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How To Create An Event

Navigating Your Created Event

Navigating Your Created Event



1. To Create a new Event, 
Select ‘+ Add new’ on the 

Events Listing Page



2. You will then be directed 
to the ‘Add a new event’ 

screen

3. Here you can 
select the Date 
& Time of your 

Event

4. Here you can 
type the Name 

of Event e.g. 
‘Saturday Night 

Event’

5. Then you 
select the Type 
of event, either 

Physical (face to 
face) or Virtual

(Online)



6. You can select whether 
you will be hosting the event 
or whether a customer will 

be hosting

7. If a customer is 
hosting, you can 

search for an existing 
customer that has 

previously registered 
with you personally 

or add the details if it 
is a new customer 
who is going to be 
hosting your event. 

8. Here you can 
search for the 

event address if 
it is a physical 
address so this 
can be added to 
the Event details

If you cannot 
find the address 

then you can 
enter this 
manually

9. Select ‘Create Event’ 
once you are happy 

with the details entered



You will be presented with the 
Events page. This will show details 
of the Event including the Event 
Metrics and orders made on the 

Event website or made by yourself

Here you will be able to perform 
certain Event Actions including; 

Edit the Event*, Close the Event, 
Cancel the Event

*You can only edit an event that is 
set for a future date and where no 

orders have yet been made

A personalised website link is created alongside each 
Event you create to share with everyone. It is also 

great to share this with your host so they can share 
this with their wider network. Even if people cannot 
attend the actual Event, they can still place an order 

regardless! This link can be shared as soon as the 
event is set up and orders can be place even before 

the event start date.

Any orders made through this website will be linked 
to your event and will appear in the order section. 
These orders will count towards the Event metrics

Here you can see the 
Host details of the 

event including their 
contact details and 

address of where the 
Event is taking place.




