
Creating A Paid Ticketed Event in ExperiencePitt  

 

This walkthrough guides you through the step-by-step process of creating and submitting a 
paid ticketed event in ExperiencePitt. You’ll enter information such as the location, 

registration details, uploading flyers, and more. This is a step-by-step guide that walks you 
through the What, When, Where, Registration, Access and more! 

 

 

How To Get Started!  

To get started, you can log into ExperiencePitt (experience.pitt.edu) using your Pitt login 
credentials. Once you navigate to your organization’s dashboard, you can then select the 

Events block.  

Note: This function will NOT work if your organization does not have their payment 
acceptance enabled. To request this functionality be turned on, please visit 

https://cglink.me/2kn/s1471 to complete the request form. 

 

https://cglink.me/2kn/s1471


Once you click on the Event tabs, a full list of events (if applicable) will appear. To create a 
new event, click on the button located in the top right-hand corner of the screen. 

 

 

Upon creating a new event, the following steps are intended to walk 
you through each step of the process, ensuring that your event 

information is covered in depth.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Step 1: What 

 Enter all required information such as Event Name, Description, Event Type and 
Event Tags (please select all that apply). 

 

  

 

Organizing Team: Choose an Event Coordinator (if it’s not you). You may also grant other 
group members the ability to access the event and track attendance. 

 

 

 

 

 

 

 

 



Step 2: When  

Select the date and time of the event. 

 

If creating a recurring event, there is a drop-down menu that allows for selection of dates 
for recurring events. 

 

 

 

 

 



Step 3: Where  

  

Select the location of the event and select what group can see the event location.  

IMPORTANT 

To select a physical location and for it to appear on the map within the finalized event, the 
Address dropdown must be selected, entering specific building addresses. Please see 

below for popular University of Pittsburgh building addresses. 

 

 

Popular Addresses:  

 William Pitt Union: 3959 Fifth Ave, Pittsburgh PA 15260 

 O’Hara Student Center: 4024 O’Hara Street, Pittsburgh PA 15260 

 Petersen Events Center: 3719 Terrace Street, Pittsburgh, PA 15261 

 For a full list of Pitt buildings, please go to: University of Pittsburgh Buildings 

 

Optional: If the event is to be virtual, this section will allow you to select the meeting 
platform and add a direct link. 

 

https://www.capitalassets.pitt.edu/building-list


Step 4: Photo 

 Optional: Attach a photo(s) or flyers to visually promote your event. 

 

 

 

Step 5: More  

 Optional: If food is being provided, there is a section to add specific food. 

 

 

 

 

 

 

 

 



Step 6: Access & Display  

Selecting the right access level is important, as this selection will determine who is allowed 
to register and attend the event. The settings in the picture below are the settings to be 

used, unless it is open only to Group Members Only. In that case, Who can see this event 
should be changed to Group Members only. 

 

 

 

 

 

 

 

 

 

 

 

 



 

Step 7: Registration  

  

The default registration option is RSVP and will automatically be created for $0 without any 
limits. To edit the details of the free RSVP, click the edit button on the right side of the table. 
Within the opened window, options such as price, quantity, and waitlist timer (the amount 

of time a user must secure their ticket after getting off the waitlist). 

 

 



In Registration, there are various other additional details that can ease the flow of event 
information. There are options such as setting attendance limits (important to stay in 

compliance of room capacities if inside), reminders to registered guests as the event is (x) 
number of days away, displaying list of registered guests, and uploading an image of the 

ticket if created outside of ExperiencePitt. 

 

 

To add a second ticket type, select “Add New Option”. 

 

 

 

 



After adding a secondary ticket option, the expanded registration option window will open. 
This is where information such as ticket name, price, quantity, wait list and other options 
will appear. 

 

 

 

 

 

 

 

 



Step 8: Advanced  

  

All these customizable options are optional but will give more depth to your event including 
waivers, information about speakers and sponsors, assigning parent events and other 

options as seen in the picture below. 

 

 

 

 

Contact Us!  

Looking for further help setting up your event? Contact ExperiencePitt Support 
(xpsupport@pitt.edu) or visit Student Involvement, located in the William Pitt Union Room 

119, during business hours! 

 

mailto:xpsupport@pitt.edu

