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HOW TO ALLOCATE TICKETS TO YOUR GUESTS
Hosts can assign their tickets to their guests in their account. Here’s how:

e Log into your account on The Railway Ball - Ticket site

e Go to Your Account > Tickets

[ Home Tickets Donate The Railway Ball Guestinfo Who's Coming to The Railway Ball Your Account Contact Us

Account Tickets

Your Details:
Email Address *

Carrie@cl-events.com
First Name *

Carrie
Last Name *

Matthews

Mobile Number

==+ 07752370743

Table/Sponsor Only: Organisation Name (for Website & Table Plan)
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Purchase Date Ticket Name Amount Stanus Registration Seats

13 Dec 2023 12:03 Gold Sponsorship £36.000 o Complete 1 E

16 Oct 2024 1355 Gold Table £9.300 [ipaa] © incomplete 12
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https://2024.railwayball.co.uk/sign_in

o To assign a ticket to yourself click on Assign Ticket and tick the ‘Assign ticket to me’
box

o Complete the information required, then click Save & Submit

Guest #1
D Assign s ticat
Emai Address *

(05 [ 0smmasem

o To assign a ticket to your guests click ‘Assign Ticket’, complete the contact details of
your guest and click ¢ Save and Share’.

o You will need to add the guest's First Name, Last Name and Email as the
minimum



Assign Ticket MGESTRAIFICRAS-2-10

Guest #2

Ernal Address ™

First Mame "

Last Hame ™

Mobile Number

Do yous have any dietary requinements? s § siepes o s "

Other dietary requirement

o The new guest will receive an invite via email to create their account and complete the
registration questions.

Your invitation for The Railway Ball 2024 Inbox x & [

The Railway Ball <ems@emma-live.com> 14:11 (0 minutes ago) ¥y “

to caroclinematthews? -

THE

RAILWAYBALL

Dear Caroline,

We are delighted that you are attending The Railway Ball on Friday 29 November
2024,

Confirm Acceptance

Please click the 'Confirm Attendance' button below to confirm your acceptance of
the invitation and complete the necessary information.

Once you click on the link, you will be taken to the registration site.

Important

Please use this email address to complete the sign-up page, so that the correct
ticket can be allocated to you.

Login: please note that the sign-up page also acts as the log-in used for the Rail

If you do not know a guests email address, you can add your own email address and their
name. A pop up will appear to say “Guest already exists, this ticket will be assigned to them.

[ 2]
dRn
Guest already exists

The guest details entered match the account details of an existing guest. This ticket
will be assigned to them.

This ticket will then remain with host’'s email, and they can click save.




