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® Peatix

Contents

Pre-event preparation

1. Preparations for the event

1) Prepare the attendee list

2) Send a message to the attendees

The day of the event
2. Check-in at the event
1) QR-code check-in

2) How to use the Peatix Scan app

3) How to use the assistant mode
4) ColorSync check-in
5) Check-in with a computer

6) Irregular / manual check-in

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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Pre-event preparation

1-1) Prepare the attendee list

(® Peatix

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.

The attendee list can also help you in the following cases:

v' The attendee’s ticket isn’t shown due to internet connection issues.
v' The print out is blurry, and the QR-code cannot be scanned.
v' The attendee forgot to bring his/her ticket

@ > Overview Attendees View Edit Promote Check-in IEI x
Group Event
Peatix demo
\
SALES LIST ATTENDEES CONTRIBUTIONS ﬁ Attendee List CSV ’ ‘ f-orm Entries CSV CHECK-IN OPTIONS
e J N
Hint -
Any Ticket Type v Any Order Status v Newest First v Search fq .1-Sgnd Mgesage
4 A B © o E F i =1
1 Sales ID Sales Mame  Display Mame Purchased Ticket Mame Cluantity Stat If you WI” CheCk In attendees
2 11231593 Jahn Test John 2M5-04-15 135210 55T Standard 1 WAI
3 | 1208641 Pea Tix Peatix 2015-05-20 161620 SGT Standard 1 WAI by name, we recommend to
4 1208000 Maria Example hMaria23 2ME5-05-201618:20 55T Standard 2 AT
5 1315652 Marc Test harc 2ME5-05-201618:21 55T Standard 1 WAI .
6 1320548 Linda Sample Linda 12 201 5-05-23 161822 SGT Standard 1wa| Sort the attendee list on

alphabetic on name and print

OTHER

out the list.
Paper Check-in Manaar CIecR=
If internet connection or cell service is unavailable at your Good for smaller, more intimate events, Manual Check-in
event, download and print a list of attendees to use for lets you search the list of your event's attendees. Can be
check-in. We recommend you bring a print out of the used on its own, or in tandem with our other check-in
attendee list as a back-up for all check-in methods. Good methods.
for any type of event!
How to use Manual Check-in

ﬂ Download your Attendee List >

Go to Manual Check-in >

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




® Peatix

1-2) Send a message to the attendees

If you want to share a notification about the event with the
attendees, you can email the attendees through the “Attendee page”.

Click “Message Attendees” and select “All”.

@ > Overview Attendees View Edit Promote Check-in x
Group Event

N—
Peatix demo
SALES LIST WITTENDEES] CONTRIBUTIONS Attendee List CSV Form Entries CSV ‘ CHECHK-IN SCREEN ‘
Waiting / 3 v A7 v Search for names} E={ Message Attendees
3 found

Filtered

Peatix demo

1 x Free #1 Ed Check in

Message Attendee(s)

All Attendees

You can view your sent message in the

“sent” box. Please see page 39 for

more information on accessing the

“sent” message box.

J

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



.
2-1) QR-code check-in (.) Peatlx

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.

The picture is only an illustration.
No actual green beams are used

when scanning QR-codes.

£ Downhoad on the
- App Store

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.

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



The day of the event

2-2) How to use the Peatix scan app

® Peatix

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.

—

—_—

G )

-

PPPPPPPPP

g i
( ) HS)

X Search for “Peatix Scan”
X The App needs to be installed on every

used to check-in attendees.

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

use the Assistant Mode. Please see page 50.

device that will be

Start the application, and log into the account you used to create the
event. Select the event, and click “Scan QR code”.

71% H»

PealiX
Scan
for Organizers

Login with Twitter or Facebook

Login with your Peatix account

Forgot Password?

Assistant Mode

=
— e
E e
——

sees au 4G 12:21 PM 71% .y
My Events
Peatix demo
turday, September 19, 2015, 09:00

3
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The day of the event

2-2) How to use the Peatix scan app

® Peatix

Scan the QR-code on the tickets of the attendee, and the attendee
is automatically checked in. Tap “OK"” to scan the next ticket.

)

% When you scan the ticket, the

J eseee au 4G .- 12:25 PM 70% W)

< Event Info

attendee name, number of

tickets, and seat ID are displayed.

Checked In!
Peatix demo
1 x Free
Seat ID: #9

X% The check-in information from

OK

the scan app is synchronized in

your account, and the check-in

information can also be accessed

from your computer.

If you scan a ticket for the second
time, an “Attendee is already checked

endee is :r::!; checked in. i n o e rrO r I S S h OW n .

Cancel

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



The day of the event

2-2) How to use the Peatix scan app

® Peatix

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.

ﬁthe 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

o™

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.

\_ /

8
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The day of the event

2-2) How to use the Peatix scan app

® Peatix

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.

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.

A B [ D E F
1 SalkesID Sales Mame  Display Mame Furchased Ticket Mame Cuantity
2 1123183 John Test el 2M5-04—15 135210 3GT Standard 1
3 1208641 Pea Tix Peatix 2M5-05-201618:20 3GT Standard 1
4 1208000 Maria Example™ WETEz s 2M5-05-201618:20 3GT Standard 2
SoftBank & 5:27 PM o 1315652 Marc Test Marc 2015-05-201618:21 SGT Standard 1
G 1320548 Linda Sample  Linda 12 2015-05-23 161822 3GT Standard 1

CLOSE YOUR TICKET

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’).

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




The day of the event

2-3) How to use the assistant mode

® Peatix

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.

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.

() () (Y

| [
_ | | |
eesee 4G 12:21PM 71 ssses gy 4G 12:21 PM 71% W eseee au 4G 12:29 PM 68% W

My Events <{ My Events Event Info

Peatix demo
Baturday, September 18, 2015, 09:00

in this QR code in another app that is in
sistant Mode.

(

A

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

stistant mode QR-code. /

10

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



The day of the event

2-3) How to use the assistant mode

® Peatix

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.

‘ o oD ‘l '
J = J OOOOOOO 4G 12:29 PM 68% W

®e au 4G 12:21 PM 71% W

( My Events Event Info

j PealiX j 2 of 3 attendees
Scan
for Organizers

j Login with Twitter or Facebook

Login with your Peatix account

Assistant Mode
Starting to scan QRCode for Peatix

demo

Forgot Password?

Assistant Mode

OK

()

Click “ok”, and you're ready to check in attendees.

A \

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.

- J

11
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.
2-4) ColorSync check-in 0 Peatlx

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.

Reception

Ticket Ticket

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.

12
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The day of the event

2-4) ColorSync check-in

® Peatix

Click “Check-in Attendees” from the Check-in screen, and the
ColorSync screen will open.

@ > Overview Attendees View Edit Promote Check-in x
Group Event

Peatix demo

YOUR CHECK-IN METHOD IS SET TO

COLORSYNC CHECK-IN

Additional help >

When you open the
ColorSync check-in
screen, the screen will
- - start flashing colors.

Please leave this screen open. If you close this screen, or move
to another page, the tickets of the attendees will also stop
flashing.

13
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2-4) ColorSync check-in O Peatlx

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.

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

ARE YOU AT THE

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.

14
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The day of the event

2-4) ColorSync check-in

® Peatix

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”.

Q John| Cancel

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

eseee au 4G 18:51 @ 738% M seese ay 4G 4:29 PM 3B W

CLOSE YOUR TICKET RELOAD CLOSE YOUR TICKET RELOAD

Peatix demo

Peatix

4

CHECKED IN
2 xFree

Open this ticket at your event to
check in!

When the above screen is shown, please When the attendee pressed the
ask the attendee to refresh the screen, “Yes, I am” button while waiting
and click the “Yes, I am” button. The in line, the ticket status can
screen will then start changing colors. already become “checked in”.

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

Copyright © 2014 Orinoco Peatix .K.K All Rights Reserved. 15



The day of the event

2-5) Check-in with a computer

® Peatix

If you have a computer with internet available at the day of the
event, you can use your computer to check in attendees.

@ > Overview Attendees View Edit Promote Check-in x
Group Event

Peatix demo

] Attendee List CSV ‘ ‘ Form Entries CSV ] CHECK-IN SCREEN

SALES LIST [ATTENDEES] CONTRIBUTIONS

-
I Waiting / 2 v ‘ ‘ A7 v { Search for namesRQ | ] = Message Attendees
\
2 found showing 1 outof 1 1
Peatix demo 2 x Free #11, #12 [ Check in | ]

Search for the attendee name, and click “Check in”.

[1 Checked In /2 v ’]‘ A-Z v ‘ \ Search for namesRQ ’ B¥4 Message Attendees

2 found showing 1outof1 1

Peatix demo Undo Check in

N/
A\

2 x Free #11, #12

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.

Copyright © 2014 Orinoco Peatix .K.K All Rights Reserved. 16



,
2-6) Irregular / manual check-in (.)Peatlx

When you wish to manual check-in attendees, please print out the
attendee list.

When you check-in with QR-code or ColorSync, the following cases require \
irregular check-in support:

v The attendee’s ticket isn't shown due to internet connection issues.
v' The print out is blurry, and the QR-code cannot be scanned.

v' 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.

Copyright © 2014 Orinoco Peatix .K.K All Rights Reserved. 17



The day of the event

2-6) Irregular / manual check-in

(® Peatix

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.

1 ticket (1 QR-

Person A code) is moved
Person A transfers FEOIE R lee Mo 1 QR-code
buys 2 1 ticket to claims the B
tickets person B ticket - 1 ticket
2 tickets TN | QR-code
L 1 ticket

Please see the following help page for more information about the
transfer function:
http://help.peatix.com/customer/en/portal/articles/155703

Copyright © 2014 Orinoco Peatix .K.K All Rights Reserved. 18


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

® Peatix

Frequently asked questions

Q1. Can I create multiple events with different dates?
Al. 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

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

\_ J

19
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