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How to Sign-up a Venue 

VENUE SIGNUP 

STEP 1 STEP 2 

To sign-up as a Venue, Click the radio button next 

to “Venue” and fill out form below: 

Once you’ve finish filling out the “Signup form”, you will be 

forwarded to the “Registration Form”.  Fill out the 

Registration form and Click “Register Now”. 

 

 

 

 
 

Venue Menu: Manage Venues 

STEP 3 
When you login to your venue, you will see four selections that allow you to manage your venue account.  

See below.  Note: See pages 7-8 for how to Manage Venues, Events, Notification, and Change the Password. 
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Venue Menu: Manage Venues (Cont.) 

 
After you Click “Manage Venues” you will be able to view, edit or delete/remove venues. 

 

 

 

 

Venues Menu: Manage Events 

 
After you Click “Manage Events” you will be able to view, edit or delete/remove events. 

 

 

 



5 | P a g e  

 

 

Venues Menu: Manage Event Notifications: Change Will Call Cutoff Time 

 
Enter the email you wish to me notified with.  Choose how often you would like to be notified by clicking on the 

radio button next to the suggested times. 
 

 

 

Venues Menu: Change Password 

 
To change your password, enter your “current password”, “new password”, the “confirm new password”, 

and Click “Change Password”. 
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Add A Venue from your Venue Account 

To add a venue from your venue account, Click “+Venue” in the top right hand corner of your screen. 

STEP 1 

 

STEP 2 
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Accounts: Add An Event 

To add a event from your venue account, Click “+Event” in the top right hand corner of your screen. 

STEP 1 

 

STEP 2 

Fill out the form below.  Make sure you select the name of the venue.  If the venue do not exist, click on “add the 
venue”.  Select the venue type from the pull down menu.  Enter an event name.  Upload the event image.  Give 
a short description of the event.  Enter the Event Date and Showtimes with the amount of tickets for each 
showtime.  If you need additional dates, Click  ”+Add Event Date and Showtimes” to add another date and 
showtimes. 
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Contacts Us 

 

STEP 1 

Click “Contact Us” located at bottom of your screen inbetwen FAQs and the Copyright symbol. 

 

 
STEP 2 
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View/Edit Events: Will Call 

To Check the Will Call List Click “Manage Events” if you’re logged in as the vendor and “View Edit Events” if you are 

logged in as an Admin. 

STEP 1 

 
or 

 

STEP 2 

Click on the Underlined Number in the “Tickets Reserved” column. 

 
Click on the “List” in the “Actions” column. 

 
Review the Will Call List.  Click “Print” in the upper right hand corner of the screen. 
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LOGIN AND LOGOUT 

Login and Logout 

STEP 1 
Choose to login as a Member or a Vendor by clicking on the indicating radio buttons below. 

STEP 2 

Once logged in, to logout, click on Logout in the top right hand corner of the screen. 

 
 

 

 

 


