
1. Logging In 

- Enter the username and password that controls primary promoter account.  

- Secondary user: If you have door staff, we recommend you set a secondary user 
password. Those who log in using a secondary password cannot see statistics, add 
guestlist, or change ticket allocations.  

- To set this, log into RA and go to the Ticketing Management tab for the event. You 
can set the password under the “RA Ticket Scanner “section at the bottom of the 
page. We recommend you change the password for every event. The username 
remains the same as the primary login. 
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Follow the below steps to manage door logistics at your next event. 

2. Select Promoter

- Select your account from the list on the screen

3. Select Event

- You will be able to select events from a list of current events or past events. Select 
the event you want to scan guests in to.
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4. Menu Navigation 

- Sync tickets: Click on this if you were scanning offline and now have Wifi. You can 
also sync to the latest data. 

- Guest management: Click on this to access the ticket holders list and scan people in. 

- Ticket management: Click on this to view ticket sales, update ticket allocation and 
update ticket sale end date. 

- Event statistics: Click on this to get a snap shot of your event including total scanned, 
tickets sold, event views, roll call and total sales. 
  
Note: The small sync icon next to “Last sync” will spin when automatically syncing.
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- You also have the option to manually check guests in by 
swiping right on their name, double clicking or searching 
for it in the search bar at the top.  

- Once guest is checked in, there will be a green check 
next to their name. 

5. Guest Management

- You will be able to scan printed or mobile barcode tickets by clicking on the “Scan” 
button. Once there, just simply place the camera on the device over the barcode until 
the ticket is checked in. 

- If you are operating in a dark area, swipe the button at the top right to turn on the 
flashlight to increase visibility (Note: Keeping the flash on will drain the battery 
significantly faster). 



6. Adding Guests 

- If you want to add people on the guestlist, click on “Add” at the top right corner under 
the “Guest Management” screen. This will create a new tier. 

- The person will be added to the “Guest Management” screen so they can be  
checked in. 
  
Note: people added to the guestlist will not affect the ticket sales to the event (their entry 
is issued for free). 
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5. Guest Management (Cont.)

- The number inside the brackets shows total number of 
guests with tickets (including guestlist). The number 
outside the brackets shows the number of tickets/guests 
checked in. 

- If you check someone in by mistake, just swipe left on 
the name and click “Undo.” You can also reject ticket 
holders by swiping left on the name and clicking 
“Reject”. 

- You can filter names by tier (applicable if you have a VIP lane etc.). Make sure the 
check box is selected next to the tier you want to filter and click “Done.” You will then 
see the filtered list in the next screen.  

- Notice the number at the top has changed as well. You can only scan people within 
the filtered view selected. So a device set to the VIP lane with a “VIP tier” filter will not 
scan GA tickets. 



Scanning Offline: If you choose to scan offline, make sure you go back to the navigation screen and select “Sync” once 
you have internet connectivity to get the latest data and sync with ticketing management online. 

7. Ticket Management 

- On this screen, you will be able to see and control your ticket information for the show. 
After selecting the tier in the first screen, click on “Update ticket allocation” in order to 
make adjustments to the inventory.  

- You can also update sale end date and time as well as stop sales directly from this 
screen.  
  

8. Event Statistics

- This screen shows you a snapshot of how your event is doing in real time. It allows you 
to see total people scanned (including those on the guestlist), total tickets for sale, tickets 
sold so far, event views, roll call for the event and total sales.  

- You can always click on “Refresh” to get the latest data.  
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If you have any questions, please contact: promotersupport@residentadvisor.net


