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From ticket sale to check-in 

How to use Peatix – manual 
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Because of updates to the website, the display on the website can differ from this document. Please 

check the website for the latest version.  
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In preparation of the event day, we advise to download the 

attendee list (CSV-file). Even if you plan to check-in attendees by 

scanning the QR-code, or by PC check-in, we recommend to bring 

the attendee list as back-up.  
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The attendee list can also help you in the following cases:  

 

 The attendee’s ticket isn’t shown due to internet connection issues.  

 The print out is blurry, and the QR-code cannot be scanned.  

 The attendee forgot to bring his/her ticket 

Pre-event preparation 

1-1）Prepare the attendee list 

If you will check-in attendees 

by name, we recommend to 

sort the attendee list on 

alphabetic on name and print 

out the list.  

Hint 



Copyright © 2014 Orinoco Peatix .K.K All Rights Reserved. 

If you want to share a notification about the event with the 

attendees, you can email the attendees through the “Attendee page”.  
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Click “Message Attendees” and select “All”. 

You can view your sent message in the 

“sent” box. Please see page 39 for 

more information on accessing the 

“sent” message box.  

1-2）Send a message to the attendees 

Enter your message, and click “Send”.  

Hint 

Pre-event preparation 
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On a standard Peatix Ticket, the event name, the attendees name 

and a QR-code are shown. The basic check-in method on Peatix is 

to scan the QR-code on the ticket. 
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By scanning the QR-code in the ticket with our Peatix Scan App, 

you can verify the validity of the ticket. Using the Peatix Scan App 

to check in attendees, you can in real-time check the number of 

attendees that have arrived at your event. 

 

If you have a smartphone or tablet, you do not need another 

special device to scan the QR-codes. Please install the Peatix Scan 

App on your smartphone and/or tablet and use this app to check in 

attendees at the start of your event. 

The picture is only an illustration. 

No actual green beams are used 

when scanning QR-codes. 

The day of the event 

2-1）QR-code check-in 
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Download the Scan App from Google Play or the App Store, and 

install the App on every device that will be used to check-in 

attendees. 
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Start the application, and log into the account you used to create the 

event. Select the event, and click “Scan QR code”.  

※ Search for “Peatix Scan” 

※ The App needs to be installed on every device that will be 

used to check-in attendees. 

※To use more than one device to check-in attendees, please 

use the Assistant Mode. Please see page 50. 

2-2）How to use the Peatix scan app 

The day of the event 
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Scan the QR-code on the tickets of the attendee, and the attendee 

is automatically checked in. Tap “OK” to scan the next ticket.  
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※ When you scan the ticket, the 

attendee name, number of 

tickets, and seat ID are displayed.  

 

※ The check-in information from 

the scan app is synchronized in 

your account, and the check-in 

information can also be accessed 

from your computer.  

You can only scan each QR-code once.  

2-2）How to use the Peatix scan app 

 

The day of the event 

If you scan a ticket for the second 

time, an “Attendee is already checked 

in” error is shown. 
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If the attendee purchased multiple tickets, all tickets are included 

in the same QR-code. By scanning the QR-code, all tickets are 

checked-in together.  
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If the attendee 
purchased multiple 
tickets in multiple 
orders, the check-
in message will 
show the tickets 
per order. (image 
left) (The CSV 
attendee list also 
shows the sales 
separately)  
 
If the attendee 
purchased multiple 
tickets in one order, 
the check-in 
message will show 
the tickets 
together (image 
right) 

When the number of tickets in the check-in message is more than the number 
of attendees who arrived?  
 
1. Write down the name of the ticket buyer (name on the ticket), and the 

name of the attendee who will arrive later.  
(recommended to make note on the attendee list)  
 

2. When the other attendee arrives, check his/her name on your note/attendee 
list.  
 

 

 

Hint 

2-2）How to use the Peatix scan app 

 

Hint 

The day of the event 
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What if you cannot scan the QR-code？ 
 
Quickly switch to your paper attendee list. The name on the ticket (account 
name) is displayed on your attendee list under ‘Display Name’. Check the name 
and number of tickets.  

When you will check in attendees by scanning the QR-code, we 

recommend that you print out the attendee list (CSV-file) as back-

up.  
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When an attendee forgot his/her ticket, ask for his/her 
name, and check the ‘Sales Name’ on your attendee list.  
 
※ As ‘Display name’ is the account name of the 
attendee (nickname), the display name does not have 
to be the same as the real name (‘sales name’). 

2-2）How to use the Peatix scan app 

Hint 

The day of the event 
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If the reception will be staffed by several persons, using the 

assistant mode in the Peatix Scan App can be very useful.  

 

Download the Scan App from Google Play or the App Store, and 

install the App on every device that will be used to check-in 

attendees. 
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Open the Scan app and log into the organizers account (the account 

used to create the event). Select the event, and the Assistant 

Scanner QR-code will be displayed. 

 

The assistant mode QR code will be valid for 24 hours after being shown. Within 

those 24 hours, you can use to QR-code any number of times. After 24 hours the 

session will expire, and the QR-code will be updated. If your event will last for 

several days, or if more than 24 hours has passed since you first accessed the QR 

code, please log into your organizers account again and use the newly updated 

assistant mode QR-code. 

2-3）How to use the assistant mode 

The day of the event 



Copyright © 2014 Orinoco Peatix .K.K All Rights Reserved. 

Ask your reception staff to open the Scan app, and click “Assistant 

mode”. The camera will appear and launch scanning mode. Scan 

the Assistant Scanner QR Code from the organizers account. 
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Click “ok”, and you're ready to check in attendees.  

After you press OK, the check-in assistant is valid to scan tickets. If after you 

press OK, you scan the code from the organizers account (from step 2) again, a 

"Error: Invalid QR code format" will be shown. 

2-3）How to use the assistant mode 

The day of the event 
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With ColorSync you can easily check the validity of the attendees 

ticket by comparing the flashing colors on your own computer/ 

smartphone and the flashing colors on the attendees ticket.  

12 

Valid ticket: If the changing colors match, the ticket is valid. The 

attendee will automatically be checked in. 

 

Invalid ticket: If the colors don't match, or the attendee brings a 

printout of his ticket, please check the attendees tickets manually. 

2-4）ColorSync check-in 

The day of the event 
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Click “Check-in Attendees” from the Check-in screen, and the 

ColorSync screen will open.  
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Please leave this screen open. If you close this screen, or move 

to another page, the tickets of the attendees will also stop 

flashing.  

2-4）ColorSync check-in 

The day of the event 

When you open the 

ColorSync check-in 

screen, the screen will 

start flashing colors.  
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When the attendee opens his/her ticket, a “Yes, I am “ button will 

be displayed. When the attendee taps the button, the ticket 

screen will start flashing colors.  
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The ColorSync reception screen, and the attendees ticket screen 

will synchronously change colors every second. The attendees will 

be automatically checked in. 

 

The number of checked in attendees will be real-time updated.  

When you open the doors, 
ask attendees to tap the 
button to check-into the 
event. 

Hint 

2-4）ColorSync check-in 

The day of the event 

Number of 
attendees 
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Please manually check-in attendees who brought a print out, or 

forgot their ticket. Click the question mark in the upper right 

corner to look up the attendee and click “Check in”. 
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ColorSyncの受付画面が起動し、受付画面の色と参加者のチケット画面の

色が同期しながら一秒単位で変化します。 

 

チェックインした人数はリアルタイムで更新されます。 

     If the ticket screen   or      is already checked-in 
    doesn’t change colors 
 

 

When the above screen is shown, please 
ask the attendee to refresh the screen, 
and click the “Yes, I am” button. The 
screen will then start changing colors.  
 
 

When the attendee pressed the 
“Yes, I am” button while waiting 
in line, the ticket status can 
already become “checked in”. 

If in other cases the ticket doesn’t flash colors (e.g. connection issues), please 
check-in the attendee manually.  
 

2-4）ColorSync check-in 

Hint 

The day of the event 
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If you have a computer with internet available at the day of the 

event, you can use your computer to check in attendees. 
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Search for the attendee name, and click “Check in”.  

The attendee is then moved to the “Checked in” list. 

    The name displayed in the Attendees tab is the display name 
 (account name). This name can differ from the name in the  
 Sales List. You can search for both names.  
 
 The name displayed on the ticket is the account name, the  
 same as displayed in the Attendees tab. 

 

Hint 

2-5）Check-in with a computer 

The day of the event 
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When you wish to manual check-in attendees, please print out the 

attendee list.  
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When you check-in with QR-code or ColorSync, the following cases require 

irregular check-in support: 

 

 The attendee’s ticket isn’t shown due to internet connection issues.  

 The print out is blurry, and the QR-code cannot be scanned.  

 The attendee forgot to bring his/her ticket 

 

We recommend to have both a standard and an irregular reception desk. If there 

are problems checking in the attendee, you can refer the attendee to the 

irregular desk. This way, you can manually check-in the attendee at the irregular 

desk and you keep the attendee flow smooth at the standard check-in desk.  

2-6）Irregular / manual check-in 

Hint 

The day of the event 
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If the attendee purchased multiple tickets, all tickets are included 

in the same QR-code. By scanning the QR-code, all tickets are 

checked-in together.  

If the attendee purchased multiple tickets, but they will go to the 

event separately, they can use our Gift to Friend feature to 

transfer the tickets. 
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Person A 
buys 2 
tickets  

Person A 
transfers  
1 ticket to 
person B 

Person B 
claims the 

ticket 

1 ticket (1 QR-
code) is moved 
the account of 

person B 

1 QR-code 

2 tickets Person A keeps 
1 ticket 

1 QR-code 

1 ticket 

Please see the following help page for more information about the 

transfer function:  

http://help.peatix.com/customer/en/portal/articles/155703 

2-6） Irregular / manual check-in 

The day of the event 

1 QR-code 

1 ticket 

http://help.peatix.com/customer/en/portal/articles/155703
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Q1. Can I create multiple events with different dates? 

A1. We recommend the use of the duplicating fucntion. 

http://help.peatix.com/customer/en/portal/articles/312449 

 

Q2. Can I set up discount codes for ticket buyers? 

A2. Yes, you can set up discount codes! 

http://help.peatix.com/customer/en/portal/articles/976445 

 

Q3. The Peatix website will not work properly 

A3. We recommend that you use the latest version of your browser 

http://help.peatix.com/customer/en/portal/articles/1553070 

 

Q4. Will a receipt be issued? 

A4. Attendees can download a PDF receipt.  

http://help.peatix.com/customer/en/portal/articles/825721 

 

Q5. Will you send me the payout details of my event? 

A5. You can to check the payout details in your account settings. 

http://help.peatix.com/customer/portal/articles/1503354  
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Frequently asked questions 

For more FAQ, please see our help pages: 

http://help.peatix.com/customer/en/portal/articles 

If you have any questions, please feel free to contact us: 

http://help.peatix.com/customer/en/portal/emails/new 

 

 

 

 

 

Hint 
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