

Volunteer Resource Guide Example is a 75 character limit)

Grab people's attention with a short description about your event. Attendees will see this at the top of your Add more details about your event and include what people can expect if they attend.
event page. 140 characters max

Insert short summary (140
character limit)

Overview

Use arrow keys to navigate between modules. Use the up and down buttons to reorder modules.

+ Normal ‘B i @ iz =
Date and location

Input the date and tlme Of CIBSE Event Behavioural Policy

CIBSE wants all attendees to feel welcome and included at our events. We ask attendees to
Type of event

keep in mind that they are within a professional environment when at CIBSE events and
th e eve nt they are expected to always demonstrate professional behaviour modelling high standards

u Single event o Recurri\ng event (—New ) O of ethical conduct, honesty and integrity to protect the reputation and standing of CIBSE.
For one-off events For timed entry and multiple days CIBSE will not tolerate or allow any discriminatory or disrespectful behaviours by any

04 I n p ut Iocatio n if eve nt iS person during CIBSE events, including bullying, harassment or sexist, racist, or

exclusionary comments or jokes at our events. Where alcohol is provided, attendees are

| | Date and time . h b . d expected to know their limits and drink responsibly. The provision of alcohol should not be
In person Or y rl taken as an endorsement by CIBSE for attendees to drink excessively nor for any resulting
~— Date v — Starttime —— — Endtime ——

improper conduct or activity.
‘ M 22/08/2026 ‘ ‘ ® 10:00 ‘ ‘ ® 12:00 ‘

05 If j u St O n I i n e CI iCk ‘O n I i n e By registering for this event, you agree to abide by the CIBSE Event Behavioural Policy.

13.09.24.pdf L]

More options event’ CIBSE Privacy Notice
p a g e BST, Display start and end time, English (US) The Chartered Institution of Building Services Engineers ('CIBSE') is committed to

protecting your privacy, and takes its responsibilities regarding the security of members'

Th e Ove rvi eW SeCtiO n Wi I | and customers' information very seriously. For the purpose of registering you for this event
Location 06

and providing you with further information in relation to this event we will process your
. . . . personal data within our customer database. On the basis of legitimate interest we may
Complete th IS page Wlth be prefl”ed Wlth Our eve ntS use your data to inform you of similar events in the future and to promote services,

E| Online event activities and commercial objectives that are designed to support the science, art and

the baSiC detai IS Of you r . | pOI iCieS and your network practice of building services engineering . For more information about how we process any

personal information that we collect about you, how you can instruct us if you prefer to limit
‘ Q ciBsE ‘

the use of that information and procedures that we have in place to safeguard your privacy

logo, add a section above please view our vy notice.
with more details about " s
your event.
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» This section of your template will be pre-populated with examples - remember to edit the date and
time

@ Add location details

packney Rrd

15 Aueald
Py ey 2BpUALD

aWed
S

o

]
W




%2 O1 Enable the page by clicking on the settings button and then
o 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.
£ Page Settings

. N
Online
Eve nt p a g e 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
can put ‘click here to join'.

click here

If you selected 'online event' on :
lick her

the Basic Info page, the 'Online clic ere

Event page' will appear as an

Optlon ’@Q’ Add live video or audio

Connect with Zoom to embed your event within your virtual vggu

Share additional content

Include any resources or instructions your attendees
may need for your event.

This setting will automatically send your £t R
joining link to delegates 2 hours, and then B I T E @ o
oom ink another provider _ uc
again at 10 minutes, before the event so it is oo e )

a useful feature!



7 01

CIBSE

Tickets

I

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.

Free 02

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

Add tickets

In person admission
* OnSale » Ends 1 Jan 2033 at 19:00

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

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

CIBSE 01 Select your network as the
Updates @ Preview your event Publish Mare ¥ s ° CIBSE Networks Organ iser

Your event is almost ready to publish

Review your settings and let everyone find your event.

02 Fortype, choose ' Seminar
or talk' and for category
choose 'Science &

P u b I I S h yo u r Volunteer Resource Guide Example SHRGS Sieslineay selenee ’ Techno|ogy'

Sat, 22 Aug 2026 10:00 - 12:00 GMT+1

Bl Free 2200 Preview [

eve nt! 03 Tag the event with relevant

Organised by

r_;;;;_. - EE—— keywo rds

04 Either publish now or schedule
for later

Is your event public or private?

o Public .

Search settings . 05 Check if you need to add
anything from the tips in the
— previous slides

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



?2 Event dashboard

CIBSE £ 22 Aug 2026, 10:00

Event link @ hitps werw eventbrite co uk/efvoluntesr-resource-quide-example-tickets- 1993825 746480 P aff=od dtdtcragtor +

Tickets Sold Interest :(.TJ New‘.

0 /200

Select 'order form' under 0
01 order options and add your
d eS i red q u eSt i O n S T|¢kettrer|d5 - Ni.:.li!.'iﬂ sales during the selectad time range

Get dietary -

., Ticket buyer (Recommen ded) O — Eachattendee (o]

.%\t\ Only collect info from the ticket buyer to make checkout = Collect information for each ticket in an arder. Only require
=222 o cter, which could mean more ticket sales for you responses for the most important things

information -

Your questions

Time to complete ® 3 min
Create questions to get the answers you need, You can find your responses on the . Quick actions
_ & E Number of questions 3
Custom Questions Responses report
. P Tip: ¥ dhr forr _
Your question responses are saved for 2 years after tt b ded Sl e 2 Attendos report Bl Orderform responses

If you want to ask delegates specific
guestions when they book tickets, use pp— E
the 'Order options' feature.

You can do this before or after

oublishing your event. e

When should attendees answer required questions?

Order form settings

O Bafore checkout
Questions appear bef

To find the responses, select
Ovcu Gl & 02 'Dashboard' on the left hand menu
S dres and select 'Order form responses' »

This is the time your attendees will have to fillin the information you
want tocollect. If you have a long form, we suggest you increass the
registration time.
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CIBSE

Manage Attendees
S Find it under
'Manage Attendees’
Add Attendees

Emailing
attendees

Emails to Attendees

Attendee List

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 No emails are soheduled, oliok Greste New Attendes Email to sohedule or sand emaifa toyour aff
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. click here

02

Emails Scheduled Emails Sent (3) Couata Nuw Atuvdes Exinil
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CIBSE

Adding your
bank details

If you are running a paid-for event, ensure the
iIncome is paid out to your network’s account
using the 'Manage account' feature.

This will become visible after you have published
your event, so remember to go back and do this.

02

Dashboard

Order Options

Payments & Tax

Marketing
Payouts
AS0.00 AS0.00
Paid Remaining

Availabla for payout

K]

b

Waitirg for reore tickat sabas

it Westpac™ 8900

Recent payment

) 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, salact one of your active bank accounts or add a new one.

Bank acco

O

unt

CIBSE ANZ
CIBSE New Zesland, Account """ 3300
Bustralian Dollars A8, Australia

CIBSE ANL

Weastpec, Account
Bustralizn Dollars AS, Australia

CIBSE Maw South Wales

Choose this one

Confirm as default

04

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.

aet forthizs event

Confirm as default

=
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CIBSE

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.

01 Dashboard

Order Options
Event Finances

Payments and Payouts
Offline Payment Options
Refund Policy

Tax Settings

Marketing
Manage Attendees

Reporting

Select ‘Payment
options’

W

02 Choose your preferred currency

Payments and payouts

Payment settings

The selected country and currency will determine which payment processing option option is available. Your tickats will be sold in the currency

you select, and your event payout will be issued in that same currency.

Where's your bank located? Which currency do you want to receive your payouts in?
£ United Kingdom GEBP - British Pound Sterling
| Edit |

Eventbrite payment processing

Ornganizer payout method options: ttendes payment
Direct deposit Credit/debit Card
PayFal, PayPal Pay in 3, Klarna, Afterpay



CIBSE

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

Check-in

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

%2 01 Goto 'manage events' to see your events calendar and ticket

CIBSE
sales at a glance click here

02 Select 'Events' from the
right hand menu * B O sE

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

USi N g you r LA g

n : : Manage my events
a c c O u n t 03 Select your network from the _ i)

Brows

drop down menu Credits
|
'?-’.C}' Liked
See all your events at a glance o

[I-[lﬂ ke Y Interests
Q G [ calendar oy Account settings

Log out

All organisers

i
el : =l 4t =] =
Get more event exposure with Eventbrite Ads q} ° { i i more LS
Get premium placement when you promote your event on Eventbrite. We'll automatically show your amplify you i A

avent tn nennle hrowsina for eventz like voors



CIBSE

Using your
account

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

Promote on Eventbrite

View
C[FLE] Stand out with Al-powered tools & more
Discover the latest tools on Eventbrite to amplify vour bre Edit
|
Explore what's new
Copy URL =
click here
Copy Event
Sold Gross Sta
Delete
17720 £0.00 Sold Out E

)



Need any assistance?

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


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