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FOREWORD

Does any of this sound familiar? 

- Crazy days and sleepless nights 

- Insurmountable amount of stress 

- Unimaginable quantities of caffeine 

- Managing too many apps 

- Executing repetitive tasks ... 

Yes, we know your greatest struggle: Managing an event 

can be a real hassle.  

That's why we developed one of the most powerful tools 

that will fully adapt to your needs and requirements. Our 

event management software is 100% friendly and easy to 

use. It simplifies considerably the logistic processes, and it 

enables your team to run awesome events.  

Planning events should be fun and stress-free. Here's how 

you can do it ...  



EVENT ROADMAP

Here are the steps to planning your first event:

STEP 1

CREATE A NEW 

 EVENT

CREATE THE EVENT 

AGENDA

BUILD AN ATTRACTIVE 

EVENT WEBSITE 

STEP 3

LAUNCH THE 

EVENT

 SET UP THE 

ATTENDEE TYPES 

STEP 2

DESIGN THE 

REGISTRATION FORM

STEP 4 STEP 5 STEP 6

loading...
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STEP 1

CREATE A 

NEW EVENT 

YOUR EVENT ROADMAP

Sometimes technology can feel overwhelming, but fortunately for you, Eventtia is highly intuitive,

meaning you'll be able to easily start an event from scratch. Here are the actions you need to 

take in order to create a new event with Eventtia:  

ACTION 1. Go to the Eventtia home page and sign in with your username and password. 
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VENTURE CAPITAL

ACTION 2. You'll be taken to your event summary, where you'll be able to see your upcoming and past events. If you're 

using Eventtia for the first time, this screen will be empty and a message will prompt you to create your first event. 

ACTION 3. To create a new event, click New located on the upper-right corner of the event summary. 
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ACTION 4. Next, a new window will open and you'll see two different sections: 

1st Section: Event Basic Information 

This is the general information about the event, such as name, dates and time, description, logo, address, event 

website, contact, etc. Complete the fields and click Save. Once you've saved the basic info, you'll be able to view the Settings 

tab. 

2nd Section: Event Modules 

This section allows you to 

enable the modules you need 

for your event. 

For example, if you’re selling 

stands, then you should use 

the Exhibitors module, or if 

you are hosting a B2B 

matchmaking event, then you 

should have the Networking 

module checked. 



UNDERSTANDING THE EVENT DASHBOARD
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The first section will help you identify the attendee registration behavior as well as real-time payment updates, website 

visits, and scheduled meetings. 

Thanks to a dynamic graph, you can evaluate the payment collection. You can see which type of public has the highest 

registration rate. 
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The third section will help you understand how your commercial team is doing with the stand sales. It also gives you a 

quick view of the stand availability per zone. 

Finally, the last section has up-to-date information regarding the B2B matchmaking meetings (if you activated the 

networking module) that have been accepted, rejected, and are still waiting for confirmation. 
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STEP 2

 SET UP THE 

ATTENDEE 

TYPES 

Events usually have different audience types, such as VIPs, exhibitors, staff, participants, speakers, visitors, 

students, employees, sponsors, etc. You can easily classify your attendees depending on your event goals. 

With Eventtia, you can create as many attendee types as you need based on your event requirements. 

Create multiple attendee categories if you need to capture different information from those who'll attend 

or if the attendance fees are different. Here's how you can do it:  

ACTION 1. Go to the Registration module and click Types. 
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CREATE THE 

EVENT & SET UP 

THE ATTENDEE 

PROFILES 

ACTION 2. Click NEW to add a new attendee type.  
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ACTION 3. Configure the attendee type data you want (general information, registration form fields, type of 

badge, messages), then click Save.  
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MANAGE THE EVENT PARTICIPANTS

As your participants start to register, you can view the registration list in real time.  



13

MODULE HIGHLIGHTS 

By clicking on the attendee name, you can access his or her detailed registration and payment 

information.   

Participants that have registered but have not completed their payment appear with a "not paid" tag.  

When you'll be accrediting the participants with Eventtia’s check-in mobile app or by clicking on the check

symbol, the participants’ names will turn green.  

You can resend your participants their welcome email by clicking on Resend confirmation email (the 

paper airplane).  

You can print individual badges by clicking the printer icon. 

You can export the list to Excel with the Export to Excel icon. 

You can print all the badges with the Print all badges icon. 

You can create a new participant by clicking on New. 
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CONFIGURE THE ATTENDEE BADGES

ACTION 1. Go to the Registration module and click Types. 
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ACTION 2. Choose an attendee type, click Edit and go to Badges 
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ACTION 3. Choose the Printer type, the Orientation, and the Paper Type and decide if you want to print 

badges using the capital letters or not. 
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ACTION 4. Personalize the badges, by choosing the things you'd like to highlight on the credentials. Eventtia 

provides you a wide range of tags (assigned to different types of information about your attendees), which you

can introduce automatically on the badge. Then, click Save. You'll generate the badges automatically without 

having to introduce manually the attendees’ information. 



18

STEP 3

DESIGN THE 

REGISTRATION 

FORM 

After introducing your participant type’s general information, you can create the corresponding 

registration form. Click on the Registration Form tab: 
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At first, you have five fields already set up by default. The participant's first name, last name, and email are always 

required. You can create as many fields as you need. To create a new field, click New, then define the Name and 

the Field type. 
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You can create different types of fields: 

Other options the question section can include: 

Values for this field should be unique: Check this box if the values entered in this field should vary per 

participant; for example, Social Security number. There shouldn't be two people with the same value in your 

event. 

Required when registering: Makes the field mandatory. 

Display in public registration form: Deselect this box if you want to manage this field privately and hide it from 

the registration form. This is useful to manage internal comments or notes on attendees.  

Text field: Single line of text. 

Select: Dropdown list. 

Multiple Selection: A list with multiple choice options. 

Image: Accepts JPG and PNG files. 

Plain text: This can be an explanatory text. 

City: A series of fields for country, state, and city. 

File: Accepts any kind of files, like PDFs. 
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To create your event agenda you will use the program module. To create a new activity inside 

your event you must go to Program. Then select "New". 

Then, you can configure each activity:  

Give it a name 

Set the start and the end 

date and time 

The speakers of this 

session 

Set the number of 

available seats. (0 means 

unlimited) 

Set the location 

Enter the dynamic's 

description

Tips: To allow registration 

for this activity you 

should check the 

corresponding box.  

STEP 4

CREATE THE 

EVENT 

AGENDA
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Eventtia allows you to upload the list of the speakers and display them on your event website and your event 

mobile app. You can add their photos and biographies as well as their social media accounts. 

You must go to "Speakers" in the program module and select the green button New. You can then fill in the 

speaker information and save it. You can also decide the order of your speakers by drag and drop. The order you 

decide, will be reflected on your event website and mobile app. 
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INTRODUCE 

THE SPEAKERS 

& THE VENUE 

To introduce the venue(s), the hotels, the restaurants, and other relevant locations, you must click on Points of 

Interest. Subsequently, you can find the locations by introducing them in the search bar.  
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STEP 5

BUILD AN 

ATTRACTIVE 

EVENT 

WEBSITE 

loading...

Once you have created your event, you can quickly build up your website. Here's how you can do it: 

Action 1. Go to the website editor in the menu bar.  
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Action 2. On the left, you can chose the blocks you want to use for your website. Drag and drop them to the right. Arrange 

the blocks as you prefer. To configure each block click on the pencil (displayed on the right). You will find for each block 

some possible configurations, such as: Title, Subtitle, Footer, etc.  

Action 3. You can preview your website by 

clicking in the preview button. If you like 

the result, you can publish the website. 

Make sure you publish the website before 

communicating the url to your guests. 
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STEP 6

LAUNCH THE 

EVENT

To launch the event you must publish the website, this way activating the registrations. 

Subsequently, once you've introduced the necessary data to run your first event, you can easily 

clone it and replicate it. This will save you time and resources. 
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