oking to buy tickets? Visit the Event

,;_‘;\_.,, .

TixSuite - hO‘N to creaté an event

TICKET YOUR EVENT

1. Log in

Log in to the Eventfinda Promoter Portal with your account details.

eventfinda FEATURES YOUR EVENT v PRICING RESOURCES

Log in/ Sign up

Eventfinda Ticketing puts you in control. List your events for free, set up
v les in real-time, and manage your venue
s fast, easy, and puts control back in your hands,

s, view your sa

Username or Email Address

Sign In Wit Facebook

Forgot your password?

2. First eventis free

With TixSuite, your first event is free for up to 1,000 tickets sold within 90 days of going on sale.
When you come to list your second event you will be prompted to choose a TixSuite plan. We will go
through those sign-up steps at the end of this guide.

VIEW TIXSUITE PLANS

eventfinda | P
| & s
H Comiss Try Eventfinda TixSuite for free
cvens Vour first event s free for up to 1 within 90 days of on-sale

Setand keep booking fees, and get nue upfront.

*Terms & conditions apply.

Find Out More

) e
)

% Integration

® search

. Events Dashboard B
& Ticketholder:

Lot g

.

@ silling

o ferenc

o H -, " You have no events

© Create A New Event

3. Add event details

Click on the Create New Event button.

eventfinda FEATURES v YOUR EVENT v PRICING CASE STUDIES RESOURCES TART SELLING LOG IN



Enter your event details in the form provided including Event Title, Venue, Category and Sub-

Category, Session time/s, Website/s, and a short Description.

Top tips:

e Explain and sell your event with two to three engaging paragraphs in the description

o A brief summary of your event
o Event attractions
e Add an end (finish) time

Do not:
® Type in ALLCAPS
* Use emojis
® Overload the description with information
* Repeat exclamation points
e Include dates and times in the event title

Click save & Continue.
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i Reporting
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-
o]
& preferences
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[P
edit Ticketing Tckets & Setings  Images&Video  StrpeSetUp  SetUpAccount  Uploadlogo  Terms and Review
sessions Conditons
[ Ticket your first event for free with TixSuite*
Ticketing your first event with Eventfing I befree for up to 1,000t
days of on-sale. Yo ption payment only sarts when you create and submit your
Event Details
EventTitle +  Eventfinda Extravaganza
For anline events seect VitualLocation beowe
Venue Name +  Event Finda Venue
Venue Street Address + 50 Eveniinda Road
State + | New South Wales J
Town/suburb +  Syoney v
Town/suburb +  Central & C50 .
Town/Suburb *  Dariing Harbour .
Category +  Performing Arts .
SubCategory * | Comedy J
Date & Times
Sesslon(s) + Start Date + start Time + End Time
0610712024 & o vio vm v novifo v em v ©

Event occurring on multiple days? Add another session

Additional Information

Restrictions 18+ N
Websites  Website URL Website Name
o0
Event Description + | Join Eventfinda or a fun-fled evening of local comedy performers!
The Eventfinda venue i hosting this weekly comedy night to showcase al our localtalent as wellas international comics.
Doors open at 7 pm and you can enjoy snacks and drinks from the bar. Theline-up of four comedians wil Kick offat 7.30 pm sharp.
Embargo ) ) v|:[o0 | [om v
F set, your event will ot be shown on Eventfinda before the date & time specifed above

OfventindaPlyLiw2024  Help&Support  PrivacyPolcy  TermsofServke  ContactUs

4. Admission settings

On the next page, select which type of event you are running.

Select Free Event if you are running a free event and continue with the set-up process.

If you are selling tickets for your event, select Ticketed Event and then Sell Tickets with

Eventfinda TixSuite.

What type of event are you running?

%

Ticketed Event

My event requires tickets for entry

How do you want to sell tickets to your event?

Free Event

I'm running a free event



Sell tickets.with_ Eventfinda I have a ticketing agency Door sales only
TixSuite

Ticket and market your event with our
streamlined platform

People must buy tickets to this event People must buy tickets to this event
from another website at the door

Does your event need reserved seating?

Seating
Scroll down. Does your event need reserved seating?

Select General Admission if you do not require reserved seating or Reserved Seating if you do
require a seating map for reserved seating.

Click Save & Continue

If you selected General Admission then skip to step 7 of this guide.

eNe
o||o
oUo

General Admission Reserved Seating
My event does not need reserved seating My event will use a seating map for reserved seating

Go back to Edit Event

6.

If you selected Reserved Seating — Seating maps

If you selected Reserved Seating on the previous screen then you will now see the option to request
a seating map to be created for your venue. Once submitted you can continue with your event set-
up.

If you would like a seating map to be created, please email us at support@eventfinda.com.au and we will
be in touch within 3 business days. There will be an additional one-off minimum fee of $100 per map,
which may increase depending on the complexity of your requirements, in which case we will quote the
fee upfront. Please note that seating maps can take up to 15 business days to be processed.

oe
o||O

ouo

No seating maps available for this venue

If you would like a seating map to be created, please email us at
support@eventfinda.com.au and we will be in touch within 3 business days.
There will be an additional one-off minimum fee of $100 per map, which may
increase depending on the complexity of your requirements, in which case
we will quote the fee upfront. Please note that seating maps can take up to 15
business days to be processed.

4 Request Seating Map

Create ticket types and set Booking Fees
Enter your ticket details including ticket name, capacity, booking fee and price.

With TixSuite you can set a unique booking fee for each ticket type or apply the same fee across
all tickets. The fee amount can be set at your discretion, ranging from charging zero booking fees
to an amount that covers your expenses or more. Rest assured, all booking fees are yours to keep.

To cover your TixSuite monthly or annual Software-as-a-Service (SaaS) fees, you can choose to
incorporate them into your booking fee. Simply divide your TixSuite fee by your expected monthly
ticket sales and adjust your Booking Fee accordingly.

Top tips:
* Set the overall capacity in the session(s)
¢ Set the individual ticket capacities on the tickets
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¢ Include age descriptions on Child, Concession, Senior, or similar ticket types

Do not:
* Type in ALLCAPS
* Use emojis
* Repeat event name or the dates, times, venue, acts/entertainment in the ticket titles or
description

Click on the Save Ticket Type button.
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Comp Tickets

Iz Reports ~  #8 Tickets &Sesslons  f Settings @ Seating Map 1 Advanced =

Tisuite New

Create Ticket Type

TicketName + | GA

Single Ticket or Multi-ticket Type  Single Ticket v

Choose MultTicke I you want to sell ticketsin multipes of your choice .8 Family tickets
consisting of 4 tckets

Reporting Minimurm Purchase Quantity  Standard single icket v

able o be purchased in

Biling History. Maximum Purchase Quantity 20 tickets v

of tckets of thistype in

Preferences

e perpezon + (] 350

For Multtickets, I  Famiy Ticket consistng of 4 tckets cost $100, enter atcket price per person o

Booking Fees

Description

On-sale Time * ® As so0n as the eventis published

o oom Bl vilw awm
OftsaleTime + ® 1 hour defaul) | Priorto session start @
O| pommyyy 8 o v i 00 v AM v

This date wil apply for ai sessions

Tickets Avallabllity « ® Sell ths ticket with Eventfinda TixSufe

(O Display this ticket as unavallable for pre-purchase (e.g Door Sale tickets)

Admin Only ] Admin only tickets are unavailable to the public

Conce ket Seup
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Setting up Multi-tickets types

If you wish to create a Multi-ticket e.g. a Family Ticket or a Table of Six, simply select it from the
dropdown.

Select the Multi-ticket Quantity in the next dropdown.

® For example, Family Ticket (2 adults, 2 children) select 4.

You must then ensure that your Minimum Purchase Quantity is set correctly for your Multi-ticket
option.

e For example, for a Family Ticket (2 adults, 2 children) the minimum purchase should be set to
4 or for a Table of Six Multi-ticket, select 6 in Minimum Purchase Quantity dropdown.

Maximum Purchase Quantity restricts the amount of that ticket type available for sale

* For example, if set to 20 then you there will only be a total of 20 Family Tickets available for
sale which would be 80 ticketholders attending your event under that ticket type.

Please ensure that the Ticket Price Per Person entered is multiplies of the total cost of your Multi-
ticket.

o For example, if your Family ticket costs $100, the Ticket Price Per Person should be set at
$25. This ensures that each of the four ticketholders attending your event are counted in your
capacity per session.

Also, ensure that you enter your desired Booking Fees amount.
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Events In Progress

PastEvents.

Promo Codes

Customisation

Passes

Addons.

Eventfinda Extravaganza

Event Finda Venue, 50 Eventfinda Road
Saturday 6 July, 7:00pm - 11:00pm  Draft

Comp Tickets

122 Reports + £ Tickets & Sessions  Of Settings  © Seating Map & Advanced ~

TiSuite New

Create Ticket Type

meceename » e

31 Adrission, Early Bird, Concession

Integration

single Ticket or Multi-ticket Type | Muli-Ticket .

Choose Mult-Ticket Ifyou want to sell tckets in multples of your choice ¢ a Famiytckets
consisting of 4 tickets




& Ticketholders MultTicket Quantity | 4 tkers .

deg
L Reporting 481216, etc
# Venues
Minimurm Purchase Quantity | 4 tickets v
B silling History of tickets of
€ Gt Maximum Purchase Quantity 4 tickets v
@ HowToGuides The maximum number of tickets of this ype able to be purchased in asingle transacton.

Ticket Price Per Person +

Booking Fees

diferent

nue from this booking fee goes dire
charge zero booking fees to your tid

Description | Famiy o fourtckers for o aduls and wo chiren,
°®
Capacity Per Session or Use the session limit @
On-saleTime + ® Assoon as theevent s publshed
o pommvry B oo vilo v oam v
Off-sale Time + ® | 1 hour (default) | Prior to session start @
O| pommnyvy 8 o0 v i 00 v AM v

This date willapplyfor al sessions

Tickets Availability @ Sellthis ticket with Eventfinda TixSuite
O Display this )

AdminOnly () Admin only tickets are unavailable to the public

Cancel and return to Tickets

BT e N & 5. |

Confirm ticket setup

Confirm your event's session and ticketing details in the next screen.

Eventfinda Extravaganza

Event Finda Venue, 50 Eventfinda Road
Saturday 6 July, 7:00pm - 11:00pm Draft

|2 Reports ~ &8 Tickets & Sessions ~ ©f Settings  © SeatingMap € Advanced ~

I
Ticketing. Tickets & Settings  Images &Video Stripe SetUp  SetUp Account  Upload Logo Terms and Review
Sessions Conditions.
Ticket saved successfully
Ticket Types
On-sale Booking Max Per
Ticket Type Online Time Off-sale Time Price Fee  Sold Session Status
GA
. Eventinda Extravaganza comedy ight at o immedotey  SXEMI204a oo P T —
Eventfinda venue. 6:00pm

edit copy delete

10.

Ticketing settings
You can turn on any of the options shown to suit your event.
For example, add Ticketholder Contact Details to collect ticketholder names and phone numbers.

If you have your own event Promoters Terms and Conditions you can upload them if you toggle this
option on. These Promoters T&Cs will be displayed at the checkout of a ticket purchase and on your
event tickets.

Click the Continue button.

Ticketing Settings

Embargo NO
If set, your event will not be shown on
Eventfinda before your specified date & time.

& v|:| 00 v | PM v

Please specify a date and time.

Ticketholder Contact Details NO
Add contact details questions to collect the
name and phone number of every ticketholder.

Door Sales Available NO

Enable if your event has door sales (if not sold




1.

out prior)

Promoter Terms and Conditions NO
Do you have your own terms and conditions for
ticketholders of this event?

Add images and videos

Upload images from your computer. Your feature image must be sized at 1170 pixels wide by 504
pixels high, and be a .JPG, .PNG, or .GIF file type.

You can also add a YouTube or Vimeo video to your event listing. Enter the URL in the box provided.

Click the Continue button.

Eventfinda Extravaganza

Event Finda Venue, 50 Eventfinda Road

sat

urday 6 July, 7:00pm - 11:00pm  Draft

0
Settings  Images & Video  Stripe Set Up

Edit Ticketing SetUp Account  Upload Logo

Feature Image Cropping

12. Connect your Stripe account

You need to either create a Stripe merchant account or connect your existing Stripe merchant
account to Eventfinda TixSuite so all ticket sale funds go directly to you.

13. | don't have a Stripe account, what do | need to

do?

If you don't have a Stripe account already, simply click 'No' and click Continue to Stripe Connect.
Here you are able to create an account to manage your ticketing payments.

Or, if you would like to do this later, just click Skip.

Click Save & Continue.

B2 Connect your Stripe account

Create a Stripe merchant account or connect your existing Stripe merchant account to Eventfinda
TixSuite so all ticket sale funds go directly to you

Do you have a Stripe merchant account? *

O No

Yes

If you are creating a new Stripe merchant account, you will need your valid ID, bank account verification,
address verification, and business legal entity verification to hand. For help visit: What do | need to do to

verify my Stripe account?.

Continue to Stripe Connect >

14. | have a Stripe account



If you already have a Stripe account then simply click 'yes' and add in your Public Key and Secret Key

to connect your account.

Click Save & Continue.

&2 Connect your Stripe account

Create a Stripe merchant account or connect your existing Stripe merchant account to Eventfinda
TixSuite so all ticket sale funds go directly to you.

Do you have a Stripe merchant account? *

No
O Yes

Connect your Stripe merchant account to your Eventfinda TixSuite account so we can transfer your
event's reconciliation funds as you sell tickets.

To find your public key and secret key information navigate to the Developers section of the Stripe
dashboard and click on API Keys.

Public key *

Secret key *

15. Public Details

With TixSuite you are the point of contact for all Ticket Purchaser/Ticketholders event enquiries,
postponements or cancellations.

Enter your public details i.e. the details you want to display on your on your event listings that
people can contact you on. You must add a support email address but adding a support phone
number is optional.

Public Details

These are the contact details that will appear on your event listings.

" Name * | E \/‘

P or Address 1 *

street v l

Your address will only be displayed on a ticketholder's receipt.

Promoter/Organisation Address 2

Promoter/Organisation City * | Sydney v ‘
Promoter/Organisation Website
Support Email * | support@eventfinda.com.au v

Ticketholders may need to contact you with this email address for any event or ticketing queries.

Support Phone Number

16.

Financial Details

This is where you can add your GST number if you have one and the amount you want to set for a
Payment Processing Fee.

With TixSuite you have the option to set a Processing Fee as a percentage of total booking fees. This
applies to all ticket types and is set during your account set-up process. Opt for no Processing Fees
or select a fee that offsets your expenses. You keep all Processing Fees collected to cover your
Stripe costs.

Please note that under Australian consumer laws relating to payments, your Processing Fee should

accurately mirror your actual ongoing Stripe charges. However, you have the freedom to set your Booking
Fees as you wish, as they help offset your costs associated with event and ticketing management.

Financial Details

FCT Mimhar



Qa1 unwer

Payment Processing Fee 25 V| %

will be applied to all of your events. Based on A tions

stralian regula

regarding fees relating setting fees at 2.5% or less -

reflecting the Stripe payment proces to25

g fees range of 1

17. Private Contact Details

Please add your Private Contact Details here. These details are not shown to the public. They will
only be used if Eventfinda needs to contact you.

Click Save & Continue.

Private Contact Details

The ails are not shown to the public. They will only be used if Eventfinda needs to
contact you.
First Name * | Event v
Last Name * | Finda v
Address Line 1
Address Line 2
City / Town
Post Code
Phone Number * | 0061258456 v

18. Add your logo

Uplodad your organisation logo that will be displayed on your event's e-ticket and ticket
confirmation email templates.

Click save & Continue.

85 eventfinda & comscs -
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19.

85 eventfinda

| e

Eventfinda TixSuite Terms and Conditions

Please read this contract carefully & show your acceptance by ticking the checkbox. You may also
download these by clicking the PDF icon.

Click Save & Continue.
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20. Review your event

® B O ® N A 3 o

E

o B ® 2

This is the final page to review your event as it will appear once approved.

Click the Submit For Approval or you can click Save As Draft.
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When:  Saturday 6 July, 7:00pm - 11:00pm

Where:  Event Finda Venue, 50 Eventfinda Road
Restrictions: 18+
Online Tickets:  GA:$35.00

Listedby:  Event Promote

Join Eventfinda for a fun-filled evening of local comedy performers!

The Eventfinda venue is hosting this weekly comedy night to showcase all our local talent as well
asinternational comics.

Doors open at 7 pm and you can enjoy snacks and drinks from the bar. The line-up of four
comedians wil kick off at 7.30 pm sharp.

Submit For Approval

OEvenfindaPly L2028 Hep&Support  PriacyPoley  Termsof

21. Done!

Your event has now been submitted for final approval.

The approval process for events ticketed with Eventfinda is 1-2 business days.

22. Listing your second event with TixSuite

When you come to list your second event with TixSuite you will need to choose from one of three
plans:Starter, Essential or Professional. You will be prompted to do so during your event set-up
process.

Don't see a plan that suits your event or venue? Get in touch so we can create something that works
for you under a Enterprise Plan.

Your subscription payment only starts when you create and submit your second event.

Sign up annually to save 20% on your subscription plan and if you don’t run events all year round,
you can pause your monthly plan whenever you want.

Once you select a plan you will be taken to a payment screen to add payment details and
click subscribe to complete the process.

Find out more about the TixSuite plans.

VIEW TIXSUITE PLANS

Choose a TixSuite plan from the options below

Flexible plans designed for you. Instantly upgrade anytime to access more features or downgrade at the end of your billing period if
you want to keep it simple,

N Y L] W

Starter Essential Professional Enterprise

$37 $26/mnmh $43 $34’mnmh $65 $52/mnmh Request

LIST YOUR EVENT

RETURN TO GUIDES
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