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 Contactregions@cibse.org, groups@cibse.org,

sfe@cibse.org, sde@cibse.org, or sophe@cibse.org for
assistance accessing your account.

Login

Email address
scotland@cibse.org

)


mailto:regions@cibse.org
http://cibse.org/
mailto:sfe@cibse.org
mailto:sde@cibse.org
mailto:sophe@cibse.org

Creating an
event

Find the draft template we have created for your
network

01

02

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

Select 'Events' from the
right hand menu * W3 o (b)

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

)
E] oups@cibse.org m
Tickets
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Brows
u Manage my events
Tickets (D)
Credits

- Liked
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= Following
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Log out
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click here
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03 Select 'Draft' from the drop down menu

and filter by your network’s organiser profile to

find your template booking page

+ 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'

‘ Q,  Searchevents

Event
Drraft - Wast Midlandz
oW r 1 Onfine awant
27 Wednesday, 27 November 2024 at 10:00 GMT
(3] Private
a CIBSE Wast Midlands
Sold Gross Status
0350 £0.00

0 CIBSE Wast Midlands v Create Event

Sold Gross Status

07350 £0.00 Draft

click here

Promote on Eventbrite
View
Edit

Copy Link

Dalate

)



01

02
Copy Event
Yaur event copy will heve the zame event info and zattin
rformation.
B 03
Copy of Draft - West Midland=
04

Complete this page with the
basic details of your event

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

Insert your event title in the
Event Title box (there is a
70 character limit)

Repeat the event title in the
Summary box

Select the correct start and
end dates and timings for
your event

Click the ‘Copy Event’
button



» You will be taken to the Dashboard page - navigate back to the ‘Build event page’

O

il

Copy of Draft - West
Midlands

Dashboard

Oyaso

f O ¥ & jn &

Salas by ticket typa

Racent Ordars

]

Copy of Draft - West

Midlands

[™] Sun, 19 Jan 2025,

Draft

Staps

° Build event page

Online event page

° Add tickets

Publizh

Dazhboard

Order Options
Marketing

Manage Attendees

Reporting

10:00

Preview

click here




01 Choose a suitable image to advertise the event (make sure it is
royalty free!) Click on the holding image to replace it.

|
]
B u I I d eve nt o CIICk here
Images ?

quality royalty free
images at unsplash.com

// Tip: you can find high-
page

and pixabay.com, or use
images from your
previous events (if you
have the subject's
permission)

Video

Add a video link from YouTuba or Vimao to show your @vent’s viba. The video will appaar with your svantimages.

=] umL
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https://unsplash.com/
https://pixabay.com/

CIBSE 02 Check the date and time of the event, and add in the location of
your event.

Tip: if your event is a
Date and location hybrid event, put in a
Type of event venue to encourage
people to attend in

- T o Recurring event O

Date and time

date

I 19/0152025 (D 10:00 (® 1200

Location
F— 0 v [E R
If you selected 'online event' on the Build R
Event page, the 'Online Event page' will
appear as an option. e

pine S gyt
3 = WUHION SQUARE
& JAPANTOWH ;

This setting will automatically send your
joining link to delegates 2 hours, and then
again at 10 minutes, before the event so it
is a useful feature! ))




Build event

page

Do not delete the Privacy
Notice or Event Behavioural
Policy statement

About this event

Mote to voluntesers: remember to copy event details to https: Yeibze. my.zite.com/z/eventbrita
[plesss dslate thiz note before publizhing)

Inthiz CPD zeszion, we will cover:

s Topic]
s Topic2
¢ Topic3

Speaker'z name:

Speaker's bicgraphy

CIBSE Privacy Motice

The Chartared Institution of Building Sarvices Enginsers ('CIBSE’) iz committad to protacting your
privacy, and takes itz responzibilities regarding the zacurity of memberzs' and customars'
infermation very seriously. For the purpose of regiztering you for thiz event and providing you with
further information in relation to thiz event we will process your personal data within our customer
databaza. On the basiz of legitimats interest wa may use your data to inform you of zimilar eventz in
the future and to promote zarvices, activities and commercial objectives that are designed to
support the science, art and practice of building zervices enginesring . For more information about
how we proceas any perzonal information that we collact about you, how you can instruct us if you
preferta limit the uze of that infermation and proceduras that we heve in place to safeguard your

privacy pleass view our privacy notice.

@é’ CIBSE
cigst | West Midlands

CIBSE Event Behavioural Policy

CIBSE wantz all sttendess to fesl welcome and included at our eventz. We azk attandesz to keapin
mind that they are within a profezsional environment when at CIBSE events and they are expected
to always demonsatrate profeszicnal behaviour moedelling high standardz of ethical conduct,
honesty and intagrity to protect the reputation and standing of CIBSE. CIBSE will not tolerats ar
allow any dizscriminatory or dizrespactful behaviours by any person during CIBSE eventz, including
bullying, harazsment or zexist, recizt, or exclusionary comments or jokes at our events. Where
alcohol iz provided, attendees are axpectad to know their limitz and drink rezponsibly. The provizion
of aleohol zhould not be taken az an endorzement by CIBSE for attendses to drink exceszively nor

for any rezulting improper conduct or activity.

By regiztaring for thiz event, you egres to abide by the CIBSE Event Bahavioural Policy.

Add in a description of your event. A basic template has been
provided (learning objectives, speaker name and biography), but
the more information given the better for promoting the event.

Tip: consider who your
target audience is - what
information do they need
and what would appeal to
them?

)



Build event
page

04 If you have any sponsors, you can add their logos to the booking
page, along with any other text, images or video you think would
help promote the event (ensure they are royalty free)

= Add taxt [ Add image El Add video

Add more sections to your event page ¥ Recommended
Mak tst b even maora, s halp att d th
h and ka ring
= Agenda Soa axamplas Ldd
D FAC Saa axamplas Edd

If you are organising a conference, you may wish to add an
agenda to the booking page

05 Click the save button before proceeding

)



» Skip this step if you inserted a venue in

the Build Event Page

Online Event

page

If you selected 'online event' on the Build
event page, the 'Attendee Event page' will
appear as an option in the left hand menu.

This setting will automatically send your
joining link to delegates 2 hours, and then

again at 10 minutes, before the event so it
is a useful feature!

01 Enable the page by clicking on the Page Settings button and then

toggling the page on and clicking Apply

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.

L Page Settings

click here

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'.

ﬁg,g Add live video or audio

Connect with Zoom to embed your event within your virtual venue, or link
to another video or audio service. Use # tomanage when your video or
audio is available and who can access it.

Q Add Zoom Link another provider

S

click here

Page Settings "

Using your Attendee Event Page

We'll direct your attendees to this page with automatic

reminder emails and access instructions.

. Attendee Event Page enabled

Who can access this page?
® Ticketholders only
Anyone with the link togg Ie here

(@ Learn more about online events [

03 Click the save

button before
proceeding »
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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.

Free 02

Click 'add tickets' on the left hand menu. 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 including member and non-member.

Tickets

Admission Add-ons Promo codes Holds Settings

In person admission
¢ OnSale =« Ends 1Jan 2033 at 192:00

Dnllr_ne admission 0 /300

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/

+  Back toevents

Your event is almost ready to publish

.‘ Review your settings and let everyone find your event.

Copy of Draft -

West Midlands

Event type and category
[ Sun, 19 Jan 2025, 10:00

Draft v Praview [

Business & Profassional ¥
a Build event page
Copy of Draft - West Midlands

- =B
]
P u b I I s h yO u r S e 30

I:.) Publish Free 2350
Rarsirw your event page and settings,

Qrganised by
Dashboard

event! -

Markating

Share Click here

Eventlink @©

https://www.eventbrite.co.uk/e/copy-of-draft-west-midl... # Copy link O
Share on

f © ¥ = jn ©

Copy your event link from the
dashboard



Manage your
payouts

If you are running a paid for event, ensure
the income is paid out to your account
using the 'Payment Options' feature. You
must publish your event to access this
menul.

If your bank account is not listed, contact
CIBSE to add it to the system.

01
Find it under

'Payments & Tax'

Payments & Tax

Payment Options

02 Check the currency is correct before selecting ‘Manage payout
method’

Add your country and currency

This determines which payment processors you canuse. You can't change your payment processor after a ticket is purchased.

Payout Country

United Kingdom

Currency
GBP v

L

Choose a payment processor

eventbrite Payment Processing B v s

+ Simple checkout for attendees

* Accepton-site payments

Offline options (optional) W

Add options to collect payments by check, invoice or at the event from attendees.

Manage payout method

03 Select your network’s bank account and click ‘Set for this event’

)



01

Manage Attendees

Find it under
Manage Orders

Atte N d ee I iSt 'Manage Attendees'

Add Attendees
I
You can download an attendee list from =
Eventbrite so you know who to expect at
your event. Attendee List
No contact details may be shared with Check-in

speakers, sponsors, or anyone external to
the committee and the list cannot be used
for marketing purposes.

)



» Use this feature to send out the joining
link for hybrid events

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

Find it under
'Manage Attendees’

Manage Orders

Add Attendees

Emails to Attendees

Attendee List

Check-in

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 yvour ajiis

)

click here



Emailing
attendees

03 You can filter recipients by ticket type (use this to send the joining link to
online ticket holders only for hybrid events)
Mame
CIBSE Networks

Reply-To Email

groups@cibse.org

To

Attendees by Ticket Type Q

click here
04 You can preschedule the emails when you set up the event - we
recommend sending the online joining link 2 hours and again 10 minutes

before an event

Send Email:
® Now
at : Timezone: Europe/London
Days Hours Minutes Before the event starts

_| By checking thiz box, | certify that the email campaign being zent iz tranzactional in nature and iz not
being uzed to markst, advertize, or otherwize promote any event, product, service or othar offering of
Organizer. | acknowledge and agres that this tool iz to be uzed zolely for tranzactional emailz related to

event regiztrationz and uze of thiz tool iz governed by the Eventbrite Tarmsz of Service.

Cancel

)



Find this feature under
'Manage Attendees' in the
left hand menu

KVAC Systems Group | CIBSE X Bezome a STEM Ambassader % | W CISGE Regional Lisisan Commint: X Eventbrie - Checkein ® s n Boentbeite - X
] th wmeventbnite.coulk K § 5 T I
CIBSE - CISE Regic.. @ CIBSE File Server Login | Salesforce Dashizoard - Pacdot Kentice: Eventbeie - Ciscov Timetastic Chen Portal - Ops. Content - wwwiibs. CIBSE - Memibershis. Linicedin Evenabrize - Edit C1 What counts a5 CPD
ventbri View Your Event v Jul
¢ Events .
A Check-in
Search for the names of
- Sales ended v
CIBSEFM / HVAC /

78 Comaa o | © et s i s e your delegates who are

Event - NABERS UK
-

i, 16 Jun 2023, 09:00

attending in person or

' online and click the 'check-
g o in' button on the far right
hand side

delegates

Use this feature to log
delegate attendance. This is
mandatory for each event.

)
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Get dietary
iInformation

02

If you want to ask delegates specific
guestions when they book tickets, use the
‘customise your order form' feature.

Find this feature under 'Order Options' in the left hand menu and

select ‘create new form’

Dashboard
<+
Order Options Create a new form
Start with a blank slate
Order Form

Order Confirmation

Waitlist

Type your questions in the search bar to add them to the form

Your questions

Search for guestions ]

[_ Q, Bearch by keyword to add questions to your form

1. Name & Email Required W }

)



' = :
@,’ \KT 01 Go to 'manage events' to see your events calendar and ticket
CIBSE sales at a glance

02 Select 'Events' from the
right hand menu * W3 o (b)

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

? [

BS Tickets

[
Usin g your
u g | Managemyevents
a c c O u n t 03 Select your network from the —

=)

drop down menu Credits
I
m—-F Liked
See all your events at a glance o
5 rollowing
[I-HJ] . & Interest
e ' Account settings
Event Sold Gross Status M
Log out
Draft - Waat Midlandz
o M .'ﬁ? Online avant 0 £ 25N £0.00 : .
27 ‘&.#- Wadnesday, 27 Novernbar 2024 st 10:00 GMT S o Drat : £
— {5 Private :{_?_J.: 3
i.rl.

click here
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Using your
account

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

e CIBSE Wast Midlands Create Event

Sold Gross Status

Promote on Eventbrite
Wiew

Edit

Copy Link

Copy Event

Dalats

)



CIBSE

Need any assistance?

Contact regions @cibse.org, groups @cibse.org,
sfe@cibse.org, sde@cibse.org, or sophe@cibse.org



mailto:regions@cibse.org
http://cibse.org/
mailto:sfe@cibse.org
mailto:sde@cibse.org
mailto:sophe@cibse.org

