EVENT BRITE GUIDE:

1 - Log into your account and click the green button ‘Create new event’
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2- Enter the title of your event then click on the green button that says ‘Create a ticket’.
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3- You will need to set up two ticket types, one for Bristol Alumni and one for guests. Call the first
ticket Bristol Alumni ticket, fill in the appropriate price and quantity details and hit save.

Create Ticket

Create tickets for each price, sales date, or other options.
* Required Field

Ticket Name:"  pgio) Alumni Ticked
Examples: Member, Non-member, Student, Early Bird
Price: * (O] [ Pounds Sterling (£) H

() Free
() Donation Format (Attendee can specify the payment amount)

Quantity Available: *

Advanced Options: Show

Cancel Save




4- You will now be returned to your event details page and the ticket you added will show up under
the ‘ticket information’ section. Click ‘Add new ticket” and repeat the previous step, this time calling
the ticket ‘Guest ticket (Non-Bristol alumni)’.

(Make sure you enter the total number of tickets available for your event in the box labeled ‘Event

Capacity’)
STEP 1: ADD EVENT TITLE
test

STEP 2: ADD TICKET INFORMATION

TICKET TYPE SALES END FRICE FEE STATUS
q 1 hour befare event £0.00 £0.00 On Sale Hide B3 [J
z 1 hour befare event £10.00 £0.00 * On Sale Hide E3

Add = Hewr Ticket Ewert Capacity: 15

TZemks Bel are Akl othe toketpries andd paklythe tokethngr. L

5- Enter your event details in the section below. If you wish to add an image, click on the tree icon and
browse to the appropriate file on your computer. Then go to the logo box on the right hand side and
upload the University Logo by browsing to a file on your desktop. If you do not have a copy you can
download it here http://www.bristol.ac.uk/visualidentity /logodownloads.html.

us!OBDU B5 28 3989 Mon-Frl Sam-6pm (London)

Welcome alumni
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6- Continue down the right hand side of the page and fill in the additional information boxes. Set the
start time and date of your event, select the appropriate time zone depending on your location, ended
venue address, and your details as the host of the event.


http://www.bristol.ac.uk/visualidentity/logodownloads.html

7- If you continue to scroll down you also have the option to personalise the URL of you event or
change the background colour and set privacy options. If you want the event to be publically
searchable you can add categories and keywords to make it easier to find.

Personalise the link for your event: http:/ .eventbrite.co.uk

(enter lower case letters and numbers only) h Personalise uRI.
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(7) This event is private and should not be listed in the directory or on search engines.

8- If you continue to scroll down you will see a box called ‘Additional information” you will need to
return to this to display guest details on the page but first you need to set the event to collect
customer information. Firstly scroll to the top of the page and click ‘Save as draft’ a tab will appear on
the top left called ‘Manage’.
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9- Click the ‘Manage’ tab, which will bring up the event options, on the left hand side is the option to
collect custom information.

-w 141,611,918 ) E ISTUEN My Profile My Tickets My Contacts  Account  Help

Bristol University TEST EVENT (draft)

Find Attendees: Find
Manday, 19 December 2011 from 13:00 to 16:00 (BST)
£t Manage /# Edit © Preview Copy  Cancel Delete
i EVENT SUMMARY »
Status Total Sales Invitations Stats
REGISTRATION
Collect Gusiom Information Status: Draft @ Total Online Sales: £0.00 Email Invitations Sent: 0
Days to Event: 39 days Eventbrite Fees Owed: -£0.00 Resulting Transactions: 0
Event Page Language Page Views: 0 reset GRAND TOTAL: £0.00 Conversion Rate: 0%

9- Click ‘Collect custom information’ which allows you to select what details you wish to collect from
guests. Select ‘Collect information below for each attendee’ and tick the boxes below for both Bristol
Alumni and non-alumni tickets. Then tick the various details you want to collect for guests (normally
this would just First name, Last name and possibly email address). Remember you have the option to
set the fields as optional or mandatory. Click the ‘Add a question’ button to collect degree details
information and anything else you need.
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10- Type Bristol University Degree Subject as the title of your question, select the ‘Large Text Field’
option and tick the box that says ‘Show this question for specific ticket types’. This will then give you
the option to select which ticket type will display the information field. Select Bristol Alumni Ticket
and make sure the guest ticket is not ticked. The hit save.

REGISTRATION Q Create a new question

Collect Custom information

Event Page Language

Add News and Updates Title of your question

ANALYSE Bristol University Degree Subject
Google Analytics

ORDERS =
Edit Order Confirmations

WAITLIST
Waitlist Settings

Type of answer for this question

O Small text field
@ Large text field

SELL
Create Discount Codes © Type of multiple choice:
Create Affiliate Programmes ) Walver

Use Tracking Links

Optional Settings

] Show this question for specific ticket types
Select all | Deselect all

# Bristol Alumni Ticket

O Guest Ticket (non-Bristol alumni)

Save Changes Cancel

11- Repeat step 10 this time to collect the Alumni Graduation Year information.
Repeat step 10 this time to collect Alumni Postcode (this helps our data team locate them)

Once you have saved the changes on the main screen hit the edit tab to return to your event.
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12- Scroll to the bottom of your event page and return to the box called ‘Additional Options’. Click
‘Show attendee list on registration page’ then the name and degree details boxes are ticked.

ADDITIONAL OPTIONS

[0 Show number of tickets remaining on the registration page.
# Show attendee list on the registration page.

Include: First Name [State/Province (Work Address) *  @Bristol University Degree Subject
Last Name [CJJob Title * #@Bristol University Graduation Year
[JTickets Ordered [ Company *
[OCity (Home Address) ™ [OWebsite *

[JState/Province (Home Address) * [)Blog *
[JCity (Work Address) *

* These fields reqguire the collection of additional information at registration time. Learn More

[ Show custom header & footer.
O Track Registration Page using Google Analytics. ﬂ

13- You can preview your event to check how it looks and works by clicking the preview tab. Once you
are happy you can click publish.
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14 - By this point your event should look something like this...
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Event Details

Wine tasting and networking for Bristol alumni, Paris

17 Movember 2011, 7 pm

Foliowing on from the successful event held in June, Chryatelle Tasaios
(LLM Z005) has organised & wine tasting and networting evenng for Brato
alumni and friends. The venue on this occasion will be the chic and

mew Wine oy One close to Place Venddme.

‘Wina by One offers a novel approach to the traditional wine tasting
format. Guests put money on a card obtamed from the cashier, which is
tnen redesmed aganst a range of wnes, from winite, red, rosé and

Champagne with ‘tasting notea’ explaining the anigin of the wine, the taste,
etc. You can alao decde whether you want a full glass, half or just a taste.

Wenue: Wne oy One, 9 rue des Capucines, Para ler. Métro: Tuleres,
Madeleine, Opéra, Pyram.des.

Cost: Purchase on Cconswumption.

Calabar at The Address

Emaar Boulevard

Downitowen Dulnai

Dwinai, Dulbai

United Araln Emirates

Mondaey, 19 Decemioer 2011 from 13:00 to
16:00 [BET)

[ Add to my calendar

Hosted By

University of Bristol

[ Contact the Host

Description of your organisation

Booking information: f you are interested in attending this event please contact Chrystels Tassios

at bristol.alumnl.pars@gmal.com for further detals and to book youwr place. Please note the

booicing deadine 3 9 Movember.

Please note that all events are subect to change. We regularly post event updates and news to owr
aumni Facebook and Linkedin groups 80 you can keep in touch and reconnect with old friends. i
wou nave any feedoack or suggestions for fubure events, please contact the alumni team

atalumni@boristol. ac. uk.

Attendee List

Sam smith

John Brown
Bristol University Degree Subject: BA English
Bristol University Graduation Year: 1990

B2 ‘“iew other Liniversity of Bristol events

motifications. of

B Subscrioe to
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