
Event
Setup
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Create 
A Ticket Event
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Event Setup
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Event Setup

● Step 1: Basic Info
● Step 2: Tickets 
● Step 3: Website Options
● Step 4 & 5: Payment & Finish

Ticket Event
Setup Wizard



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

● NACHA Bank Matching Program
● Document uploaded needed

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

● Pending Completion by RunSignup: 
Manual review by our Risk Team

○ IRS Letter is requested (Verify 
EIN & Legal Entity)



Ticket Event
Dashboard

17



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       



Additional
Dashboard Features
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Ticket Event Dashboard

● Information Collection (Tickets >> Information 
Collection)

● Custom Questions (Event >> Questions)
● Coupons (Financial >> Coupons)
● Donations (Donations >> Donations >> Setup)
● Store (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
○ Questions, Store Orders, 

etc.



Financial
Summary

24

Ticket Event Dashboard

● Transaction summary 
and breakdown

● Amount owed/paid
● Payments

 Financial          Financial Summary     



Website
Builder
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Ticket Event Dashboard

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)

 Website          Website Builder     



DEMO
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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.



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.

● Overview of TicketSignup

● When to use 

● How to set up your calendar-based tickets

● Accessing your dashboard for calendar-based updates

● Key calendar-based reports

● 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.


