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Setting up an account in Evenbrite

1 GO tO 0 Mioe % | P Hiins i @ Fcis % | Bl 0PG % | @ Attene % | @ Eika: X | G onower X | J Boee X | f MW X | @ Copy X | G et X @ B % 4 - a
. L Y]
Eventbrite.com.au eventbrite @

website
2. Tosign up enter e

your email address Signuporlogin
3. Then Click ‘Get \
Started’

@ ConinsonithFocabook

£ Type here to search

0 e x| P ontos % | @ Fats x | @ facts x | EIPC % | @ Ater % | @ Eikat X | G oume % | b X | B NSW X | @ Comy X | G oot X @ e x4 - 5 4

To create an account: .

@ O @ eventbritecom.au/signin/signup o » O

1. Enter email address eventbrite O
2. Retype email to
confirm a2
. Enter first name Welcome
. Enter surname S

Enter password -

oUW

Click ‘Sign Up’

H 2 Type here to search
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Creating an event!

YOU W|” then be able tO :JMm;c ﬁP Mre:m:e:;_; | @ st x B PC x | @ Atter X | @ Eikat X | G onewe % | J oo X | BN X | @ Coy X | G oment X @ Bew x4 V— *ﬁe
Create an event! oventbrife Q. s + y 8

We're here to help

See ourlatest COVID- 18 resources ta stay safe and man:

Click on the ‘+Create
Event’ tab on the to

right Connect through

online events

Al Foryou Taday isweekend  Free  Music  Food&Drink  Charity & Causes

202 A B epot Q00T A Show all

Type here to search

8
B -

0 Moo x | P b x | @ foash x | @ famsh x | [ (0PGH X | @ At % | G reweo x | 4 Bueeed X | i NWC X | @ weee X | G ennh x @ Fober x4 - B

You will then be askeda ., . 7~ " " >y
few questions to buid
your first event.

Generally, your answers . .
would be like this: Let's build

1. Newbie/’*w“r_ﬁﬁt//>

Just me event

2.
4. Then select o
‘Next’

What's your level of experience hosting
events?

Newbie - This is my first event

4‘2% How many people help plan your events enline?

Just me ~

How often do you plan to host events?

Weekly

O repont-202007-20_wlx & B report-2020-07-20 vl ~ Show all

H £ Type here to search
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You will then be asked
questions about your
event.

Generally, your answers
would be like this:

attendees
1. 20 attendees of
fewer et

2. Other
Family & Education
4. Then select ‘Next’

w

0 Mo % | P hitess % | @ Foctsh % | @ factsh x | [ 0IPGN X | @ At X | G rowem % | 4 Emesd X | e NOWC X | @ wwms X | G ot X @ P x4+ - 8

€ C O & sventbritecomauonbasding * * 0

How many people do you expect will attend
this event?

About your

20 attendees or fewer

ﬁ\ What type of event are you hosting today?

Other

How would you categorize your event?

Family & Education

B ropot 20000720 sl A Show sll

B et 20200120 A
n A Type here to search

You will then be asked
for some Basic Info
about your event.

Select ‘Continue’

0 e x| P ohps x| @ oas x| @ facts x | MAOIPC x | @ Atien X | @ ket X | G oo X | J Do X @ Dew x B MW X | @ Howl X | G e x | + - 8

€« C O @ eventbrite.comawmanage/events/create it 8

-

[ [—
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Entering basic info
about your event

1. Add an Event Title
(name of your
playgroup/session)

2. The next few fields
will automatically
be generated from
the info you have
previously provided,
if not, just enter
these categories

3. No need to ‘Enter
tag’

4. Organiser will be
you OR Playgroup
NSW

5. Then click ‘Save &
Continue’

P Type here to search

Entering the Location of
your event.

1. Click on ‘venue’

Venue Name
3. The street address

venue

L
2. Then enter the \ —
will populate
automatically ON
it recognises the

Street Address

pE———— I
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Enteringthe dateand [T ITTT T T e
time of your event. eventixite

1. Select ‘Single Event’
2. Select the start date

from the calendar
3. Select the end date
from the calendar Dateandtime =~~~ .
4. Select the start time
. Select the end time .‘D
6. Then click ‘Save &

. i

wn

Continue’

B por 20204720 s~ | B
n £ Type here to search

The basic details of your """

C O @ eventbritecom.au/mansge/events/ 114088267078/ details  * O

event will be display on
the left-hand side of the e anc i

Playgroup

THIS PAGE IS WHERE 0 o
YOU ADD THE DETAILS .o.

OF THE EVENT

Drag & drop or click to add main event image.

Entering an image for
your event.

Description

1. Click on this box to
drag or select an
image to display for L
your event [a | s

T B i m i

preerd “
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Select an image from
your computer to
upload (you do not
need to display an
image) Contact
Playgroup NSW to
obtain a logo for your

group)

Pennant Hills
Playgroup

Manage Artendees

bipes % | @ Foctsh % | @ fatst x | W]

O @ eventbrite.com.au/manage/events/114088

PENNANT HILLS

@ PLAYGROUP

B pot 0T A B report-2020-07-20 Showall
u R Type here to search

. e e 0 Moo x | P oty X | @ Fectst x | @ s x | [] m1Peh x | @ Attenc X | @ Ehas X | G X | § Breed % | i OWE X @ Bt X G event x| + - 8

Enterlng a descrlptlon « C 0 @ eventbriecomau &« » g

of your event.

Pennant Hills
Playgroup

Tus, 28 Jul 2020 10.30 AW

1. Enter a summary of
your event — up to
140 characters

@ e

2. You can add further.nmﬂ,\>

Dashboard

details in the
second field if you

Ordar Options

\ 4

need

3. Then click ‘Save’

| = R

Add Toxt Add Image Add Videa

6|Page
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Tickets —

« C 0 ae

This is where you get to eventbrite

select the number of Pennant Hill
Playgroup

tickets you want

Tue, 28 1u| 2020 10:30 AM

aval!able for your - .
session. The max Ot ..H

number of participants ©
is 20 (inc both adults
and children). Staff are
not included in this

number.

1. Click create ticket
2. Then select ‘Free’
3. Then add quantity
4. Then select sale

start date/time and
sale end date/time
5. Then click ‘Save’

This page now tells you
that your tickets are eventbrite
ready to go on sale.

Pennant Hills
Playgroup

Tue, 28 Jul 2020 10:30 AM

DO NOT click on the

PUBLISH button at this
point as you will need
to enter further
information on the
Privacy Settings tab
(refer next page for
further details)

7|Page
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0 oo % | P obioss % | @ fuctst x | @ factsn x | [ 0PGN X | @ Attende X | @ EdaS X | G nmer X | J bueed X | flg MWO X @ Dot %X G et X | 4 - 8 x

Privacy Settings

€ C O @ eventbrite.com.au/manage/events 114088267078/ privacy i » 8

eventbrite

Pennant Hills

1. You will then need et
to make your event 7
‘private’. Go to
‘Privacy Settings’

2. Inthe privacy field,
change to ‘Private’

3. Then select the
option ‘Anyone with
the link’

4. Then if you are i
happy with all the
information, click
Publish Event

5. Ifyouare not yet
ready to publish the
event, you can
schedule for a later
date (see next page)

Privacy settings
ey

ublic, o s it a little mare exclusive? Mansge

© e
@ vwr

20, B ropot 2000720 e~

O repon 00T A A
n 2 Type here to search

Q Meos x | P hipey x | @ s x | @ faash

G onoweo X | 4 Broed X | g NWO X @ Dens X G oeventh X | 4 L

Congratulations, you
have now finished
creating an event!

€ C O @ eventbritecomauw/myeventieid=11:

Congratulations!

[ Hills

& report
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@ o x | iron x | g nswo s | Q1 ieoe x| P e k@ fwor % PP fesh % | P Mmpss ok | @ Pash x | NewBb % | K Semch % | Newb x| 4

Publishing Now V ——————————————— —
Schedule Publish eventbrite 5
612months
You may not be ready R um
for your event to be ® nose
published straight away, @ =
so you can schedule a ) et
future date for it to be

published on Eventbrite

Privacy settings

[ —————

A2 Type here to search

Q@ e x | von x | g nowe x | Q0o x | P obens k@ feon x P omash x | P g x| @ Rash % | Mesb

Schedule Publish ——————

511449121

If you would like to
schedule your event to
be published on a
future date, just select Schodulo Publish
the relevant date and
time and then select
‘Schedule’

Ll © Type here to search
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Postpone, Cancel or
Delete an Event

You have published OR
scheduled to publish an
event however you may
need to postpone,
cancel or delete the
event. Do not worry, it
is easy to do!

1. Find the event you
would like to delete

2. Clickonthe3
vertical dots

@ sieros x | [ @ron x | g nowe x | Q] @7k x| P b x @ fean x P raash x | P sy x| @ faash X | Newlb % | K sewchi X | Newlb X | 4
€ 3 C O & eventbritecomaiongamizations/events/allipg=2
19 “ -
[ SRS
ans a0 * Onsale
Interactive Baby Play | Babies 0-6 monthe (26 August)
I - o
P 218 as000 + OnSal
26 -

| Oider Babies 612

E;i T s as000 + Onsul
ELI 75 R —

Baby Play | Dider Babies 5-12 months

0115 as0.00 Scheduled

A80.00 * GnsSale

3. Then select ‘Edit’

Q Meos x | B3 @0t x | M Nwo x| 3 00h X | P x @ fwon x P mash x | P s X | @ P9 X | NewBb X | & Sewch % | Newdd x| +

€ 3 C 0 & ewentitecomaulorganizations/eventy/alipg=2

jgroup | Thursday 20th August 2020

v PRy Babies 0-6 months (26 August)

| Older Babies 6-1

Intecactive Baby Play | Oider Baties 6-12 months

2 =
Privato
. CopyURL
: ¥ AS
BES
Private Copy Event
1 Postpene
. 00

it i et com aulede7ed=114091206260

2 Type here to search
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4. Once in the event L3 C O @ eventbrite com aw/m: ts/ 114491206280/ basicinfo -

5.

O micos x| B ron x | g wowo e | W pon x | P e x @ fwor x P oraceshox | P obpss % | @ Rash x | NewBb 3 | K sawchi x| Newd % | 4 - o x

» 8
click on ‘More .
-
Interactive Baby Play |
Older Babies 6-12 Basic Info

Nar

Then from the drop
down select ‘Cancel
Event’

months
Tue, 1 S6p 2020 11:00 AM

Swiich Evert Intaracirve Baby Play | Older Babies 612 manihs

© oo
Add i

e -

artous a
L [——— B
N —— o
Onder Optic

o

Location

Help peaphe in the arsa discover your event and let sttendees know
Ay wharwta homup

[« PR

Q@ o x | B R x

On the next screen g
you will have the
option to
postpone, canel or
delete the event.
Select the option
that best suits you

e e x | ] wes x

C O @ ewentbrite.comawmar

P o k@ fwor % PP fesh % | P oMmpsy x| @ Poash x | NewBb % | K semch x | Newb x| 4+ - o x

nage/events/ 114491206280/ basicinfo

Cancel Event

Cancsl Confirm

Ll © Type here to search
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Viewing your Published events!

0 wos x| P b x | @ Fectsh x| @ Foctsh x | ] C0PGY x | @ Attend X | @ EikaS X | G mowes X | J Ewesd x | i NWC X @ Bent X G oevenh X | 4 - o
Once you have

€ 3 C o (T ——— & % g
published your events
you can view them on Events
your ‘Manage Events’ Q e St .
page

1. Yourevent should
be listed here (note
it is marked
‘private’)

2. Youthen need to
click on the 3

vertical dots i T b 70
3. Select ‘Copy URL % % L
and then paste this “‘m
link into an email to 8 o | 8 ooy S Sroma
share with your < R s - s : - o

families (see
example below)

4. You can then also
copy this event for
the next playgroup
session, you just
need to change the
date, publish, and
share the link with
your families

An example of the URL  https://www.eventbrite.com.au/e/114088267078
link for you to include in

your email invitation or

to share on Facebook

12| Page
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Afteryou have selected "7 0 TR e e s me e e
‘Copy Event’, this page
will pop up. You can peman i

copy this event for all

the dates your
playgroup is meeting.
You just need to change ¢ ...
the following:
1. Event title (take out
words ‘Copy of’)
2. Event starts date
Event ends date
4. Amend any other
details and then
select ‘Copy Event’
5. Then check Your
Events page to see
the listings

w

13| Page
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What families will see

What does the page
look like for your
playgroup families?

When you send the URL
link, the families will
click to register for the
session, the page will
look something like this.

They just need to click
‘Register’

NewTab x | B @ o
« C O & eventbrite.comaue/irusl-playgroup-tuesday-28th-u * * O :
eventbrite C Browso Evant: Croato Evant folp 2

Virtual

Virtual Playgroup | Tuesday

Playgroups

Playgroup NSW will be-d8Tivering a series of Virtual Playgroups during Date And Time

Tus, 28 July 2020
10: 5 AM

About this Event

Location

Online Event

[ R

On the registration page
they will be asked to
select the number of
tickets they require. If
they have 1 child, they
will need to select 2
tickets. Each adult and
child are required to
have a ticket. Each
additional child will
require a ticket.

Then select ‘Register’

<
Virtual P IT day 28th July 2020 I
o Ploygrou ) Tuesdy 28t iy Virtua _
Playgroups
General Admission 9

3REMAINING Sales endor

Faoradiy ventbrite

£ Type here to search
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They will then need to
complete the relevant
information to register
for the event, first
name, last name, email
address.

(Unfortunately we can
not obtain the child’s
details when the family
registers).

Then select ‘Register’

Bl © e here to search

Checkout

Contact Information

The families will then be
directedto a
confirmation page.
They will also receive an
email confirming their
attendance.

Bl © e here to search

Thanks for your order! #1402481308

’ Playgraus NSW

rounsGome1o
Virtual Playgroup | Tuesday 28th July
2020

2TKETS SENTTO AT
esmithplaygroupnsw.arg.au Tue, 28Jul 2020 10:30.AM
Change 1115 AM AEST

View Ticksts.
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