
Eventbrite 101
How to Create your 

Get Out On the Water Event
in Eventbrite



Your Account
If you have made an 
account in the last two 
years simply login with 
those credentials. 

We ask that if you have 
an account older then 
two years please create 
a new account.

If you are creating a 
new account it is very 
easy
Just make sure to use 
an email address you 
have access to regularly

When you are creating 
the first event you can 
add extra information 
about the club.



Add all the basic details

Hints:
• Use the Community name in 

Event Title 
• Be consistent
• Use the Eventbrite image in the 

Resource Library – it has to be 
a specific size

Create Your Event



Sample description
Emphasize: they will be safe and 
have fun and that anyone can 
participate!

Use the FAQ section:
• Pick the questions you think 

people will have and then 
provide short and easy 
answers

• Do everything you can to make 
it easy for people



Add your club information

Hints:
• Include links to social 

media
• Add your website into 

description 



Use different ticket categories 
to help breakdown participants

Hints:
• If you have limited total 

number of space will need 
to monitor and adjust 
quantities available in each

• Adults will shy away from 
sharing age so generic adult 
works better

Click here for each type of ticket



Final step on main 
event creation page
Keep it public and 

pick the event type 
and topic



Design page gives you the overview of what it will look like
Most important is to make sure the boxes are not checked to keep attendance list private



Manage Page has 
lots of options for you



Select what information you 
NEED 

from participants
Can have adults provide 

different from kids



Order Form gives you 
option to add other 

questions

Example: Swimming Ability 
– give them options: non 

swimmer, moderate, strong

Focus on what you NEED



Order Form also gives 
you options to provide 

more instructions 

Perhaps a Thank You and a 
message about what they 

should be bring



Perhaps a Thank You and a 
message about what they 

should be bring



Schedule emails out to people 
who have registered well ahead 

of time so you don’t have to 
worry about it when you are busy 

with last minute details
Perfect for a pre event “we look 
forward to seeing you and here’s 

what to bring” email



After event can select one that 
didn’t attend or that did for 

different messages



Send out email invitations 
straight from Eventbrite – you can 

then track who signs up
Perfect for contacts, anyone 

calling looking for information



Print by Guest List which 
give a pdf

OR Orders which downloads 
a Excel document 

In Excel it is easy to delete 
columns you don’t need 

and add columns i.e. 
attendance & liability forms 



EVENTBRITE has many features to help you plan your event, the more you 
can utilize the easier it will be on you and the better experience your 

potential customers will have!

Don’t forget to do your follow up emails!

Have Questions or Need More Help?
I am here to assist you!

Projectmanager@ontariosailing.ca

905-572-7245 ext. 226

mailto:Projectmanager@ontariosailing.ca

