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1. Basic event navigation
2. View list of attendees & create 

name badges
3. View Custom Questions
4. Check in attendees
5. Manage waitlist
6. Resend confirmation emails
7. Email attendees
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● Blog: Eventbrite Workspaces Navigation

● Video: Navigating the Eventbrite Workspaces

Basic Event Navigation

Resources

● Depending on level of access, each Account and 
Event has a variety of menu options you can 
navigate to. 

● Six main Workspaces are available at an Account 
Level

● Four main menu options (plus sub-menus) are 
available at the Event Level

Things to know

https://www.eventbrite.com.au/blog/eventbrite-workspaces-navigation/
https://www.youtube.com/watch?v=CKjK3FDmY-M
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● View, search, and manage orders

● How to edit attendee information

● View your Attendee Summary report

● View and export an Orders report

● Print a check-in list

Viewing Attendee Information & Creating Name Badges

Resources

● Depending on level of access, there are a few  
ways you can access Attendee Info:

○ Via Manage Attendees > Orders

○ Via Manage Attendees > Attendee List

○ Via Reporting Workspace > Attendee 
Summary Report

● Attendee Summary Report and Orders Reports 
can be exported to Excel and CSV. files to create 
lists for name badges

● ‘Attendee List’ can be exported to PDF and can be 
printed for manual check-ins on the day and/or 
sent to a printer for badges

Things to know

https://www.eventbrite.com/help/en-us/articles/296681/how-to-view-attendee-orders-in-eventbrite-music/
https://www.eventbrite.com/help/en-us/articles/544246/how-to-edit-attendee-information/
https://www.eventbrite.com/help/en-us/articles/761718/how-to-edit-and-export-an-attendee-summary-report/
https://www.eventbrite.com.au/help/en-au/articles/855993/how-to-customize-and-export-an-orders-report/
https://www.eventbrite.com.au/help/en-au/articles/594538/how-to-print-a-check-in-list/
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Viewing Attendee Information & Creating Name Badges
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Viewing Attendee Information & Creating Name Badges
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Viewing Attendee Information & Creating Name Badges
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● How to view responses to custom questions

View Custom Questions

● You can export the report or scroll to the right on your 
report preview to see responses

● If you want to see specific responses, choose a 
response from the "Survey answer" drop down.

Resources

● Custom questions can be added at checkout so 
Organisers can collect extra information from 
attendees.

● Common questions include:

○ Food requirements/dietaries

○ Data collection  - e.g. ‘how did you hear 
about this event?’

○ Names of other group members

● As of August 30, 2023, custom question responses 
more than two years old will no longer be available 
to view, so make sure you save content for old 
events.

Things to know

https://www.eventbrite.com/help/en-us/articles/588323/how-to-view-responses-to-custom-questions/
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Viewing Custom Questions
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● Download Organizer App - Apple

● Download Organizer App - Android

● What do Eventbrite tickets and confirmations look 
like?

● Print a check-in list

● Check in attendees from your computer

● Check in attendees at your event with the 
Eventbrite app for organizers

● Prevent attendees from sharing tickets

Check-in Attendees

Resources

● Checking-in Attendees to your event can happen 
both on desktop and via the Organizer App 

○ Via Manage Attendees > Check-in

○ Organizer App (needs to be downloaded to 
your device)

● Attendees can be checked-out via the same 
methods

● Bulk check-in not available

● In the App, you can see real-time sales and check 
in numbers, sell tickets, check in tickets to your 
event and access easy order management options 
and attendee information

Things to know

https://apps.apple.com/us/app/eventbrite-organizer/id368260521
https://play.google.com/store/apps/details?id=com.eventbrite.organizer&hl=en&gl=US&pli=1
https://www.eventbrite.com.au/help/en-au/articles/583361/what-do-eventbrite-tickets-look-like/
https://www.eventbrite.com.au/help/en-au/articles/583361/what-do-eventbrite-tickets-look-like/
https://www.eventbrite.com.au/help/en-au/articles/594538/how-to-print-a-check-in-list/
https://www.eventbrite.com.au/help/en-au/articles/126937/how-to-use-a-laptop-to-check-in-attendees-at-your-event/
https://www.eventbrite.com.au/help/en-au/articles/741083/how-to-check-in-attendees-at-the-event-with-eventbrite-organizer/
https://www.eventbrite.com.au/help/en-au/articles/741083/how-to-check-in-attendees-at-the-event-with-eventbrite-organizer/
https://www.eventbrite.com.au/help/en-au/articles/308105/how-can-i-prevent-attendees-from-sharing-the-same-ticket/
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Check-In Attendee
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Check-In Attendee (via App)
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● How to set up an event waitlist

● How to release tickets to the waitlist

● How do I remove someone from the waitlist?

● Tickets are still available, but people are on the 
waitlist. What should I do?

Waitlists

● Refunding tickets will return them to the general public 
allocation - best practice is to release waitlist tickets 
and wait for them to be claimed before issuing 
refunds.

Resources

● You can set up a waitlist that automatically triggers 
when a specific ticket type sells out or when your 
event reaches capacity. 

● You can release tickets to people on your waitlist 
from the Manage Waitlist menu option within each 
event. 

○ Choose "Manage Waitlist" (under Order 
Options), select the people you want to offer a 
ticket to, and click the "Release Tickets" 
button. 

○ An email with a link to register is sent and the 
person needs to register within the “Time to 
Respond” you set in your Waitlist Settings to 
claim the spot (and ticket).

Things to know

https://www.eventbrite.com.au/help/en-au/articles/811539/how-to-set-up-an-event-waitlist/
https://www.eventbrite.com.au/help/en-au/articles/817355/how-to-manually-release-tickets-to-the-waitlist/
https://www.eventbrite.com.au/help/en-au/articles/161790/how-do-I-remove-someone-from-the-waitlist/
https://www.eventbrite.com.au/help/en-au/articles/693972/tickets-are-still-available-but-people-are-on-the-waitlist-what-should-i-do/
https://www.eventbrite.com.au/help/en-au/articles/693972/tickets-are-still-available-but-people-are-on-the-waitlist-what-should-i-do/
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Waitlists
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● Resend Confirmation Email

Resending Order Confirmation Emails

● Tickets can also be sent in bulk using the ‘Emails to 
Attendees’ tool.

○ Attendees will be sent a link to print their tickets

○ Ensure the below box is checked when creating 
and sending your email

Resources

● Attendees receive confirmation emails after 
registering for an event 

● These emails include their receipt, event details, 
and PDF tickets (if enabled). 

● You can resend confirmation emails by going to:

○ Manage Attendees > Orders and then 
navigating to the particular Order

○ Once you have found the Order, hit ‘Actions’ 
drop down menu and choose ‘Resend 
Confirmation Email’

● Sending a confirmation email to a different email 
won’t affect the order - simply type in the new 
address when prompted

Things to know

https://www.eventbrite.com/help/en-us/articles/810506/how-to-resend-an-order-confirmation-email/
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Resending Order Confirmation Emails
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● Email Registered Attendees

● Video: How to Send an Email Update and Event 
Reminder Message to Your Attendees

Email Attendees

Resources

● You can send event reminders or updates to your 
existing attendees via Manage Attendees > Email 
Attendees

● Emails can be scheduled

● Emails can be sent anytime while your event is live 
and up to 10 days after it ends (great for 
post-event surveys)

● Not to be used for Marketing purposes or 
promoting future events

● EB auto-creates an event Reminder that’s sent 
48hrs prior to the event - this can be deleted if 
necessary

Things to know

https://www.eventbrite.com/help/en-us/articles/484221/how-to-email-your-attendees-through-eventbrite/
https://www.youtube.com/watch?v=XL0WO2InEdU
https://www.youtube.com/watch?v=XL0WO2InEdU
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Email Attendees
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Help Centre

24/7 Live Chat

‘Request a call’ (Mon - Fri)

SUPPORT

1919

https://www.eventbrite.com/help/en-us/
http://www.eventbrite.com/support/contactus

