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Ticket Event
Setup Wizard

e Step 1: Basic Info

e Step 2: Tickets

e Step 3: Website Options

e Step 4 & 5: Payment & Finish

Ticket Event Information

Event Name *

Green Gala

Event Type *

Dinner or gala

Event Date and Time *
Event Start Time * @ Event End Time* ®  copy Start Date

04/22/2026 O 4 :© 00 PM ¥ 04/22/2026 O 9 : 59 PM

Event Description *
File Edit View Insert Format Tools
Paragraph v A v # v B [ U EE L S 0 I o e v IEv
Join us for an unforgettable evening at the Green Gala 2026, a charity event dedicated to supporting environmental sustainability on Earth Day, April 22nd. Enjoy

live entertainment, exquisite dining, and inspiring speeches, all while making a positive impact on our planet’s future. Your presence will help fund initiatives that
protect our environment and natural resources. Let's unite for a greener, brighter tomorrow!
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Payment Account
Set Up



Payment
Account
Setup

e Be sure to setup early!

e Legal Entity (name,
contact information, tax
ID)

Add New Person

Basic Info

First Name * Last Name *

Contact and Other “Know Your Customer” Data

Email * Phone * Date of Birth *

‘ mm/dd/yyyy

Social Security Number *

/\ Your Social Security Number is required by the federal government. We protect it with top-tier encryption.
Providing your full SSN speeds up onboarding, but the last 4 digits are also accepted.

Address

Street Address *

| The Legal Entity is who gets paid. Select if you are a business, non-profit, or something else? *

‘ 4| 501c or Other Non-Profit Organization v

e Control person and County * ZpCodet ¢ o o
‘ . Your Relationship to the Organization
payment accou nt owner Indicate how you are associated with this organization (select ALL that apply). If you do not meet any
of these criteria, you cannot set up a payment account for the organization.
Info rm atlon An Authorized Signatory is an individual who has been formally granted the authority to sign
contracts, financial documents, or agreements on behalf of a company or organization.
1 1 A Control Person is someone who has significant influence over the company’s decisions, often due
L DIreCt depOSIt or CheCk to ownership or executive power.
. . . While an authorized signatory can execute transactions, they might not necessarily have broad
O Bank| ng |nform at|0n decision-making authority over company operations.

for direct deposit
accounts

()1 (the preparer) am a control person (have fiscal responsibility) for this organization.

()1 (the preparer) am an authorized signatory for this organization.
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We found the following errors:

P a y | I I e n t /\ Bank account couldn't be verified.

‘Additional Details: The bank account couldn't be verified.

Potential Remedies: You can try one of the following to resolve this issue.

1 H + Upload a bank statement.
e r I I ca I O n + Use different bank account.

Here is how you can resolve these errors:

e Upload Routing: 123456789; Account Last 4: 4321: Recent Bank Statement or Other Bank Document

e NACHA Bank Matching Program
To complete setting up your payment account, please provide one of the items from the following list. Be sure your bank information is correct and matches your business legal name.
Y D O C u m e n't u p | 0 a d e d n eed ed « Bank statement (preferred within the last 2 months).

+ Voided check.
creenshot of online bankin

« Screx ing environment.
« Letter from bank stating account holder name and number.
o Voided Check

@) Bank Statement @Chooseyourﬂle

See above for information on what document to upload and the file format requirements.
o Letter from the bank

o  Screenshot of online banking

Use Camera

e Pending Completion by RunSignup:
Manual review by our Risk Team
. . Your account is pending verification. This could take up to 48 hours for approval.
o IRS Letter is requested (Verify

We will notify you once it is complete.
EIN & Legal Entity)

® The Payment Account For This Race is Pending!
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Accessing your
Dashboard

TicketSignup.io >> Profile Icon >> My Ticket Events Event Website >> Profile Icon >> Ticket Event
Dashboard
Q Schedule Call Create Your Event

Use Cases

Signup

Profile - Slgnup
5 = Ticket Event Dashboard
[ l My Races | Goto your dashboard for this ticket event
| 'ﬁ My Ticket Events Profile
{ §© My Email Marketing =
{-! My Races

}?- My Membership Organizations

'a My Ticket Events
€ My Sponsors .

= My Email Marketing

PR W .Y - A N




Use
Search

Menu Search

Purchaser Search 0
EVENT DASHBOARD

|
Search by Name, Email, etc. Q ‘

Menu Search

Dashboard

View Website (4

Event

Website

Tickets
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Green Gala >~

Search by Name, Email, etc. (), .

[ ] [ ]
T IC ket Wed April 22,2026 9 White Sulphur Springs, WV 24986 Viewwerste 2 W Tickets: 11 ~

Insight
nsSights I I S NS N N TR
11 0 ai 11 11

e Quick view of tickets sold
e Tickets sold, transaction

Ticket Insights

Date Range

dollars, pageviews
e Heatmap

e Sources (referral, email,

35

custom, etc.)

304

e Not for financial use

¢ 20

0.8 4
o068
0.4

024

PAGEVIEWS

34

4 g0

Active Tickets Sold (All Time)

$0.00

Tickets Sold Heatmap Promotion

M ‘

TICKETS TRANSACTION $
3 1 $0 @
Previous Year: 0 Previous Year: $0

T . T
03/17/2025 03/18/2025 03/19/2025 03/20/2025 03/21/2025 03/22/2025 03/23/2025
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Menu Search

Dashboard

[ IO J
Advanced -
Tickets e
e Ticket Groups S
o  Multi-day events or Fie|
categorize tickets -
e Ticket Group Dates
e Ticket group tiles —
e Combo tickets

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

DASHBOARD . .
LOCATION Tickets Advanced Tickets

Ticket Group: September 6th

.. Ticket: VIP

" Price: $220.00 [EIEELD © @
_ Ticket: General Admissi "
" oo 000 QY @@
Ticket Group: September 7th
Ticket: VIP _
:i:e:ZZODOU [ Edit Pricing | @ o
Ticket: General Admissi .
p:.(c:e.(:so 0:???" TISSIO" zm
S ——
Events
——-—————
September 6th September 7th
$100 - $220 $80 - $200
Saturday Sep 6, 2025 2:00pm - Sunday Sep 7, 2025 2:00pm -
11:59pm EDT 11:59pm EDT
Ticket sales end on Wednesday Ticket sales end on Thursday
October 29, 2025 at 11:59pm October 30, 2025 at 11:59pm
EDT. EDT.

Buy Tickets Buy Tickets
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ece
Additional
Dashboard Features
¢ Information Collection (Tickets >> Information
Collection)
e Custom Questions (Event >> Questions)
e Coupons (Financial >> Coupons)
e Donations (Donations >> Donations >> Setup)
e Store (Store >> Store Setup)

Y

GREEN GALA
&st. 2021

‘ $ ‘ One Time

On Behalf Of v ‘

Individual Ticket Information

When purchasing tickets, do you need personal information for each ticket purchased?

First Name Last Name Email Address Date of Birth
‘ Required v ‘ Required v [ Required v ‘ Not Shown
Age Street Address City State

\ Required v ‘ Not Shown v l \ Not Shown v ‘ Not Shown
Country Zip Code Phone

‘ Not Shown v ‘ Not Shown v } ‘ Not Shown v ‘

————————————————

Sweatshirt
$25.00

Size

Small
Medium

Large
XL
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Ticket Purchases

Ticket

Search or Create a Report Saved Reports

First Name Last Name Email Address
e Ticket Purchases vs Individual 2 Tioket Purchases [ % Greste sove eport | Bt Galumns | Expot Options =
. D DATE TICKETS NAME CONTACT INFO PAYMENT INFO IMPORTED
T I C ket S #1179070 03/23/25 Table of 10: 10 (Active) Sam Smith { ignup.io i A -$800.00 (free) No
1:47pm EDT Paid: $0.00
g S e a rC h ﬁ |te rS #1179068 034/}3/2501. Individual: 1 (Active) Jane Doe test@runsignup.com Dis‘::’ogn!a-& 00.00 (free) No
. 1:44pm El 1231231234 Paid: $0.00
e Customize columns to show
i H i mmary Repor
specific information (custom Summary Reports
H H Search for th t looking f¢
questions, store items, etc) kR il =
Analytics & Marketing Tickets Store Checkin
e Saved Reports (search fields,
H Ticket Insigh Tickets Sold Heat M.
C O | u m n S, C u Sto m IZe Co I u m n S) CLini‘fer;tngngtTJage views, tickets, and transactions. > NIL::n::rsof ?icke\s sold by type. > Wi:rte 1itj(pets are sold most frequently. >

e Summary Reports

o Questions, Store Orders,
etc.

Ticket Sales Summary Report
Overview of the number of ticket sales by ticket.

ChecklIn Report
Overview of ticket checkins.

Date of Purchase Report
Calendar showing the number of tickets sold on a date.

Store Purchases
Store item purchase summary.

Checkin Interval Report

Chart showing checkins made over a certain interval.

Question Responses

> Summary of all responses made to questions.
Financial Summary Report
> Key financial indicators and trends.
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Financial
Summary

e Transaction summary
and breakdown

e Amount owed/paid

e Payments

DASHBOARD

LOCATION Financial

Transactions Payments

Totals

Transactions
Transaction Processing Fees
Other Transaction Fees
Refunds
Refund Processing Fees
Holdbacks
Adjustments
Owed to Event
Payments

Balance Owed

EXPLANATION
Total Credit Card Payments for your event.
Processing fees paid to TicketSignup for your event.
Other fees deducted from total transaction amount.
This includes any refunds made for your event.

TicketSignup fee for processing refunds.

Funds being held for your event, primarily for refunds and chargebacks.

See the description on each adjustment for more details.
Net Owed to Event
Checks and Direct Deposits Made to the Event.

Net Owed to Event after Payments Made.

Payment Account

TOTALS

+$259.32
-$19.40
-$14.92
-$0.00
-$0.00
+$0.00
-$10.00
+$215.00
-$215.00

$0.00

Financial Summary
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[ JCN ADD CONTENT
W b ) t Search for a component
ebsite

Tt

Every event setup on TicketSignup
ComeS With a free’ automaﬁca”y Image, Text, Button
created event website with default

content.

Event Description @

‘This is your ticket event description. Click here to edit: 7'

Join u
andiin speeches, all
brighter tomorrow!

2026, Earth Day, April 22nd. En dining,
i planets future. Your pr init i

‘ : ’Add New Component

‘ Contact Form [c4 ‘ Event Location 2

Countdown

N e

ContactUs  Donate

sonste

Store  BuyTickets  Ticket Lookup

To enhance it you can:

Green Gala

e Showcase your brand
e Add unlimited content
e Make it look professional

Tickets
Table of 10

$80

e Include key information
(automatically)

DASHBOARD

LOCATION Website Builder

Website

Event Description

Join us for an unforgettable evening at the Green Gala 2026, a charity event dedicated to supporting environmental sustainability on Earth Day, April 22nd.
Enjoy live entertainment, exquisite dining, and inspiring speeches, all while making a positive impact on our planet's future. Your presence will help fund
initiatives that protect our environment and natural resources. Let's unite for a greener, brighter tomorrow!

Contact Form

Event Location
If you have any questions about this event, click the button below. The Greenbrier
101 W Main St

Questions? White Sulphur Springs, WV 24986 US
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And More....

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

e Free email. Unlimited contacts, unlimited
sends.

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

e Photo Platform. Cultivate FOMO.

e QR codes and Ticket Checkln App. Offer
a line-free event day.

Signup

Create Your Event

About

Blog

Webinars & Events

Case Studies

Support

Subscribe

TicketSignup's

Newsletters




Calendar Based Ticketing?

Calendar Based Tickets 101 Webinar on 8/27 at 2pm will
introduce the basics of our patent-pending, calendar-based
timed entry ticketing.

e  Overview of TicketSignup

e Whentouse

e How to set up your calendar-based tickets

e Accessing your dashboard for calendar-based updates
e Key calendar-based reports

e And morel!

SignUp At  TicketSignup.io Knowledge Base

Calendar

SUN
i

213 Sold

$17,186.45
Revenue

8

211 Sold
$17,22847

Revenue
15

208 Sold

$17,085.28
Revenue

22

225 Sold

$17,256.10
Revenue

29

Table

MON

9

55 Sold

$4,409.72 Revenue

16

87 Sold

$6,710.42 Revenue

23

104 Sold

$8,452.91 Revenue

30

Webinars & Events

December 2024
Change Month

TUE WED THU FRI SAT

3 4 5 6
(LLELE 203 Sold | 231 Sold
$9,787.28 Revenue $15,751.28 $18,032.91
Revenue Revenue

10 1 13 14
121 Sold 211 Sold | 208 Sold
$9,287.83 Revenue $16,683.87 $16,029.96
Revenue Revenue
17 18 20 Al
98 Sold ' 209 Sold | 219 Sold
$7,046.09 Revenue | iriiit o SEPZET) $16,784.75
Revenue Revenue
27

28
208 Sold | 207 Sold
$16,693.01 $16991.89
Revenue Revenue

< 4

September 2025

T W, AT

& ticketsignup.io
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Thank You!

For more information, visit www.ticketsignup.io or email
us at info@ticketsignup.io.




