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1. Setting up a new event 
 
- Log in to https://admin.nutickets.com/ 
 
- Hover the cursor over the 'Events' menu item 
 
- Select 'Add Event'  

 
 
 
 
 
Event Types 
Choose the event type that best suits your event. 
 

Ticket Shop/Guest Lists- We anticipate that 
most events being set up by CSSC organisers 
will be via the 'Ticket shop/Guest lists' option.  
 
Group Event- Used for team activities. This 
option will enable members to either pay for 
their group in full or set up a team code that 
they can send to their team mates so that 
individuals can pay separately. 
 
Time Slot Event- Used for events that have 
various time slots e.g. multi activity days or 
workshops at conferences. 
  
Allocated Tickets- Enables members to select 
a specific seat on the event e.g. theatre tickets 
or dinner parties. 

 

1.1. Event Type: Ticket Shop/ Guest Lists 
 

 
- Click 'Create event' under Ticket shop/ Guest lists 
 
 

Event Information 
 

- Name*: Type a name or title for your event. This will show on the event/offer listing on the 
CSSC website and at the top of the event page.  
 

Please make sure the association that is 
funding or arranging the event is stated 
in the event name in the following 
format: 

 
Example: Eastern Region | Day trip to …  OR Aberdeen Area | Coach trip to .. 
Acronyms of associations is acceptable 
 
Please Note: Members will be able to search for events using a ‘keyword search’ function so make sure the 
event name is relevant and includes words that will likely be searched for if a member was looking for your 
event. 

https://admin.nutickets.com/
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- Venue*: Start typing the venue name or if no name then first line of the address. If the venue is 
already in the Nutickets system the venue will be available to select and the address details will 
automatically populate.  
 
If nothing shows the full address will need to be completed. Finish typing the venue name and click away 
from the venue box. The additional address fields will now show. 
 

If you need to edit a venue address or name once the event has gone live this can be done by clicking 
Events then Venues from the main navigation. 
 

Please Note: If organising a coach trip 
we suggest using the first/ main pick 
up point as the venue as members will 
be able to search for activities near to 
them on the CSSC website. 

 
 

- Start*/ End*: Select the month, year and date from the drop down in the start box. The same 
date is added to the end box as a default. Simply click in the end box if the end date is different. 
 

Start and End time can be typed in 24hour clock 
format or selected from the drop down. 
 
Please Note: This section is compulsory to enter. 
If you are unsure of timings when entering we 
suggest providing an indicative and note that 
timings are subject to change in the 'Description' 
section 

 
 

- Listings Visibility*: ‘Show event in listings’ is the default 
option. If 'Hide event in listings' is selected the event will not show on 
the CSSC website once approved.   
 
 

- Description: Type any relevant information about the event.  
 
Please add headers where possible to break up large amount of text and if multiple options use bullet 
points. 
 
Headers – Highlight text and change format to Heading 5 
General text- Font: Ariel in Size: 14 
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Suggested headers 
 

• What is included 

• Price- different prices available  

• How to book – including when tickets will go on and off sale 

• Any restrictions - i.e. age requirements/ venue accessibility/ how many tickets a member can 
purchase? 

• Any queries – Contact details for any questions about the event 

• Please note – i.e. When and how should members expect tickets/ pre event information? 

• Format of the day – i.e. Approx. agenda for the event and timings. 

• Coach pick up points - Any pickup and drop off points and timings if known. 
 
 

- User Group: Select which Region, Area or Sporting body is funding this event.  
 
This will enable those that have been enabled (generally committee or national organiser) access to 
attendee lists and transactions relating to your event. 
 
Please note: If you have been set up with access to all events that have a particular user group you 
MUST select the user group when setting up your event. If not you will not be able to view this event 
once saved. 
 

 
 
 

Edit event SEO metadata: Not Required  
 
 
 

Event Tags 
 

Select the relevant tags for your event (Regions, Area and Activity Type). Multiple tags can be added. 
This may be useful if your event is situated close to two different area associations or relates to multiple 
activity types. 
 
Please Note: Member Only/ Member and Non-Member can be added under the Activity Type. Please 
add the most relevant tag for your event. 
 
If a 'tag' has been selected the event will show on the CSSC website on the associated page and when a 
member selects the relevant option/s when doing an advanced search. I.e. if you tagged the event with 
the activity type Football and a member wanted to see all events relating to Football your event will 
show in the activity listing. 
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Organiser Details 
 

- Enter the main organisers name, email address and contact number to enable members to 
contact the relevant person if they have any queries.  
 
Default email address, nutickets@cssc.co.uk , will be added if the Organiser email is left blank. 
 
 

 
 
 

Additional Event details 
 

- Posting Code: Type the relevant ‘Posting code’ for this event.  
 

- AA/Region/SRB/DA Code: Type the relevant AA/Region/SRB/ DA code.  
 
It is extremely important that these fields are correct to ensure any due payment is returned correctly. 
 
Please Note: If you have misplaced your Posting code and AA/ Region/ SRB/ DA code please contact the 
HO team via email nutickets@cssc.co.uk  
 
 

 
 
 

- Event has been approved by the treasurer: Approval for funding of your event should be 
received from the relevant area/regional treasurer prior to uploading the details on the Nutickets portal.  
 
Please Note: If this box is 
not ticked the event may 
not be published on the 
website until approval has 
been received. 
 
 

- Package Travel Regulations: These need to be considered if the event is 24 hours or more in 
length or includes at least 2 of the following components: Accommodation, Transport or Other tourist 
services. If your event falls under the Package Travel Regulations please read through the guidance and 
make sure that steps have been taken to comply. 
Please contact Matt Taylor (matthew.taylor@cssc.co.uk) if you have any queries. 
 
Click here for further information. 
 
 

mailto:events@cssc.co.uk
mailto:events@cssc.co.uk
mailto:matthew.taylor@cssc.co.uk
https://www.cssc.co.uk/volunteers/package-travel-regulations-and-cssc-trips-summary/
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- Health and Safety Regulations: CSSC is bound by the Health & Safety at Work Act (1974) and 
current health and safety legislation to ensure that all volunteers and participants undertaking CSSC 
activities are not exposed to risks to their health and safety. 
Please read through the guidance and make sure that steps have been taken to comply. 
For further details or if you have any questions, please contact Matt Taylor (matthew.taylor@cssc.co.uk) 
or the HO Events Team (nutickets@cssc.co.uk) 
 
Click here for further information. 
 
 

- Image Criteria: If adding images to your event please make sure you are familiar with the image 
policy and that any images used comply with the copyright regulations. 
If you have any questions, please email marketing@cssc.co.uk. 
 
Click here for further information. 
 
 

Edit Advanced Settings 
 
Click edit advanced settings to open additional options. Alternatively, you can save the event as a draft 
at this stage and update the advanced settings later. 
 

 
 

Additional Event Information 
 
Click ‘Show’ or ‘Add extra information’ to expand this section. 
 

 
 
 

- Header Block: This text is shown at the top of the event above the ticket selection so a brief 
‘teaser text’ or significant information about the event can be shown here. 

 
This text does not pull through to the CSSC website. Please add key information to the Description text 
box. 

 
 
 

mailto:matthew.taylor@cssc.co.uk
mailto:events@cssc.co.uk
https://www.cssc.co.uk/volunteers/supporting-volunteers/health-safety/
mailto:marketing@cssc.co.uk
https://www.cssc.co.uk/volunteers/volunteer-news/helpful-information-images/
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Event Images 
 

Click ‘Show’ or ‘Make your event more appealing’ to expand this section. 

 

Please Note: All images need to be uploaded in one of the following formats: jpg, jpeg, png, gif. 
Recommended image size is also noted to guarantee a good quality photo that won’t be cropped when 
showing on the website. 
 
Please click here for more information about using images that you have downloaded or have been 
passed on to you to use on your event 
 

 

 
Flyer Image: This image will show small on the nutickets event page (just 
above the location information) but can be magnified to its original size when 
clicked on. 
 
 

Event List Thumbnail: This image will show on the CSSC website activity 
listing when searched. Recommended size: 546 x 486 pixels. 
 
 
 

Event List Card Thumbnail: This image will be shown on the CSSC Website as 
the event header. Recommended size: 546 x 486 pixels.  
 
 
 

Header Image: This image will show at the top of the nutickets event page as 
the main image. Recommended size: 900 x 275 pixels. 
 
 
 

Shared Image: This image will appear when a member shares the event on 
social media. Recommended size: 1200 x 630 pixels. 
 

 
If you don’t have access to your own or have not have permission to use a venues/ individual’s image, 
then CSSC head office can obtain/purchase images for you.  
 
You can browse through getty images and choose your selected images and we can download them for 
you after you send in the URL links for them. 
 
getty images - https://www.gettyimages.com/   
 
 
If you need assistance, please contact the marketing department who will be able to further assist you: 
marketing@cssc.co.uk  
 
 
 

https://s3.eu-west-2.amazonaws.com/cssc-medialibrary/o_1db2ojhin113v18k1rp837n16bg8.pdf
https://www.gettyimages.com/
mailto:marketing@cssc.co.uk
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Event resources 

 
You can upload the following resources in this section: 

- Facebook Links 
- Youtube Links 
- Images  
- Files.  

 
 

How to add a resource to description or header text boxes 
 
a. Select the resource you would like to add 
from the drop down box. 
b. Either add the Facebook/ Youtube link or 
select the file/image.  
c. Click ‘add resource’ and the relevant file or 
link will show under ‘Available Resource’ 
d. Click ‘copy’ shown under Actions.  
e. Scroll to the description or header box that 
you would like to apply the link. 
 

 
 
Link a piece of text by selecting the relevant wording and clicking the Link button. Paste the resource 
link in the URL box and click OK. The selected text will open the resource when a member clicks on it. 
 
If you would like to show the URL then simply click where you would like the URL to show instead of 
highlighting a piece of text and follow the steps above. 
 
Add an image by clicking the Image button. Paste the image link in the URL box and click OK. You can 
amend the width and height to fit the space. 
 
Please Note: Suggested image size for the header box is 900 x 275 pixels and description boxes is 600 x 
600 pixels or multiples of this. 
 
 
 

Purchase Settings 
 

- Max Tickets per Purchaser: This option will restrict a member from purchasing above the 
selected limit chosen regardless of ticket type.  
 
Please Note: You can restrict the 
number of a specific ticket type 
purchased when creating the 
tickets. For example, if you wanted to restrict the number of non-member spaces a member can 
purchase this can be done in the Ticket section. 
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- Sharing Options*:  

 
Sharing is optional (Default) 
The purchaser can send the tickets to other attendees by entering their name and email address at the 
time of purchase. By default, all the tickets will be sent to the purchaser. 
 
Sharing is compulsory  
All the tickets must be shared with individual attendees; the system will only accept one ticket per email 
address. 
 
Sharing after purchase  
The purchaser will receive the tickets and will have to share all the tickets after the purchase under the 
‘My Account’ section. 
 
Sharing is disabled 
The purchaser will not be able to share the tickets and will receive all the tickets purchased. 
 

- Allow customer ticket transfer: Check the box if you are happy for members to transfer their 
tickets to another member if they are no longer available to attend. A cost for the transfer can also be 
applied.  
 
 

- Multiple Admin tickets MUST be transferred: Option becomes available only if ‘sharing is 
compulsory’ and ‘allow customer ticket transfer’ has been selected. 
 
 

- Notify these emails after each purchase: Check the box and add an email address. This address 
will receive an email each time someone applies for this event.  
 
Please Note: The purchase notification email will only contain the name of the individual that has booked 
the tickets and how many of each ticket type they have purchased. You will need to log in to Nutickets to 
access additional information. 

 

Sales Tax Settings 
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- VAT Value for the event: Default is 0%. For the vast majority of volunteer led events the VAT will 

be 0%. If your event is being funded by CSSC HO this may be different. The events team can advise 

if required. 

 

- Display prices: Default Excluding VAT. As above, CSSC events team can advise if you are unsure.  

 

Navigation Settings 
 
Click ‘Show’ to expand this section. 

Skip Event Page 

If the event is selected on the event search or sent to a member using a link, then applicants will be taken 
straight to the register section of the booking process.  
Only one space will be available to purchase as the ‘Select Tickets’ section is bypassed. 
 

Skip Delivery Page 

Members will not be able to share tickets with other attendees nor will they be asked any additional 
questions (data fields).   
 

Skip Basket Page 

If the basket page is skipped a 
summary of the booking will not be 
shown prior to confirming the tickets. 
Basket page can’t be skipped if the 
event has a cost. 
 
 
 

Event Data Capture 
 
Click ‘Show’ or Set your ‘event data capture’ to expand this section.  

 

 
Select any relevant EVENT data capture questions.  
 
These will be answered on behalf of all attendees being booked for. 
Data fields can also be added per ticket (per person) in the online 
tickets section. 
 
 

Validations 
Required: A * will appear next to the question and the member will not be able to finalise the booking 
unless the field is completed. 
Optional: The question will show but if not completed the member will be able to continue the booking 
and pay.  
Not Asked: Default setting. The question will not show when the member books on to your event. 
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Ask this question 
Per Event: The selected question will be asked once. 
Per Order: Default setting. The selected question will be 
asked each time a member books tickets for the event. 
 
Please Note: If the field you require is not available CSSC HO can add this for you. Please contact CSSC 

head office via email nutickets@cssc.co.uk. Alternatively, please add a message to the team in the Event 

Notes shown in the event summary section 

 

Data Capture and Scanning Settings 
 
Click ‘Show’ or ‘Change the Data Capture settings’ to expand this section. 

 

We suggest that these settings are kept to default 
 

Do not allow tickets to be downloaded if data capture is incomplete: The e-ticket generated from 
Nutickets will now show or be available to download until ALL questions have been answered. If you are 
asking capture questions that may not be relevant to all, please leave this unticked. 
 

Incomplete data capture will be asked to be filled by each attendee in a follow up email: If any 
of the capture questions are left blank the attendee will receive an email prompting to complete this 
information. If you are asking capture questions that may not be relevant to all, please leave this unticked. 

 

Purchaser must enter data capture questions 
 
If Yes is selected: We advise against this as this will make ALL data capture questions compulsory. You can 
make individual questions compulsory to complete within the data capture selection process.  
 
If No is selected: Any data capture questions selected will not show during the booking process. These can 
then be updated following booking within the Nutickets ‘My Account’ Section. 
 
If Optional is selected: Default option. If this is ticked the questions will be asked as per set up within the 
relevant data capture settings. If you have set a ticket data capture question as compulsory the member 
will need to answer this question before completing the transaction. Any non-compulsory fields can be 
updated following booking within the Nutickets ‘My Account’ Section. 
 

 

mailto:events@cssc.co.uk
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Scanning settings 
 
QR Only is the default. Each person that has purchased a CSSC event via Nutickets will receive a 
confirmation with a QR code. This can be scanned using the Nutickets App if you wanted to check in 
members upon arrival. We don’t anticipate Scan NFC will be required by CSSC organisers. 
 
 

Save As Draft 
 

Before making the event live click ‘Save As Draft’.  
 
This will open the event summary where you can view the event, make amendments and add tickets. 
 
Please Note: Once the event has gone live you will not be able to amend the event details. If you need 
to make any amendments please contact head office via email nutickets@cssc.co.uk who will be able to 
assist. 
 

1.2. Adding Entry Fees and Online Tickets 
 
Once on the event summary page scroll down to the Online Tickets section. 

 
 
 

- Set maximum allowed capacity: This will 
restrict the number of all ticket types sold 
regardless of maximum number of tickets set 
per ticket type. 

 
 

- Add Category: If you have lots of tickets available on an event you can set up categories to sit 
them under. This will show as the category name on the event with a cross for members to 
expand the selection. 
 

Add Ticket 
 
Click on "Add Ticket" to set up a new online ticket 
and allow members to buy tickets online. 
 
Previous Ticket Template is the default. Templates 
have already been created for volunteers to use. 
 
Select a template from the drop-down list. For 
example, ‘CSSC Member’ 
 
 

mailto:events@cssc.co.uk
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Ticket Details 
 

- Name*: Edit the name of the ticket if required. 
This will show when a member is booking on to the 
event. 
 

- Description: You can add a short description of 
the ticket that will be shown on the event. 
 
 
 
 
 

Quantity 
 
Select the total number of this ticket type available for 
sale and the minimum and maximum number of this 
ticket type a member can purchase per order.  
 
You can also restrict how many of each ticket type a 
member can purchaser per event rather than per order 

under the ticket Ticket Purchase Options tab. 

 
Please Note: You can select the maximum number of all ticket types available on the event summary page 
 

Price 
 

- Ticket Price: Type the per person/ per ticket 
price. 
 

- Processing Fee: Default is £0. If a cost is applied 
this will be added to each ticket purchased. 
 
Please Note: If you would like to add a separate fee per 
order this can be done by either adding a separate ticket 
or an optional Product can be added to the ticket. 
 

 

Ticket Preview 
 
The sample ticket shows you what will be available 
for members to download upon booking.  
 
 
 
 
 

 

Ticket Optional Fields 
 
 

- Hide this ticket from my box office: You can create hidden tickets which can either be for 
admin use only to issue or can be revealed with a promo code. 
 

- Hide when off sale: When the off-sale date has been 
reached the event will not show in the event listing. 
 

- Enable Waiting List: When the ticket is showing as sold 
out members will be able to apply to a waiting list  
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- On/Off Sale: Tickets by default are on sale from the 
moment you add the event until one hour before the start of 
the event. You can change this by selecting the month, year 
and date from the drop down  
 
Start and End time can be typed in 24hour clock format or 
selected from the drop down. 
 

- Valid from/to: This is the time that you would like 
the tickets to be available to be scanned from and to. Tickets 
by default can be scanned from the beginning until the end of 
the event. 
 

- Use validity date on ticket: If you have selected 
validity times you can show these on the ticket. 
 

- Ticket Validity Grace Period: Extend the validity 
period of tickets, before or after time stated on the sale of 
the ticket. For Entry App Plus and Online Scanning only 
 

- Ticket disclaimer text: Add a small amount of 
text to the e-ticket. This is shown at the bottom of the e-
ticket. 

 
 

Ticket Data Capture 
 
 

- Select any data questions you would like to ask each attendee for the ticket type you are creating.  
You can set each question so that they are either optional (default) or required. 
 
Helpful Hint: Click Ctrl and F on your keyboard to do a keyword search to find relevant questions. Select 
all questions you would like to ask, click save. When you go back to edit the ticket all questions ticked will 
appear at the bottom of the listing so you can rearrange easily. 
 
Capture questions are presented to the member in two columns. You can rearrange the order of your 
capture questions by drag and dropping. 
 
Please Note: If the field you require is not available CSSC HO can add this for you. Please contact the CSSC 

head office via email nutickets@cssc.co.uk. Alternatively, please add a message to the team in the Event 

Notes shown in the event summary section. 

 

Ticket Purchase Options  
 
 

- Purchaser must be on the list: This option is default and is good for events which only allow 
members to purchase one space or if creating a ticket for non CSSC Members. This confirms that 
it is a member that is booking the ticket by matching their email address to the members list.  
 

To ensure correct and current member list is selected start typing CSSC and it is the first option. 
  
 

CSSC Membership List - CSSC Membership  
 

If enabling a member to book for multiple CSSC Members, 
then please select ‘everyone must be on the list’ 

 

mailto:events@cssc.co.uk
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- Everyone must be on the list: This option requests a unique email address for each CSSC 
member ticket purchased only if Sharing is compulsory is selected in the event sharing options 
section. The transaction will be confirmed if all CSSC Member spaces have an email address that 
is on the members list. 

 
Please note: If your event is only open to a specific group of members or volunteers please contact CSSC 
head office via email nutickets@cssc.co.uk who will be able to advise the process. 

 
- Max Tickets per Purchaser: You can restrict 

the number of the specific ticket type a member 
can purchase. Useful if you would like to restrict 
the number of non-members a member can bring 
with them. 

 
- Add all ticket holders to the following lists (s): Not to be used. We are not using the 

marketing function on nutickets so this is not useful and will potentially cause issues to existing 
member lists. 

 

 

Ticket Products  
 
Select any products that are relevant to the event. These can be added per ticket purchased.  
 
You can limit how many of each item a member can add per ticket purchased. 
 
Please Note: If the product you require is not available 

CSSC HO can add this for you. Please contact CSSC head 

office via email nutickets@cssc.co.uk. Alternatively, please 

add a message to the team in the Event Notes shown in the 

event summary section. 

 

Finalise Ticket 
 
Once happy with your ticket click Add Ticket  
 
Your tickets will now show on the event Summary page under Online Tickets. 
 
Repeat the process for any other ticket types. 
 
You can edit and remove existing tickets by selecting ‘Edit’ or ‘Remove’ next to the specific ticket type. 
 

 
Please note: Once someone has booked a specific ticket these will be unavailable to remove. 

mailto:events@cssc.co.uk
mailto:events@cssc.co.uk
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1.3. Event summary and confirming your event 
 

Event Summary Navigation 

 

- Information: Once you have selected ‘Save As Draft’ a summary of the key information about the 
event will show. 

 

- Products: Add products per event within this section. Products can also be selected per ticket (per 
person) purchased within each ticket.  

 

- Advanced: Not available to edit. 
 
 

Event Details 
 

- Copy Event: If you run the same event regularly you can copy the existing event and change the 
date to fit the new. 
 

- Edit Details: If you notice something that needs changing to the main event information you 
can click ‘Edit Details’. Editing tickets are done further down the summary page under Online 
tickets. 

 

- Preview Event: To view your event before submitting to the website click on ‘Preview Event’. 
This will open in a new tab.  

 

- Request Approval: Once you are happy with the look and wording click ‘Request Approval’. 
 

The CSSC events and web team will be a second set of eyes to make sure the event is ready to 
go live and click approve if ready. You will receive an email once the event has been approved 
and is available to accept bookings. 
 
Once approved please contact the Affiliate Comms team ( AffiliateComms@cssc.co.uk ) to 
arrange advertising of your event. 
 

- Name / Venue / Starts / Ends / User group access: Should reflect the information you have 
provided in these fields when setting up the event. 
 

- Status: Will either state ‘Draft’ if the event has been saved as a draft, ‘Approval Pending’ if you 
have selected request approval, ‘In Progress’ if the event is live or ‘Finished’ if the event has 
passed. 
 

- Created by: Name and email of the organiser/ person that added the event on to Nutickets, 
date and time created. 
 

- Approved by: Only shown once approval has been given. Name and email of the HO 
representative that approved the event and date and time approved. 
 

 

mailto:AffiliateComms@cssc.co.uk
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- Event Notes: You can add any notes for CSSC admin to see only.  
 

 
 

- The summary page also shows what purchase and sharing settings you have applied to the event. 

 

- Hide event in listings (Make Private): If selected the event will not show on the website once 
the event has been approved. 

 

- Show remaining tickets: If selected then the number of tickets available will be displayed on the 
nutickets select tickets event page.  
 

- Mark tickets ‘Off Sale’ in Ticket Shop: If selected all tickets will show as Off Sale. 
 

Online Tickets 
 
Please see the 1.2. Adding Entry Fees and Online Tickets section for further information. 

 

Guest Lists 
 
If you have selected ‘Enable Waiting List’ the list will appear in this section. 

 

Share your event 
 
Please only use the CSSC web link when sharing your event via social media. Once approved the event can 
take up to an hour to show on the CSSC Website. 
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2. Advertising Your Event and Fulfilment 
 
Please contact the Affiliate Comms team ( AffiliateComms@cssc.co.uk ) to arrange advertising of your 
event. 
 
The fulfilment process (Posting or handing out of physical tickets) will remain the same for volunteers 
unless a venue agrees to accept the booking confirmation/ Nutickets generated ticket upon arrival. 
 
 

3. Editing venue information 
 
- From the main navigation hover the cursor over the 'Events' menu item. 
 
- Select ‘Venues’ from the listing.  

 

Editing Venues 
 
-  You can search for the venue you would like to edit by the name or first line of the address, city 
or postcode. 

 
- Click edit next to the relevant venue and update with the new details. 
 

Available to edit:  
 
Venue name – Address line 1,2 & 3 – City - Postcode – Capacity – Longitude & Latitude - Image 
 
 

Removing Venues 
 

- To remove a venue click remove next to the relevant venue.  
 
Please note: If the venue has already been used or is showing on an existing event you will not be able to 
remove it. 
 

 
 
 

mailto:AffiliateComms@cssc.co.uk

