Eventbrite Instructions

Home:  http://www.eventbrite.com/
Learn More:  http://www.eventbrite.com/features/
Board Log-in:

User Name: norcalapa@gmail.com
Password: northernsection
This account is linked to the Board’s gmail account, which can be accessed using the same log-in information as above. When people register (and purchase tickets) for a particular event, an email is sent to the gmail account. However, no active management of events is required through gmail (i.e., everything can be done through Eventbrite
Create a New Event

Log into your account, click on the green “Create an Event” link, fill in the event title, ticket information, and other details (i.e., date, time, place, etc.). You can also upload the Northern Section logo. After you fill out everything, click on “Save & Publish.” You can also link the event to our Facebook page!
Manage Events

Using the “My Events” dashboard, you can generate guest lists, communicate with attendees, see how many people viewed the page, check total sales, etc. You can also generate nametags, check in lists, and various other reports (click the "Report Type" drop down menu and you can print 9 or so different reports). You can also add event updates. The interface is fairly intuitive and provides a vast array of options for managing and tracking your event. 
Fees
Information regarding the fee structure can be found at: http://www.eventbrite.com/fees/.There is no fee for free events. There is a fee for paid events: 2.5% +$.99 per ticket, plus payment processing option. You can tack it on top of your ticket price or include it in the ticket price for paid events. They accept Paypal and credit cards. It is possible to sell tickets at the event with the “At The Door” iPad app and card reader. Alternatively, the Section can absorb those fees and not pass them on. 
Refunds

Eventbrite does refunds up to the time of the event. They send back a check or deposit it into the associated bank account. 
Get Help

Use EventBrite help - either email or, if it's urgent, their phone number (800-350-8850). Based on feedback from Board members, they are prompt to respond/resolve issues.
 
