%2 Auctria Dashboard

= How to Check In Guests

Open Checkout: Click Check-in (left sidebar, Actions).

1. Search for the

Guest

o Type their name
(partial is okay).

e Can't find them? Ask
if they're a guest of
someone else, then

search that name. ° P
D Sell Tickets

2. Check in

« Click the E3 arrow to
open their profile.

» Need to sell a ticket?
Click Sell Tickets.

e Walk-in or no
registration? Click Add
New Guest.

3. Update Guest
Information

o Click the
checkmark icon to save

2 + Add New Guest |

Need Help?
B Check-in Tutorial

————— R

Check-in

3 of 162 checked in (2%)

Select Who To Check-In

Q. kathyj

Hide checked-in guests

Hide guests without tickets 1

#262 Kathy J
kathyE@example.com
Ticket# ENCNASDE ~ Table: 31

£ Check-in Settings

#263 Guest of Kathy J
Guest of: Kathy J

Ticket# THA4PAWW ~ Table: 31
< Back To Participants

Need Help?
@  Intreduction To Check-In

L)
f®. Checkdin
l I||| |

3 of 162 checked in (2%)

a
+~ Check-in Guest
+ Add New Guest

Kathy J =

Link with someone

© view Transactions FIOTE. ——————————

< Back To Check-in Search J Mot set
Empty
Credit card. B No card 3
Credit card fees: Opts to cover future fees automatically

Table: Table# 31 : VIP Bold Bronze Sponsorship: sold to Kathy J (#1019) & Change table

VIP Bold Bronze Sponsorship ENCNASDE

Bought by Kathy J - Transfer ticket

v Check-in Kathy J

Other guests you may want to include:

changes.

Guest of Kathy J (#265)
Guest of Kathy J (#266)

Guest of Kathy J (#267)

+ Include in check-in
+ Include in check-in

+ Include in check-in

» Toregister a card, click
Register Card.

» Assign paddle number
using the Paddle#
button.

Tip 1. Suggested Guests

If someone bought multiple tickets,
suggested guests will appear at the
bottom of the check-in card.



