
TicketSignup
101
A TicketSignup Onboarding Guide



Today’s Agenda

● What is TicketSignup

● Event Setup (Wizard)

● Payment Account Set Up

● Ticket Event Dashboard

● Event Website
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What is TicketSignup
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$3B
Amount

We’ve Helped 
Customer Raise 

30+
Events Using Our 

Platform

We Are Event
Technology Experts

Always Free
We believe everyone deserves powerful, easy-to-use technology to improve 
their events. No subscriptions.

You Have Control
Your data is always your data, and your brand is always first. You have full control 
over the settings and features you enable. No contracts.

Fast Purchase
A streamlined purchase path reduces your drop-off  rate and increases event 
attendance.

100% US-Based Customer Support
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About TicketSignup
What is TicketSignup

● Great for simple, complex, and multi-day 
events

● Custom questions, waivers, and notifications
● Refund policy and chargeback management
● Merch Store
● Self-serve ticket management for attendees 

and directors
● Mobile CheckIn App
● Free website and email marketing
● Free tickets are free!

ALL 
INCLUDED
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What We Charge
To keep our platform free (and keep us in 
business), we charge a processing fee to the 
purchasers on each monetary transaction.

Ticket and Registration Processing Fees
Pass to your supporters or give them the option to cover

Cart Total Fee

$0 $0

$0.01 - $249.99 6% + $1

$250 - $999.99 5% + $1

$1,000+ 4% + $1

*** Inclusive of both credit card and platform fees! Volume discount pricing available.***
Free events are always free. 

6%+$1
Per Transaction 
(Not per Ticket)



What is TicketSignup
 Tickets vs.

Registration
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PARTICIPANTS REGISTER
● Extensive information collection for each 

participant
● Require multiple interactions (waivers, 

participant management, results) 
● Need participants to have accounts to manage 

their event.
● Want to include peer-to-peer fundraising
● Want to offer team participation

ATTENDEES BUY TICKETS
● Easier & simpler than registration
● Less information collection or information only 

for ticket purchaser 
● Bulk purchase of tickets 
● No account required for ticket management
● Donations only
● No team participation
● Grouping of tickets to simplify display when an 

event offers complex options 

While there are “normal” fits, like a 5K needs registration and a gala uses ticket events, the best product 
depends on the specifics of your event. Not sure? Just ask!



What is TicketSignup

Traditional
Ticket Events
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● Festivals
● Music Concerts
● Golf Tournaments
● Galas
● Luncheons and Dinners
● Conventions
● Holiday Light Shows
● Halloween Events
● Corn Mazes
● Cornhole Tournaments
● Wine Tastings



What is TicketSignup

Out of the Box
Ticket Events
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● Voting Contests (Pet, christmas 
tree, etc)

● Scavenger Hunts
● Oyster Roasts/Seafood Broils
● Fashion Show
● BBQ Fests
● Monster Truck 
● Rodeos



What is TicketSignup

Simple Ticket Event vs. MTE Timed Entry
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MTE Timed Entry Calendar-Based Ticketing
● Designed for extended or timed entrance 

○ Example: A haunt with 4 time slots each 
Fri-Sun for 5 weeks

○ Example: A tour or escape room open 
year round

● All actions based on the calendar and times.

MTE Timed Entry Ticketing is accessed via a separate 
event Wizard. A webinar on MTE Timed Entry will take 
place next Thursday, April 3rd at 2:00pm 

Simple Ticket Events
● Easy setup for events with one or limited days

○ Example: Spectator Tickets for a Track 
Meet

● Can be grouped (I.E., VIP and General Admission)
○ Example: Festival Tickets for Friday, 

Saturday, and Sunday, with VIP & GA 
options for each day + a bundle of all days

This webinar will cover setting up your Simple Ticket 
Event. Not sure which Wizard to use? Email us at 
info@ticketsignup.io for assistance.

mailto:info@ticketsignup.io


Event
Setup
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Create 
A Ticket Event
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Event Setup
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Event Setup

● Event Basics
○ Name
○ Date and Time
○ Description

● Event Type

Ticket Event Wizard
Step 1: Basic Info
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Event Setup

● Contact Information
● Event Location

○ Description
○ Address
○ Time Zone

Ticket Event Wizard
Step 1: Basic Info
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Event Setup

● Event Visibility
● URL Identifier

○ Short URLs
○ Custom domain

Ticket Event Wizard
Step 1: Basic Info
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Event Setup

● Enable donations
● Goal, description, logo
● Donation Levels

Ticket Event Wizard
Step 1: Basic Info
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Event Setup

● Event History
● Contract

Ticket Event Wizard
Step 1: Basic Info
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Event Setup

● Simple ticket options
○ Advanced tickets (ticket 

groups) in the 
dashboard

● Purchase periods and pricing
● Waiver

Ticket Event Wizard
Step 2: Tickets
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Event Setup

● Banner
● Logo
● Color Scheme

Ticket Event Wizard
Step 3: Website Options
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Event Setup

● Payment Setup
○ Create New Payment Account
○ Use Existing Payment Account
○ Send Setup Instructions

● Processing fees
● Finish ticket event wizard and access 

event dashboard and website

Ticket Event Wizard
Step 4 & 5: Payment & Finish



Payment Account
Set Up
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Payment Account
Setup

● Be sure to setup early!
● Legal Entity (name, contact 

information, tax ID)
● Control person and payment 

account owner information
● Direct deposit or check

○ Banking information for 
direct deposit accounts
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Payment Account Setup



Payment Account Setup

Payment
Verification

● Verification Process
○ Adyen verifies accounts 

during business hours
○ NACHA

● Document uploaded needed
● Accepted Documents

○ Voided Check
○ Bank Statement
○ Letter from the bank
○ Screenshot of online 

banking



Payment Account Setup

Payment Verification:
Bank Statement

● Bank Statement
○ First page only
○ Dated within the last 2 months
○ Full Account name

■ Must match the legal 
entity 

■ Use DBA section 
○ Account number
○ Bank Name & Logo



Payment Account Setup

Payment Verification:
Voided Check

● Check 
○ Blank with exception of 

VOID notation
○ Full Account name

■ Must match the legal 
entity 

■ Use DBA section 
○ Account number
○ Routing number
○ May not be a starter check



Payment Account Setup

Payment Verification
Bank Letter

● Verification Letter
○ New Accounts

■ Does not have a statement or 
check

○ Full Account name
■ Must match the legal entity 
■ Use DBA section 

○ Account number/Routing number
○ On bank letterhead with bank logo
○ The Date (within 1 month)
○ Employee Signature



Payment Account Setup

Payment Verification
Online Banking Screenshot

● Screenshot of Online Banking
○ Bank Name
○ Bank Logo
○ Full Account name

■ Must match the legal 
entity 

■ Use DBA section 
○ Account number
○ Routing number
○ The date



Payment Account Setup

Payment
Verification

● Pending Completion by 
RunSignup

○ Quick Manual Review by 
Risk Team

● IRS Letter is requested
○ EIN & Legal Entity do not 

match
● Payment Account Approval

○ Automated Email 



Payment Account Setup

Payment Setup
Common Mistakes

● Common Mistakes that lead to 
rejected payment accounts

○ Ripped or stained images
○ Selfies
○ Blurry images
○ Old documents
○ Used checks
○ Incorrect documents

■ Deposit Slips
■ Banking agreements

○ Mismatching data



Ticket Event
Dashboard
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Accessing your 
Dashboard
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Ticket Event Dashboard

TicketSignup.io >> Profile Icon >> My Ticket Events Event Website >> Profile Icon >> Ticket Event 
Dashboard



Use
Search
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Ticket Event Dashboard

Purchaser Search

Menu Search



Ticket
Insights
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Ticket Event Dashboard

● Quick view of tickets sold
● Tickets sold, transaction 

dollars, pageviews
● Heatmap
● Sources (referral, email, 

custom, etc.)
● Not for financial use



Advanced
Tickets
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Ticket Event Dashboard

● Ticket Groups
○ Multi-day events or 

categorize tickets
● Ticket Group Dates
● Ticket group tiles
● Combo tickets

○ Example: All child tickets 
must be purchased with 
an adult ticket

 Tickets        Advanced Tickets       



Information
Collection
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Ticket Event Dashboard

● Ticket/Ticket Group 
level settings 

● Purchaser
● Individual Ticket 

 Tickets        Information Collection      



Custom
Questions
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Ticket Event Dashboard

Collect additional information

● Asked in ticket purchase path
● Multiple choice, free 

response, Image
○ Free response 

validation
● Per ticket or per purchase
● Required or optional 
● Limit to specific tickets

 Event         Questions     



Setup
Coupons
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Ticket Event Dashboard

Offer discounts to specific groups (ie. 
sponsors)

● Name your code
● Determine discount (% or $)
● Choose discount type
● Eligibility dates
● Define what can be discounted
● Set up restrictions

 Financial         Coupons     



Enable
Donations
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Ticket Event Dashboard

● Enable in the wizard or the dashboard
● Customize logo and language for donations
● Add donation levels
● Attribution settings
● Checkout add-on
● Tax deductible info

 Donations         Donation Setup     



Setup
Store
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Ticket Event Dashboard

● Add-ons or standalone store
● Item name, pricing, and availability 

dates and product availability
○ Limit to specific tickets

● Variants and variant pricing
● Display Options
● Quantities 
● Ticket bundles
● New calculated store items

 Store          Store Setup     



Ticket
Reports
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Ticket Event Dashboard

● Ticket Purchases vs Individual 
Tickets

● Search filters
● Customize columns to show 

specific information (custom 
questions, store items, etc)

● Saved Reports (search fields, 
columns, customize columns)

● Summary Reports

 Tickets        Reports     



Financial
Reports
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Ticket Event Dashboard

● Transaction summary 
and breakdown

● Amount owed/paid
● Payments

 Financial          Financial Summary     



Event
Website
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Ticket Event
Websites
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Event Websites

Every event setup on TicketSignup comes with a 
free, automatically created event website with 
default content.

To enhance it you can:
● Showcase your brand
● Add unlimited content 
● Make it look professional 
● Include key information (automatically)



Event
Theme

● Color scheme
● Logo and banner 

image
● Custom wording
● Social media/links
● Short URLs

○ Can also add a 
custom 
domain
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Event Websites

 Website         Website Theme     



Website 
Builder

● Custom and system pages
● Custom sections and 

components
● External Links
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Event Websites

 Website         Website Builder    



Website
Builder

● Section settings
○ Background
○ Borders
○ Full width

● Move content
○ Rearrange sections 

or content within a 
section 
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Event Websites

 Website         Website Builder    



And More….

Once you have your tickets up and ready to sell, a 
few things to dive into next:

● Free email. Unlimited contacts, unlimited 
sends.

● Marketing Tools. Turn your attendees into 
ambassadors with referral rewards.

● Photo Platform. Cultivate FOMO.
● QR codes and Ticket CheckIn App. Offer 

a line-free event day.



Join Us Next Week?
Next Thursday’s MTE Timed Entry 101 Webinar will introduce 
the basics of our patent-pending, calendar-based timed entry 
ticketing.

● Overview of TicketSignup

● When to use MTE Timed Ticketing

● How to set up your calendar-based tickets

● Accessing your dashboard for calendar-based updates

● Key calendar-based reports

● Free email and website updates 

● And more!
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MTE Timed Entry Ticketing

 TicketSignup.io          Knowledge Base         Webinars & EventsSign Up At



Thank You!
For more information, visit www.ticketsignup.io or email 
us at info@ticketsignup.io.
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“Lorem ipsum dolor sit amet, 
consectetur adipiscing elit. Mauris 

nec arcu orci. Curabitur aliquet, felis id 
varius sodales, odio turpis dignissim eros, 
et ultricies purus erat non elit. Sed purus 

magna, efficitur euismod est condimentum, 
tincidunt eleifend odio. Phasellus sed dolor 

quis est mattis facilisis in non tortor. 
Pellentesque ex nibh, eleifend sed urna 

et, mattis interdum diam.”

Jane Doe • Job Title Goes Here
Company Name Goes Here

Hear From 
Our Customers
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We Are
Event Technology Experts
Our Mission
To make it free and easy for small businesses and 
nonprofits to generate more revenue, grow their events, 
and engage their attendees.

We create free and easy-to-use event software that you 
can fully control. 

Company Overview

$1.4B
Amount

We’ve Helped 
Customer Raise 

Since 2010

26K+
Number of Events 

Using Our Platform
As of March 2022



Speaker
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Speakers
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Title to Go Here

First Name Last Name,
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Speakers
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Title to Go Here

First Name Last Name,
Title to Go Here

First Name Last Name,
Title to Go Here
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Graphic Elements For Use

Page Title 
Goes Here
A couple of short sentences or bullet points about the 
displayed screenshot go here. 

Limit the number of words for maximum retention.
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Section Title Goes Here

Page Title 
Goes Here
Topic Title Goes Here:

Month 00 • Lorem ipsum dolor sit amet

Month 00 • Lorem ipsum dolor sit amet

Month 00 • Lorem ipsum dolor sit amet

Month 00 • Lorem ipsum dolor sit amet

Month 00 • Lorem ipsum dolor sit amet $10M
Lorem Ipsum

Additional 
Label

100%
Lorem Ipsum

Additional 
Label

80%
Lorem Ipsum

Additional 
Label



Section Title Goes Here

Page Title Goes Here
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This layout is for use with two columns of text and no 
images or screenshots.

● This layout is best for content with short, 
bulleted list items

● Use as little text as possible
● Slides should be a visual aid to what you’re 

saying

This layout is for use with two columns of text and no 
images or screenshots.

● This layout is best for content with short, 
bulleted list items

● Use as little text as possible
● Slides should be a visual aid to what you’re 

saying



Section Title Goes Here

Page Title
Goes Here
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This layout is for use with two columns of text and no 
images or screenshots.

● This layout is best for content with short, bulleted 
list items

● Use as little text as possible
● Slides should be a visual aid to what you’re saying



Thank You For 
Joining Us Today
For more information, visit us online at:
givesignup.org • runsignup.com • ticketsignup.io
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Graphic Elements For Use

Icons



Graphic Elements For Use

TicketSignup Icons

Swag StoreUsers • Customers • People Payments
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Generic

Golf Events Bowling EventsTicket Events
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Graphic Elements For Use

TicketSignup Icons

Fall Events

Food Events Animal Shelters
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Lorem 
ipsum dolor 

sit amet, 
consectetur 

adipiscing elit. 
Sed cursus ante 
dapibus diam.

$10M 
Lorem Ipsum

Additional 
Label

100%
Lorem Ipsum

Additional 
Label

$10M
Lorem Ipsum

Additional 
Label

100%
Lorem Ipsum

Additional 
Label

80%
Lorem Ipsum

Additional 
Label

Graphic Elements For Use

Stat Bubbles
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25.2%
Lorem ipsum dolor sit 

amet, consectetur 
adipiscing elit. 

Sed cursus ante 
dapibus diam.

25.2%
Lorem ipsum dolor sit 

amet, consectetur 
adipiscing elit. 

Sed cursus ante 
dapibus diam.

25.2%
Lorem ipsum dolor sit 

amet, consectetur 
adipiscing elit. 

Sed cursus ante 
dapibus diam.

Graphic Elements For Use

Stat Bubbles
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Graphic Elements For Use

Screenshot Photography

Use this layout to showcase product screenshots for 
desktop

To insert an image:
● Click on the icon on the laptop 
● Select “Upload from computer”
● Click through to where your image 

file is located on your computer, 
select the file, and hit enter. 
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Graphic Elements For Use

Screenshot Photography

Use this layout to showcase product screenshots for 
desktop

To insert an image:
● Click on the icon on the laptop 
● Select “Upload from computer”
● Click through to where your image 

file is located on your computer, 
select the file, and hit enter. 
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Graphic Elements For Use

Screenshot Photography

Use this layout to showcase product screenshots for 
desktop

To insert an image:
● Click on the icon on the laptop 
● Select “Upload from computer”
● Click through to where your image 

file is located on your computer, 
select the file, and hit enter. 
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Graphic Elements For Use

Screenshot Photography

Use this layout to showcase product screenshots for 
mobile

To insert an image:
● Click on the icon on the mobile device 
● Select “Upload from computer”
● Click through to where your image file is located 

on your computer, 
select the file, and hit enter. 
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Graphic Elements For Use

Screenshot Photography

Use this layout to showcase product screenshots for 
mobile

To insert an image:
● Click on the icon on the mobile device 
● Select “Upload from computer”
● Click through to where your image file is located 

on your computer, 
select the file, and hit enter. 
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Graphic Elements For Use

Screenshot Photography

Use this layout to showcase product screenshots for 
mobile

To insert an image:
● Click on the icon on the mobile device 
● Select “Upload from computer”
● Click through to where your image file is located 

on your computer, 
select the file, and hit enter. 
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Graphic Elements For Use

Screenshot Photography

Use this layout to showcase product screenshots for 
desktop + mobile

To insert an image:
● Click on the icon on the laptop 
● Select “Upload from computer”
● Click through to where your image file is 

located on your computer, 
select the file, and hit enter.
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Graphic Elements For Use

Screenshot Photography

Use this layout to showcase product screenshots for 
desktop + mobile

To insert an image:
● Click on the icon on the laptop 
● Select “Upload from computer”
● Click through to where your image file is 

located on your computer, 
select the file, and hit enter. 
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Graphic Elements For Use

Screenshot
Photography
Use these devices to 
create your own layout(s)


