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Event Set Up Guide — Competitive Events

How to Login

Find your event

Add Event Information

e Basic Event Details
e Advanced Event details

View Event Date(s)

Add Entry options / Tickets
e Basic Entry / ticket options
e Advanced ticket information

Add Pictures / Logos to your event (optional)

Configure ticket availability

Set your Event Live

Checklist!
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1. How to Login

As an event organiser you will need to login to eventmaster and set up your event for online booking

- Activate your account or
- Login as an Event Organiser



https://eventmaster.ie/activation/recovery
https://eventmaster.ie/login.html
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2. Find Your Event

On the top right you will see your name
Click the dropdown arrow & Select ‘Manage events’

e Your events will appear under Live, Draft or Archived.
e The ‘draft’ events are events that you can edit and set up for online booking.

HOWITWORKS PRICING EVENTS MEMBERSHIP  VIRTUAL RACE RESULTS START Welcome. Ajleen v

My TiCketS My Account

Event Registrant Order Actions My Tickets
Cycling Ireland eRacing Spring Aileen Byrne #2155419289 bought on VIEW ORDER Log out
League 2021 22.02.202111.30

MONDAY 22 FEB, 2021 10.00
Cycling Ireland | Zwift Spring

League 2021
Cycling Ireland - Bike for Life (0- Aileen Byrne #1026597430 bought on VIEW ORDER

20km) 2501.20211441

e Find your event(s) under draft & Select Edit

Orders Dictionaries Reports

1 Live [ 0]

: Drafts

] Event Name FILTER CLEAR
g Archived Created Name Actions

12.11.2020 Aileen testing phone @ Edit O Dates Il Tickets L4 Design £} Advanced
5{ 16.12.2020 Dungarvan Open Race @ Edit F)Dates M Tickets EalDesign % Advanced

CREATE EVENT

[

e When you select Edit you will have 5 ‘tabs’ available to you to complete event set up. Not all
are applicable to you.

LA AL )

3. Tickets 5. Advanced

1. Details 2.Dates 4. Design

Event Preview URL https://eventmaster.ie/event/preview/1v7OCwDHeM

Event Name Dungarvan Open Race
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3. Add Event Information

Tab One — DETAILS

This is where you enter the main body of information about your event. Including
e Event details (route, prizes, distances and any other ad hoc information)
e Organiser information

Currency (£/€ if you are collecting payment for your event)

Online tickets sales (when you want entry to open/close)

Step 1 — Basic Event Information

1. Details 2. Dates 3. Tickets 4, Design 5. Advanced

Event URL https://eventmaster.ie/event/zxG4cPYSQJ * see preview of how your event
will look online

Event Name The Skelp Blast
Short Description An off road gravel timed lap of an old Celtic trail that Enter a short description
finishes with the Sunset coming down on Clewbay. .of your event
Event Details (optional) File~ Edit~ Insertv View~ Formatw> Tools~
4 ¢ B I E = = E | =- =~

©

A~ A~

s & @ M B

A

il
.

[l

Bring whatever off road bike you have to Westport for a timed lap of -
the SKELP. The first 4k is neutrailised out and back with 16.5k .
timed. Take on the notorious steep Skelp climb with panoramic Enter fu” event detalls)
views of the Shreffrey valley and the back of Croagh Patrick. Go - .

hard or easy the choice is yours. At the Finish watch the sun set on Ionger descrlptlon, route

Clewbay. info/ links, prizes etc

Suitable to all off road bikes, which will be best no one knows!

Early Bird entry until 30th May 2021 - €30.00 -
p Words: 93
Event Genre Sport
Event Category Cycling

+ Advanced Settings
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Step 2 — Advanced Event Information
Select ‘Advanced Settings’

Under ‘Advanced settings’ you will need to add some details. The only sections you will need to
amend are below. Do not change any other settings or select or untick any more checked boxes

e Event City

= Advanced Settings

Event Timezone (GMT 0:00) Eire -

» Enter Event Location
Event City Westport

e Currency / Duration

Currency/duration

Tickets Currency Euro - - Select currency you wish to recieve payments

Booking Time Limit 40 - mmmfge- Set time limit at which booking will auto
time out. (Defaulted to 40 min)

e Online Ticket Sales

Online ticket sales

Open 14.07.2020 00:15 Set date & time that you wish

Close 11092021 [ o001 enteries to Open/ Close

Hide dates on event page

Please Note - Your event wll not be available for online booking until Cycling Ireland
publish you event as live (regardless of the open date selected above)

e Event Contacts

Event Contacts

If this section is left empty, organizer profile contacts will be used.

Fill in event contact details as
Contact Name Cycling Ireland appropriate.

Contact Phone a .
NUMBER WILL NOTDISPLAY It will display as below when the event is

Contact Email contactus@cyclingireland.ie live. No personal details will be displayed

Event website http://www.cyclingireland.ie Contact:
W: https://www.raceface.ie/gravel-grind-west/

Contact Organiser
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When you have entered all details, scroll to the top and select ‘Save’ in the top right.

The Skelp Blast

PUBLISHED

5. Advanced

1. Details 3. Tickets 4. Design

Event URL https://eventmaster.ie/event/zxG4cPYSQJ
Event Name The Skelp Blast
Short Description An off road gravel timed lap of an old Celtic trail that

finishes with the Sunset coming down on Clewbay.

Event Details (optional) File~+ Edit~ Insert~ View~ Formatv Tools v
SRS 7B s E E Es B
EE & ® L & BB QO A-RA-

=

hard or easy the choice is yours. At the Finish watch the sun set on

Clewbay.

a
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4. View Event Date(s)

Tab Two — Dates

Here you can see the Start date of your event. You do not have an editing ability here. If you wish to
change the Event name or Date please contact Cycling Ireland — contactus@cyclingireland.ie

Welcome, Aileen v
Save Close

Dungarvan Open Race
DRAFT

4. Design 5. Advanced

Dungarvan Open Race

Dungarvan Open Race ’ Show Name

Start Date\Time 28.03.2021 10:00
Start Date\Time null null
Tickets sold 0

D Enable quantity override

Venue Information

C] Online Event

Venue Dungarvan, Co. Waterford, Ireland (Dungarvan, Co.
Waterford, Ireland)

Actions

DELETE


mailto:contactus@cyclingireland.ie
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5. Add Entry Options & Tickets

Tab Three — Tickets

In this section you will add your entry types or ‘tickets’. You can name your tickets as to what best
suits you and your events. There are two examples below. In tab 5 ‘Advanced’ we will configure
what members/participants have access to what events.

Ticket Examples
1. Competitive Open RR
2. Club League

To add a ‘ticket’ (ie — an entry option) just select add ticket.
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Example 1: Competitive Open RR
Step 1 — Basic Details

In the example below, there are Four tickets set up for Three races. Race 2 — The Junior & A3 race is
set up as two ‘tickets’ as there is a different price for each.

To add a ‘ticket’ (ie — an entry option) just select add ticket.

5. Advanced

1.Details 2.Dates 4. Design

Team Car Registration .
Ticket Type Type PAID - » Select Paid or Free

Race 1: A4/M50/Ladies ) ,
Ticket Name Race 1: A4/M50/Ladies » N :

ame your ticket

Race 2: A3* Available Quantity 75 » Enter Quantity
Tickets sold 74

Race 2: Juniors®
Base Price 20.00 ‘ Enter Price

Race 3: A1/A2*
Eventmaster Fee 7%

Add Ticket Final Price 21.40EUR

I If you wish that particpants can

S — Access Key » only enter your event using a

code that you supply them

If blank ticket will be public
with, enter that code here

f:] Ticket Type Without Registration Form

=+ Advanced Settings

If you are running an open race and wish to allow your own club ‘limited Competition’ licence
holders this also would be set up as a separate ticket. We can configure this later that just your club
members can see this ticket when entering the event.

If you are adding multiple tickets for one race we advise to add ‘Race 1../Race 2’ etc to the
beginning of each entry for your own simplicity when downloading entry lists at event time!

If you wish to combine the quantity available between two ticket types please contact us —
contactus@cyclingireland.ie. EG — An A3 and Junior race has 100 places. It is entered as two tickets
as juniors pay €10 and A3 pays €15. On each ticket enter the quantity as 100 & contact us so no
more than a 100 can enter between both ticket types

Step 2 — Advanced details
Select ‘Advanced settings’ under the tickets tab

e Quantity per order
For any competitive event the ‘quantity per order’ must be set as 1 for both of the values

below.
Quantity Per Order
Minimum available 1 - .
amount This MUST besetas1tol
for any competitive events

Maximum available 1 -
amount

e Sorting

You can sort the order that you ticket appear on the entry form here. Number 1 will show it
top of the list, Number 2 will show it second in the list and so on.


mailto:contactus@cyclingireland.ie
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Sorting 2 -

e Show remaining quantity
Here you can select if you wish to show how many entries for a specific ticket type is left

Hide Count Settings

® Don't show remaining quantity
Show full remaining quantity of ticket

Show remaining quantity when X tickets are remaining in that ticket type

When you are finished scroll back to the top and select ‘Save’
The Skelp Blast :
PUBLISHED I@

3, Tickets > 4.Design 5. Advanced >

Event URL https:feventmaster.ie/event/oeG4cPYSQ)

Event Name The Skelp Blast
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Example 2: Club League

In the example below a rider can enter the full league or each round separately. You will be able to
add a new ‘ticket’ week by week, or you can set them all up as hidden. Each week you can ‘unhide’
them as you wish to make them available for booking.

To add a ‘ticket’ (ie — an entry option) just select add ticket.

1. Details 2.Dates 4. Design 5. Advanced
Full L .
ullLeague Ticket Type Type PAID - ‘ Select Paid / Free
Round One - 07/07/202 Ticket Name Round One - 07/07/2020 » Enter Ticket Name
Available Quantit 300 Enter Quantity
Round Two- 14/07/202 o >
Tickets sold 1
Round Three - 21/07/2( Enter Pri
Base Price 5.00 ‘ nter Price
Round Four - 28/07/20: Eventmaster Fee 7%
. . If you wish that
Round Five - 11/08/202  Final Price 600EUR Ve
particpants can only enter
Access Key ‘ your event using a code
Round Six - 18/08/202C
If blank ticket will be public that VOU supply them
with, enter it here
Add Ticket D Ticket Type Without Registration Form

— Advanced Settings

Step 2 — Advanced details
Select ‘Advanced settings’ under the tickets tab

e Quantity per order
For any competitive event, the ‘quantity per order’ must be set as 1 for both of the values

below.
Quantity Per Order
Minimum available 1 . )
amount This MUST besetas1to 1
for any competitive events

Maximum available 1 .
amount

e Sorting

You can sort the order that you ticket appear on the entry form here. Number 1 will show it
top of the list, Number 2 will show it second in the list and so on.

Sorting 2 .

e Show remaining quantity
Here you can select if you wish to show how many entries for a specific ticket type is left
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Hide Count Settings

® Don't show remaining quantity
Show full remaining quantity of ticket

Show remaining quantity when X tickets are remaining in that ticket type

When you are finished scroll back to the top and select ‘Save’
The Skelp Blast -

Event URL https:/feventmasterie/event/zxGacPYSQ)

Event Name The Skelp Blast
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6. Add Pictures / Logos to your event

Tab Four — Design

In this Tab you can add your own event /club logos or banner pictures. The default images are as
below. If you select the ‘image’ button highlight below you will be able to add your own images

1. Details 2.Dates 3. Tickets — 5.Advanced

Event Preview

Your cart is empty

Zwift Virtual Event Cycling Ireland Zwift Events (Archive)

Register here for the Cycling Ireland Zwift Events 2020
Contact:

W: http://
act OQreanico

Tip — Don’t have the picture to big. Try and use a picture as similar size as above. Big pictures can
lead to the event looking distorted on the phone view!
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7. Configure ticket Availability

Tab Five — Advanced

When you access the final tab ‘Advanced’ You will have lots of options on the left. The main one that
is of interest here is ‘Cycling Integration’. This is where you can indicate what rider has permission
to enter what race. It will be pre-populated with the restrictions indicated when the permit was
submitted.

Event level: This shows all the eligible licence types that can enter the event across all the different
races available.

Ticket Level: This shows all the eligible licence types that can enter a single race.

Step 1: Event Level
Ensure all the relevant categories are select for entry to the full event and all races types

Dungarvan Open Race

DRAFT

1. Datalls & Advanced

Owrder Form Cyeling Ireland Integration
Mo Integration = Competitive Event Leisure Event
Tickets Settings
Thin restriction will sliow only computithe (Tl restriceion wil sl 3l valid cycling
mapriers arcd will e resstricsed by The reland members 15 eter snd change OO s
Malile Integration carimeters set below: Some evens il Pnd by
- it € FREMEET I BN, Pelvevod! P09 LESE
SOCIIIintta;lIﬂﬂﬂ RS Dhb i USE MR REDT IS

i 7| Hide fram Cyeling beland Calendar wiew
Cycling Integration OLLC

M Sollowing are you ssing the restrict the event?
| @Evcn‘.l_ | Drlcﬁt:Typel_-cvm

Ticket Mumbering

PFlease use the following checkboxs to restrict who can enter the event, Please note that if a box s
not checked then those people will not be able (o enter the event

Hotifications Tyes F—
Additional Purchases W] Ful Competition || Umited Competizion [ | Lefsure
") Foreign Rider ] CyeEng Supparter
Fundraising Licence Type = - "
Access Codes WA Al Az e Bl as
Price Discounts Gandar W Male ) Female
Actions () s [ wio WM Uiz A U
Rider Categories . -
ﬂ rid m Jundor [ ] w3 ﬁ Swnlor
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Step 2: Ticket Type level

Select to configure via ticket type. This will bring up the names of the tickets you entered under the
ticket tab. You can select who can enter each race via Licence Type, Gender and Race Category

NB: For clubs league — If Its the same entry restrictions for each of your round you Do NOT need to

restrict via ticket level. You can just restrict via ‘Event Level’ and leave all the ticket type level

clear.

1. Details

Order Form

Tickets Settings

Mobile Integration

Social integration

Cycling Integration OLC

Cycling Integration*

Ticket Numbering

P PR

2.Dates

4. Design 2 5. Advanced*® I

Cycling Ireland Integration

No Integration l + Competitive Eventl Leisure Event
(This restriction will allow only competitive (This restriction will allow all valid cycling
members and will be restricted by the Ireland members to enter and charge ODL to
parameters set below. Some events allaw NOMN Members)

leisure members to enter, however for Leisure

events please use leisure integration)

:j Hide from Cycling Ireland Calendar view

Which of the followj
O Event Level

[ e restrict the event?
@T\'cket Type Level

Please use the following checkboxs to restrict who can enter the ticket types below. Please note that
if a box is not checked then those people will not be able to enter the event

In the example below the red ticks indicates the conditions around who can enter this race

Type

Licence Type

Christy McManus Memorial A2 / A3

Selection Options

& Full Competition

@ Foreign Rider

:3 Limited Competition :3 Leisure

:3 Cycling Supporter

Select All

(A [)A1

WA [ A4 )

Gender

@ Male @ Female

Rider Categories

() us

U10

w ¥ ¥ ¥ ¥

Senior M30

o 0o 0O 0O v ¥

u14 U1s Juniar U23

M50 MaD
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Step 3: Advanced Configuration

You can further restrict entry via

e Specific clubs only
o This could be used for club / inter club leagues
o Provide free entry for your own members (ie enter in a free ticket but its restricted
to your own club members)
o ‘Hold spaces’ for your own club members
o Have entry to an open RR for your own members

The ticket below is configured the only Riders from Bray Wheelers with a full competion licence and
an A2 or A3 rider category will see.

Christy McManus Memorial A2 / A3 - Bray CC Club Members

Type Selection Options Select All

@ Full Competition 3 Limited Competition :] Leisure

O
:] Foreign Rider 3 Cycling Supporter
Licence Type
(A [JA1 Aaz FAas a4 O
Gender V) Male ) Female

qw O 0O 0O 0O @ @
u10 U1z u14 ui1s Junior uz23
Rider Categories :]

vV ¥ ¥ ¥ ¥

Senior M30 M40 M50 M6&0

Advanced - Configuration

Advanced - Club Specific
Configuration

For events that need to be restricted to Specific Clubs please select a club from the dropdown and add it to the list of dubs
whos riders can enter:

@ Enable Only For Specific Clubs

————
Please select the club: | Select.. - ADDCLUB

J—

Club Action

Bray Wheelers DELETE CLUB
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8. Set Your Event Live

Prior to setting you event live test the entry & check the booking process!

A preview link is under the details tab.

Knockaderry RR
ARCHIVED

5. Advanced*

3. Tickets

1. Details 2. Dates

Event Preview URL I https:/feventmaster.ie/event/preview/cM5uk3tlm I
Event Name Knockaderry RR
Short Description This Road Race takes place on 2nd August 2020
Event Details {optional) File= Edit~ Insert~ \View= Format= Tools -
4 # B I  E E E E |E- -
EE S L EE O A-HN-

Mewcastle West Wheelers -

When you are happy with the event email Contactus@cyclingireland.ie and we will

1. Send you a link to connect your stripe account
2. When the stripe is connected, set the event live


mailto:Contactus@cyclingireland.ie
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9. Checklist

Before contacting us to set your event list please look through the checklist below!

Set Up: Online Event Entry Checklist

. Details Tab:

v' Event name, short description & event details are all completed
v’ Correct currency (£ or €) is selected

v" Ticket sales start/ end is set correctly

v" Promoter name, email entered correctly

. Dates Tab:
v’ Correct start & end time of event along with venue

. Tickets Tab:
v’ Correct name, prices & quantities for each race/ticket
v" Minimum/maximum quantity order always set to 1 on both

. Design Tab:
v' Make sure images/logo uploaded display correctly etc.

. Advanced Tab:
v’ Ensure integration is set correctly for each ticket & event
v In payment settings make sure the Stripe account is linked

. Publishing Event:
v When all of the above are correct please email
contactus@cyclingireland.ie



mailto:contactus@cyclingireland.ie

