Creating an INVITE ONLY - Private Event

Locate your event and select EDIT Event Details
2)

At the bottom under ADDITIONAL SETTINGS locate the Listing Privacy Option and select INVITE only= Click SAVE

Additional Settings Tips

LISTING PRIVACY
O Public page: list this event on Eventbrite and search engines
® Private page: do not list this event publicly
Attendees can share this event on Facebook, Twitter, and LinkedIn
¥ This event is by Invite-Only (guests must receive an Eventbrite invitation to attend)

[0 Require a password to view the event page:

REMAINING TICKETS

[ Show the number of tickets remaining on the registration page

3)
Go to the MANAGE tab at the top of this screen

fal Event Dashboard

o

%& Order Options ~ 4)
Order Form
Order Confirmation On the Event Dashboard locate the INVITE AND PROMOTE section and select Email Invitations

Event Type & Language

Waitlist

Q0 Invite & Promote ~

Email Invitations

Discount & Access Codes

Widgets 5)
Tracking Links .
Click on CREATE INVITATION

Affiliate Programs

Manage Email Invitations

CREATE INVITATION



Creating an INVITE ONLY - Private Event

6)

Review the format for your invitation. Note - The REPLY TO is your default management email address.

"%, Create email invitations

Invitation [
Template:

‘omal_ v

Hame of Sender: [ffany Chidhood Education Deparment - G

Raply-To:

G tnvite & Promate

Subject Line: [Youn invited 1o Making Connecicns win Cl
Email Imvitations 2

& Customize

A Edit Messago
Hello «Atiendees,

Yeu p—
MAKING CONNECTIONS WITH CLASS
(ENGLISH 3 WEEK SERIES)

Lvant regatration i by imitabon sely. Register with your email sddress i
atiend this svent

PRE-REGUISITE - Complation of Intro to Prek-CLASS or PreK.CLASS
Overview

In this 3 waek hands an saries pasticipants wilk
Learn the 10 dimensions of the Pre.X CLASS™ tool

7)
You can send a test invite to an email — Note — Test Emails of INVITES don’t Send a test invitation fo
permit the full registration process but permit you to view your invitation signup@marinschools.org

text and form
8)
Click on ADD GUESTS to set up the emails to the intended audience

, .
£ Who should come? Add Your Guests

Manually enter email addressos
Creale email kst from attendaes of past events
Upload emails from Outloak. Excel ar othes fils | vsx, cav_or tat files)
You can email lists of attendees in a variety of forms or to our hosted

email list serves IF you have anticipated this and submitted a support request to have your EVENT BRITE management
email ADDED to the EMAIL DISTRIBUTION LIST SERVE

9)

You may opt to set dates to send out your invites or SAVE IT AS A DRAFT to permit you to access it at a later date, update
the Invitation and promote the event.

@8 When do you want to send it?

® frmmediatelyl

C Select Date: [08/30/201] at [01 ~]:[00 v [AM v|

) Days= Hours |- ~|Before my event

SEND NOW | SAN

| | CAMCEL




