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The Ticket Scanning feature enables you to securely validate tickets sold through your website using
unigue QR codes. Once activated, each ticket purchase automatically generates a digital ticket
containing transaction details and a scannable QR code, which is delivered to the customer via email
in PDF format.

At the event, a "door person" uses their phone to scan the guests' tickets to "check them in".

Important note: You must enable ticket scanning BEFORE selling tickets. Any tickets sold without
ticket scanning enabled will ot include a QR code, and therefore will not be scannable at the door.

Follow the steps below to activate the ticket scanning feature for tickets sold on your website.

1. Open your Site Builder

Log in to your admin panel and go to Site Builder -> Settings -> General.

Find the Ticket Scanning option and turn it ON.

Ticket Re-Entry = Allow attendees to leave and re-enter the event. Staff can mark tickets as
temporarily out and scan them again for re-entry. Set the maximum number of times a ticket can be

re-scanned. Leave blank for unlimited re-entries.

Manual Entry = Allow staff to manually enter ticket codes instead of scanning QR codes.
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Ticket Scanning Settings

Only tickets purchased after enabling ticket scanning will have scanning features.
@D Enable Ticket Scanning @

Allow Ticket Re-entry @ Allow Manual Ticket Entry €@
Maximum Re-entry Count @

Unlimited

Make sure to save your changes!

What does the customer do after?

Ticket buyers will automatically receive a confirmation email after purchasing a ticket.

The email will include their ticket details and transaction information. A PDF ticket with a QR
code will be attached, but only if TICKET SCANNING WAS ENABLED WHEN THE TICKET WAS
SOLD.
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Great news! Your transaction from Your Website Name was successful. Make
sure to keep this email for your records.

Your transaction number is 100000087, and you can review the items below

Item Value
#17 - QRCODE TICKET item(s) - First Name Last Name $0.00

The total of $0.00 is being charged from your card with the statement of
WebsiteNameMyEvent.

What happens after enabling Ticket Scanning?

The QR code can be scanned at the door or registration desk to validate the ticket and "check in" the
guest.

Your customers can either show the QR code on their phone or present the printed PDF version for

scanning.
Your website name
May 29, 2026

Ticket details
75TKA1

Website: Your site name

Transaction: 50000086

Buyer name: first name last name

Ticket:

Privacy: Public

Type: Online

Amount entered Gross amaun k Net amaunt Fees amount
$0.00 $0.00 $0.00

Sold: 2026-05-29 11:19:22

What should I, as Organizer, do during the event day?



Under the Administration option, you will find the Scan Ticket feature. There, you will be presented
with the option to enable your camera on your desktop computer, phone, or other device.
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Getting Started

Next steps.

Scanner i Statistics

If it cannot be read by your device, you can write the Code.

&%, Scanner ii; Statistics

ENTER TICKET CODE

Check In Ticket



Once done, you will see a confirmation.

&2 scanner i Statistics

@ Welcome! First-time check-in.

Ticket Holder: firs tname last name
Ticket: QRCODE TICKET
Status: Checked In

Scan Count: 1

Last Scanned: 2026-05-29 16:39:58

Scan Another Ticket

You have the option to filter your other tickets to scan each one accordingly or see their statistics.

Ticket Scan Filter X

How ticket filtering works
Select the ticket you want to scan. Unchecked ticket will be blocked when scanned.

If you scan a ticket that is not checked, the scan will be blocked and an alert will be shown.
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