
ELECTRONIC TICKETS – HOW TO GUIDE 

1. Set up Portal Account 
2. Manage Guest Ticketing 

1. SET UP PORTAL ACCOUNT 

EXISTING AND NEW USERS 

Customers have access to their tickets from the ticket portal once they have set up an account. 

Existing users – If you have previously used the portal go to the returning customer section of the portal and 
enter your username and password. Your username is an email address. If you have forgotten your password, 
please click on the ‘forgot your password’ link. An email will be sent to your username email to re-set your 
password. If you have forgotten your username email, please contact the club and it can be re-set. 

New users – If you have not set up a portal account please go to the ‘New customer’ section as shown below.  

 

After you click on register you will come to a ‘New Registration’ screen. Please complete this form and click on 
register.  

 



 

If an Organisation is added to your registration form, you can add further information (see below). Click on 
submit. 

 

 

An “Activate New User” email will be to your username email (see example below). You must follow the links 
on the email to be directed to the corporate portal to create a password and add a security question. This 
must be done to complete the registration. 

 

 



 

 

 

MY ACCOUNT 

Once you have completed the portal registration process you will be directed to the ‘My Account’ screen. This 
screen displays your account details and shows current events as well as previous events that have been 
purchased. You are also able to view outstanding and paid invoices.   

From this screen you can edit attendee details i.e. guest names and special requirements e.g. dietary. 

You can also select ‘Allocate tickets’ which will direct you to the manage guest tickets screen.

 

2. MANAGE GUEST TICKETING 



Following the selection of an event function or corporate suite you will have the ability to start managing your 
guests and allocating tickets. You will have the option to Allocate, Cancel or Resend tickets from the portal and 
SportsRM users can also manage this process internally.  

You 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.  

• 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 and Mobile Numbers – once a ticket has been sent the email address cannot be 
changed unless the ticket is cancelled. This is also the case where the tickets have been sent to a 
mobile number.   

• 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.  

• Mobile Ticketing – where the event has been setup with Ticketek to include the ability to send tickets 
to mobile devices the client will be required to include a mobile phone number.  

• 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”. The barcode will be cancelled. 

• Re-Issue Ticket – selecting this button will resend the selected ticket and the original barcode to the 
original guest email address.    

• Sort – tickets can be sorted in order of first name, last name, email addess or ticket number (when a 
reserve seat is issued). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

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.  

 

 

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.   

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.   

 

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.  

 

 

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.  

 

 

 

 



 

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.  

 

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.  

 

 

Tickets must be printed for entry into the venue.  
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