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2 SETUP ACCOUNT  

The user receives the “Activate New User” email and the link directs the user to the corporate portal where they 

will be required to create their password and add their security question. You will only receive this if it is your 

first time using the portal. All return customers will be able to log straight on and access tickets.  

 

 

 



 
 
 
 
 
 
 
 

 
 

As shown in the second screen below the client will then be taken to their account details and where events 

have already been purchased they will be displayed allowing the client to start managing guests and allocating 

tickets.   

  



 
 
 
 
 
 
 
 

 
 

3 MANAGE GUESTS & TICKETING 

Following the selection of an event function or corporate suite the client will have the ability to start managing 

their guests and allocating tickets.  

Please Note: All tickets must be printed before arriving at the venue. Tickets cannot be scanned on mobile 

devices and must be shown on entry to all corporate spaces. 

3.1   MANAGE ATTENDEE DETAILS 

Selecting the “Enter Attendee Details” button provides the screen displayed below where the client can 

add/update the following information when managing their guests: 

 Group Requirements – the client will use this notes area to add group special requirements e.g. 

accessibility, seating, food allergies etc.  

 First and Last Name 

 Email Address – this is important as it is used to send the tickets where the client is sending to individual 

guest records.  

 Group Name – the registrant will remain as the primary record e.g. “ABC Financial Planning” in the list 

below. The client can change this to reflect their guest’s company name so table setting labels are 

personalised.  

 Special Requirements – the client can add special requirements specific to individual guests.  

NOTE: this information flows through to the Sydney Swans event table planning program.  

 

 

 



 
 
 
 
 
 
 
 

 
 

3.2 MANAGE TICKETING 

The client will manage the allocation of tickets by selecting the “Allocate Tickets” button. This area provides the 

ability to Send, Re-Issue and Cancel tickets either individually or in bulk.  

It’s important to understand that SportsRM provides the interface but the tickets are sent from Ticketek with the 

following items managed at Ticketek: 

 Ticket Name – where the client sends the tickets individually the ticket will display the name the client 

has added to the guest and the ticket will be delivered to the email address added to the guest.  

 Email Addresses– once a ticket has been sent the email address cannot be changed unless the ticket is 

cancelled.  

 Guest Names – you have the option to change guest names at any time but please note the change will 

be reflected in both the ticketing and guest areas. Where the ticket has been allocated and the full 

name is changed this revision will not be reflected in the ticket if re-issued. To change the name on the 

ticket you must first cancel the ticket.  

 Send Bulk – where the client sends tickets in bulk to themselves their name will be added to all tickets 

selected as will their email address. Tickets are sent as individual emails e.g. if sending 10 tickets you 

will receive 10 emails with tickets attached. Where the client sends tickets in bulk to “Other” they will 

be required to add a first name, last name and email address with the name being added to all tickets 

delivered.  

 Ticket Number – as shown in the screen below when a ticket has been sent to the guest a ticket code 

will be displayed against their record. This will revise the “Send Ticket” button to display the “Cancel” 

and “Re-Issue” buttons.  

 Cancel Ticket – when the client Cancels the ticket access will be removed for the selected ticket and the 

button will be revised to “Send Ticket”.  

 Re-Issue Ticket – selecting this button will resend the selected ticket to the same guest email address.    

Barcodes of any tickets cancelled by the client will be cancelled by Ticketek and will not be able to be scanned on 

entry to the venue. 

Please Note: All tickets must be printed before arriving at the venue. Tickets cannot be scanned on mobile 

devices and must be shown on entry to all corporate spaces. 

A few Apple Mac, iPhone and iPad users and customers have experienced difficulty printing ezyTicket™, with 

ticket information being left off or barcodes printing incomplete. Such errors can prevent your ezyTicket™ from 

scanning correctly. 

If you are an Apple Mac, iPhone or iPad user you will need to:  

 Choose to save your ezyTicket file(s) to disk 

 Open your ezyTicket using Adobe Reader version 8.0 or above. 

 Download Adobe's latest version of this FREE program here. 

 Print your ezyTicket 

http://get.adobe.com/reader/


 
 
 
 
 
 
 
 

 
 

 

3.3 SEND SINGLE TICKET  

Selecting the “Send Ticket” button next to each guest record will provide the following screen. Where mobile 

ticketing has been setup for the event the client can select between email and mobile for delivery.  

 

 

 



 
 
 
 
 
 
 
 

 
 

3.4 CANCEL SINGLE TICKET  

Selecting the “Cancel” button next to each guest record that already has a ticket assigned will cancel this ticket 

and make the ticket available for another guest.   

 

3.5 RE-ISSUE SINGLE TICKET  

Selecting the “Re-Issue” button next to each guest record will resend the ticket to the email address of the 

selected guest.   

 

3.6 SEND BULK TICKETS TO ME  

Selecting the “Send Bulk Tickets to Me” button at the top of the form will display the following screen allowing 

the user to select the records to be sent. The list will not display guest records that have already been sent 

tickets.  

Please note these tickets will be sent to the email address of the logged in user and cannot be changed.  

 

 

 



 
 
 
 
 
 
 
 

 
 

3.7 SEND BULK TICKETS TO OTHER  

Selecting the “Send Bulk Tickets to Other” button at the top of the form will display the following screen allowing 

the user to select the records to be sent. The list will not display guest records that have already been sent 

tickets. The user will be required to provide the first and last name along with an email address for delivery.  

Please note these tickets will be sent to the email address set in the dialog shown below.  

 

 

 

  



 
 
 
 
 
 
 
 

 
 

3.8 RE-ISSUE TICKETS 

Selecting the “Re-Issue Tickets” button at the top of the form will display the following screen allowing the client 

to reissue selected tickets. This will resend the tickets to the selected guests. Only clients that have had tickets 

sent will be displayed in this form.  

 

 

3.9 CANCEL TICKETS 

Selecting the “Cancel Tickets” button at the top of the form will display the following screen allowing the client 

to cancel selected tickets. This will cancel the tickets to the selected guests. Only clients that have had tickets 

sent will be displayed in this form.  

 

Please Note: All tickets must be printed before arriving at the venue. Tickets cannot be scanned on mobile 

devices and must be shown on entry to all corporate spaces. 

 

 

 

 

 


