
EVENT BRITE GUIDE: 
 
1 – Log into your account and click the green button ‘Create new event’ 
 

 
 
2- Enter the title of your event then click on the green button that says ‘Create a ticket’. 
 

 
 
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. 
 

 



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’) 

 
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. 
 
 

 
 
 
 
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. 
 
 

 
 
 
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’. 
 
 

 
 
 
 
 
 
 
 



 
9- Click the ‘Manage’ tab, which will bring up the event options, on the left hand side is the option to 
collect custom information. 
 
 

 
 
 
 
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. 
 
 

 
 
 
 



 
 
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.  
 

 
 

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. 
 

 
 



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. 
 

 
 
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. 
 

 
14 – By this point your event should look something like this… 
 
 



 
       

 
 
 
 
 
 
 


