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Welcome to New Event Creation!

We have gathered your feedback and taken the time to develop a brand new process for the 
most fundamental part of our system: setting up a new event! All of the core features you need 
are still intact, but we’ve rearranged and streamlined each step resulting in a faster and easier 
way to create your events. First, let’s take a look at what’s new.

What’s New?

The event creation process has undergone a series of changes, including the rearrangement of 
some tools and settings, as well as the introduction of new ones that were previously found in 
other areas of the Admin. 

• More pages, fewer lists.

• Automatic URL recommendations.

• Expanded privacy settings.

• Smart venue lookup.

• Easier bundle creation.

• Custom questions.

• Template assignments.

• New tooltip styles.

We’ll cover these in more detail as we walk through the process.
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STEP 1: DETAILS

NEW EVENT CREATION HELP GUIDE

Enter a name and URL

1. Enter the name of your event

2. Enter your event page URL

The Event URL field generates a recommended URL based on your event’s name. We’ll 
automatically check it against our database to make sure your URL is unique.

You can also just enter your own unique URL. (This field serves the same purpose as URL Short 
Name in the old event creation process)
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Select the event’s date and time

1. Determine when the event will start

Click the calendar field in the Event Starts section and select a date and time for the event to 
begin.

2. Specify event end date/time (Optional)

When you select this option, you will be presented with a date/time picker to specify when the 
event will end.

3. Adjust the date range for which online tickets will be on sale (Optional)

By default, your tickets will be available for purchase as soon as the event is launched, and will 
cease to be available 30 minutes before the event’s start time.
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Create a new venue

1. Select Add Venue and search for your venue

(Tip: If you already have venues created, just select one from the dropdown. You may want to 
verify that the information is correct.)

Enter the name of the venue where your event will take place. This field will automatically query 
Google Places’ database to locate potential matches. If your venue appears, select it, and the 
venue’s information will automatically appear in the venue editor.

If you can’t find your venue, you can choose the Add Venue Manually option.

2. Enter or edit the address info

Glance through your venue’s information to verify its accuracy. You can edit any of these fields, 
even if they were pre-populated by Google Places.

3. Enter the venue’s capacity

Enter the venue’s capacity. This capacity can serve as an optional inventory limit for any events 
at this venue — however, events can always have their own unique capacities, or inventory limits.
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Complete the basic event details

1. Select a category for the event

Click the dropdown and select from the available categories. This category determines how your 
event is indexed in our website’s search engine.

2. Select a messaging style for the event

Specify whether the event is a ticketed event or a registration event. This option affects some 
of the messaging your customers will see in the checkout process (e.g., “Buy Tickets” or 
“Register”).

3. Set age restrictions (Optional)

Click the dropdown and select from the available age limits. You can also set a custom age limit 
by clicking Other and entering a short note about the age limit.

4. Adjust privacy settings

Check or uncheck these boxes based on your event’s needs.

Hide from ShowClix search results prevents your event from appearing as a result in our 
website’s search engine.

Hide event on seller homepage removes your event from your seller homepage (i.e. your 
account’s main event calendar).

Hide event from major search engine indexing will block your event from being indexed by sites 
like Google and Bing. (Please note: Because of the way these search engines crawl websites, this 
setting is not instantaneous. For example, if you uncheck this and launch your event, and then 
you check the setting later, there is no guarantee if or when your event will be removed from 
Google.)
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STEP 2: INVENTORY
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Determine the event inventory limits

1. Select whether to set capacity for the event or use the venue’s default capacity (optional)

Click the Capacity Settings dropdown to choose between the venue’s default capacity and a 
new custom capacity for the entire event. If you select Enter Event Capacity, enter the event’s 
total capacity in the field provided.

2. Enter the ticket limit per order (optional)

Enter a number in the Max Tickets per Transaction field to determine the maximum number of 
tickets that can be included in a single order.
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Create a price level

1. Enter the price level’s name and description

Enter the customer-facing name of this price level, or set of tickets. You can also add a 
description of the price level to inform customers what they are purchasing, but this description 
is optional.

2. Select a ticket type (Optional)

Click the dropdown and choose between Fixed Price tickets and Pay What You Want tickets. 
Fixed Price tickets are traditionally priced at a certain amount, while PWYW tickets allow the 
customer to pay any amount over the minimum price.

If you select PWYW, you will set a minimum price that customers must pay per ticket, as well as 
a suggested price which will appear as the recommendation for this price level.

3. Enter the total number of tickets available for this price level

Enter the maximum inventory of tickets in this price level.

4. Set a minimum number of tickets required per order (Optional)

Enter a minimum number of tickets that must be purchased for this price level in every order 
placed for this event. In other words, customers will have to purchase at least this number of 
tickets in this price level to attend your event.
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5. Set a maximum number of tickets allowed per order (Optional)

Enter the maximum limit of tickets for this price level that can be purchased in a single order.

6. Set the price

Enter the price levels face value for online sales and box office sales. 
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Add products to the event (Optional)

1. Select the product

Click the dropdown and select your product from the available items.

2. Set a price

Enter a price for the item. The item’s default price (based on the product’s settings) is displayed 
as a recommendation.

3. Determine where the product will be available for purchase

Check the boxes to determine where the product will appear during the checkout process. (You 
can also determine whether the product appears in the box office.)
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Add bundled tickets or products to the event (Optional)

1. Enter the name and description of the bundle

Enter a customer-facing name and short description of what will be included in the bundle.

2. Enter the total number of bundles available

Enter the maximum inventory of bundles that will be available.

3. Enter the maximum number of bundles allowed per order (Optional)

Set a limit on the amount of bundles that can be included in a single order.

4. Ask customers for names on each ticket (Optional)

Enable the Multiple Ticket Holders setting to ask customers to provide names for each ticket, 
rather than just a single customer’s name for all tickets in the bundle.

5. Determine what to include in each bundle

Click the inventory dropdowns for all price levels and products available for this event to add 
and remove tickets and/or products for the bundle. As you make selections, the tool will update 
to reflect your decisions.

6. Set a price for the bundle

Enter the bundle’s price for online sales and box office sales. 
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Adjust delivery methods

1. Select which delivery methods you want to offer

Click the toggle buttons to add or remove different delivery methods.

2. Enter customized descriptions for your delivery methods (Optional)

Click the pencil icon to edit the descriptions for any active delivery methods.
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Add custom checkout questions (Optional)

1. Add an existing question

Click Add Question to open a field that includes all of your previously created custom questions. 
Select any of your questions to include in your order. You can adjust the question’s settings right 
from this menu. Once the event is launched, this question will be applied to the event’s checkout 
process.

2. Create a new question

You can also add new questions during the event creation process too! Enter the basic details of 
the question and determine how often it will be asked on this event. Once you launch the event, 
you’ll be able to edit the question and apply it to other events in the Questions menu.
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Complete the checkout settings

1. Set a time limit for customers to check out (Optional)

Click the dropdown and select a time limit (in minutes) that customers will have to purchase 
tickets. (The timer starts when customer adds tickets to their cart on the event listing and clicks 
Buy Tickets/Register.)

2. Enter a custom note for print-at-home tickets (Optional)

Include a brief note that will appear on all print-at-home tickets.

3. Add a custom fee (Optional)

Enable the Custom Fee option to open a new menu, which allows you to customize the parame-
ters of the fee. 

You’ll need to enter a name (which will be customer-facing), as well as the amount of the fee. 
The fee can be a fixed amount, or it can be based on a percentage of the order total. This fee 
will be applied to all orders placed for the event.

4. Add a field to the checkout for collecting donations (Optional)

Enable the Donations option to add a field to the checkout process which will allow customers 
to add additional money to their purchase. The primary intent of this field is to collect donations, 
and you can specify the name of the organization for which these extra funds will be reserved.
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Enter the event summary

1. Enter a detailed description of the event

Use custom HTML or the rich text editor tools in this box to create a detailed summary of your 
event. Many users include details about performers, speaker schedules, important parking or 
venue information, and other essentials. However, you can also embed photos, videos, and other 
lighter items to make your event listing more fun and engaging. The space is yours to use as you 
see fit!

2. Add an event thumbnail

Upload an image to serve as your event thumbnail. This thumbnail will be the small image that 
identifies your event in our website’s search engine.

STEP 4: LISTING
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Select a template for the listing

1. Choose from your existing templates

Now you’ll see an array of all of the templates you’ve created. Click the template you want to use 
for this event, and it will be automatically applied when you launch the event.

Don’t have any templates that fit well? Just select one for now, and then visit the Templates 
editor in the Manage section and create a new one! You can apply your new template at any 
time.

Review and launch the event

Finally, your event is ready to launch.

After you have completed the final step, you will be returned to the Event Overview. When 
you’re ready, click to launch your event!

(You can revisit and edit any of the previous steps by moving your cursor over the Edit menu in 
the top left and selecting the page you wish to revisit.)
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ADVANCED SETTINGS
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In addition to the standard event creation steps, there are several advanced settings that 
control wide range of optional functions including general messaging, reminder emails, analytics 
tracking, listing page setting and more.  

To access these settings, first return to the Event Overview page. Then hover over the Edit 
button on the top right of the page. You will see Advanced Settings listed as the last option. 

Account owners can set a default to these Advanced Settings in the Organization Settings 
section, under “My Account”


