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Guide to Eventbrite

Eventbrite is a free tool in event organising, creating virtual tickets, booking
tickets and promoting the event to a wide audience and offering easy ways of
communicating with your attendees.

As you are collecting data from people then you must comply with GDPR
guidance.

1. Set up a free account- https://www.eventbrite.co.uk/
2. Create an event

Select the ‘create an event + button from the top menu

eventbrite

Fill in the details: remember to make the information as clear and accessible
as possible.


https://www.livingstreets.org.uk/media/7268/gdpr-guidance-for-local-groups-march-2022.pdf
https://www.livingstreets.org.uk/media/7268/gdpr-guidance-for-local-groups-march-2022.pdf
https://www.eventbrite.co.uk/

Basic Info

Name your event and tell event-goers why they should come. Add
dotals that highlight what makes it unique

This profile deseribes a unique organiser and shows all of the events on ane page. View Organiser Inf
Type v Category v
Tags

Improve discoverability of your event by adding tags relevant to the subject matter.

Add an image and decription. Don’t forget to use images you have the rights to
use. There is a Living Streets image library available for use on Smugmug,
along with additional images, for free download. All photography must be
credited to Living Streets, if used.

Add tags to help people find your event, for example national_walking_month

< Events
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Living Streets Test
Event
Fri, 13 May 2022 19:00

Preview your event [
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©Q rickets
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Dashboard

Order Options

Basic Info
Name your event and tell event-goers why they should come. Add details that highlight

whatmakes it unigue.

Event Title "
Living Streets Test Event

35175
Organiser

This profile describes a unique organiser and shows allof the events on one page. View Organiser Info
Seminar or Talk v Charities & Causes v Sub-category v

Tags

Improve discoverability of your event by adding tags relevant to the subject matter.



https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Flivingstreets.smugmug.com%2FPress-images%2FNational-Walking-Month%2Fn-HxBQGJ%2F&data=05%7C01%7CAmy.Foster%40livingstreets.org.uk%7Ce83dff9e45f04b5ef86908da27866c96%7C93c7d4431a4e4a109709d936024f5f8f%7C0%7C0%7C637865755561064725%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=%2Bi8rH%2BG5EFcN3Q6mVHEYjh32q8pWepcURFdBd300elo%3D&reserved=0
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Manage my events
Main Event Image

This i the first image attendees will see at the top of your listing. Use a

Hving Steets Taat high quality image: 2160x1080px (2:1 ratio). Learn more
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Drder Opticas Add more details to your event ike your schedule, sponsors or featured
guests. Learn more
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Online event page — here you can link your event to Zoom/Teams or another
online event provider but it can make things a bit tricky. If want to link it, go
ahead and add the link from the platform you’re using eg Zoom.

If you don’t want to use it, go to page settings and disable the attendee event

page:

Man Page Settings *
Attendee Event Page
- — Us Attendee Event Pa
Living Streets Test n
Event Attendees will join your online event through your virtual venue. Use W e with automatic
this spaca to ambed your Zoom video and share exclusive content. ﬂ rem
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Order Options

Tickets section — here you can add quantities of free, paid for or donation
tickets (Eventbrite will take a cut of any money you make, which you can build
into the price or not). You can have a mixture of ticket types and change the
details of how many and when they are on sale until at any time.

Manage Attendees



event Add tickets

Living Streets Test Paid i Donation

Event

Sat, 7 May 2022 19:00
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Order Form- this is where you can add a question asking attendees if they are
happy to join your local group’s mailing list.

wbrite Preview Your Event Publish

< Events ‘We collect first name, surname and email by default.

Details Include Required
Draft v

Prefix (Mr, Mrs, etc.)

Living Streets Test

Suffi
Event o
Fri, 13 May 2022 18:00 Gender
Preview your event [

Home phone

Mobile phone
@ sosicinfo

Home address
@ oeuis

Shipping address
© oniincEventPage Website
©Q Tickess Bleg

Jobtitle
© rusiisn

Company / Org
Dashboard

‘Work ad.
Order Options Work phone

Order Form

Order Confirmation

Type the following into the question prompt box:

Would you like to be kept up to date with Living Streets' news and campaigns
by email? Living Streets is gathering your data so we can email you our news
and local information where we can. We would like to tell you about project
activity and progress, ways you can support us and other news. We won’t share
your details with any third parties and you can unsubscribe at any time. Read
our Privacy Policy for more info: https://www.livingstreets.org.uk/privacy-
policy

Select single choice and type yes and no into the boxes and click save.



Edit question

Question
\Juestion pro Question forma
Are you happy to join our Group's mailing list? Living Street @ Single choice
Options available Limit quantity for each option
Yes ]
No E

-+ Add another option

Add a conditional sub-question

Optional settings

You’re ready to publish your event — select public or private. If private, only
people who have the link to the event will be able to access it.

You can choose when to publish it.

Publish Your Event

Living Streets Test

Event L I vI N G Living ?traets szs! Event
Sat, 7 May 2022 19:0 i

00

B g

STREETS & .

Who can see your event? Q Tips before you publish

Customise your order form -
Publish

When should we publish your event?

When you’ve published your event you can use the Eventbrite platform to
promote it but all you really need is the link — with the link you can invite
people to come along. Find your link by clicking the event name on the left
hand side and scroll down to the bottom of the page:



Your Links

Your Organiser URL: httj w.aventbrite.co.uk na-44241244963 ¢

Share this event on Twitter: htty eventbrite.co.uk 1g-streets-test-event-ticket

Your Event URL
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Living Streets Test
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You can let people know about your event now using your social media
channels or emailing out to your group mailing list.

Send the link to the event to the Local Group team at Living Streets so we can
publicise the event in the Group News or consider writing an email to the
Living Streets supporters in your area. Templates are found on the Local Group
Resources page.

Important to do:

Manage your order forms: When people click on your Eventbrite link they will
be asked for information in order to get a ticket and you have the ability to
customize what they see and what information is asked for.

Go to order options in the left hand menu. This is good for accessibility — you
can ask people to disclose if they have requirements eg BSL interpreter or if in
person and you are providing refreshments eg dietary/allergy information. You
can read this Eventbrite guide on creating accessible listings for more
information on good practice.



https://www.livingstreets.org.uk/localgroupresources
https://www.livingstreets.org.uk/localgroupresources
https://www.eventbrite.com/blog/66754-2how-to-creat-an-accessible-event-listing-ds00/#:~:text=Step%201%3A%20Make%20your%20event%20listing%20as%20accessible,for%20your%20event%29.%20Add%20written%20descriptions%20for%20images.

Manage my events Manage the information you collect from attendees during chackout.

Jring Strests Tesk Collect |nformatlon from

Event Buyer only Each attendee
Sat, 7 May 2022 19:00
Collect attendee information on the following tickets

General Admission

Basic Info

What do you need to know about your attendees?

Details

. We collect first name, surname and email by default
Online Event Page

Details Include Required
Tickets
Prefix (Mr, Mrs, etc.)
Publish
Suffix
Dashboard Gender
Order Options Home phone
Order Form Mobile phone
Home address
OvelacPanfenmstian hd b

You can do this by adding in a new question:

Add a new question

Question
Do you have any allergies or dietary requirements? T i
Optional settings

Show this question for specific ticket types

Show the attendee’s answer on their order confirmation and ticket

i “

Manage attendees: Here is where you can see your attendees and manage this
information.
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Order Options

- I Multiple Refund:
. Orders: Since sales started

Total Sales: £0.00 Orders: 1 Attendees: 1

Manage Attendees

. Order no. 3172705789 - £0.00 potione .
Completed (Delivery method: eTicket)
Add Attendees Ordered by amy jones (aj@live.com) on 28 Mar 2022 at 14:35 (BST
doo
Attendee aty Tickets Paid Actions
ndee |
Amy Jones 1 General Admission £0.00  Actions ~
o TOTAL £0.00
ckein
Reports
@ Learn more about orders (7
Apps
Privacy Settings
s ' 1437
B O Typeheretosearch O H = B C ad@ ¢ 13°C Sunny A~ D) s, B

If you click on orders you will see who has ordered tickets and by using
‘actions’ you can do a number of things such as deleting that information.

Email attendees: This is part of Manage Attendees, it allows you to message all
your attendees at once and should be used wisely. Select ‘create new attendee
email’ orange button.

It’s a good idea to message your attendees a week before and a few hours
before the event with the information they need.

Eg. Thanks for signing up to our event, we will see you next week — Weds, May
7. Here is the Zoom link you will need: www.zoom.com/meeting1234

The event will be recorded so if you don’t want to be seen please turn your
camera off.

Any questions? Contact bristolgroup@livingstreets.org.uk

e If you have used the linking online event option you do not need to
provide a zoom link here



Dashboard Emails to Attendees

Schedule and send emails to registered attendees with event reminders or details.
Order Options

Marketing . . . .
0] This tool is for sending transactional emails to registered attendees only. Use Email Campaigns to send marketing
emails to your contacts.
Manage Attendees

Orders Emails Scheduled (1) Emails Sent Create New Attendee Email

Subject Of Email Recipients DATE Quick Links

Emails to Attendess Reminder for Living Streets Test Event &1 1 2 days before event Edit | Delete
Artendee List
@ Learn more about emails to attendees

Guast Lists

Name Badges

Recommended apps Seeall >
Chack-in
l.l Gift Up! Mailchimp
pecE The simplest way to sell gift cards onli... == Keep Eventbrite and Mailchimp in sync
Apps

. Y,  HubSpot ﬁ Tixel

These are the main areas you will need to know about to create an Eventbrite
event but help and support is available here:
https://www.eventbrite.co.uk/support



https://www.eventbrite.co.uk/support

