
How to Create and Manage Events
This guide explains how to create, publish, and manage RSVP, ticketed, and no-registration events. It also covers guest lists, 
registrations, and attendance records.

Events Dashboard:
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The Published Events dashboard (1) lists all published events. In this example, the list is filtered to show upcoming events. 

Review each event’s guest count (2), sales (3), start date (4), and location (5). Select the event name (6) to open and 

manage it. Use Drafts (7) to continue working on unpublished events, or select Add Event (8) to create a new event.
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Create an Event

STEP 1

STEP 2

Select “Add Events” 

Select Events from the left-side menu.

Click Add Event.

STEP 3
Select RSVP Event. NOTE: The event type cannot be changed after the draft is created.
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STEP 4 - General Info
Enter the event name and upload an event image or flyer. You may also 
add a short teaser and select an event category.

STEP 5 - Date and Time
Select Single event, then enter the start and end dates and times. If the date or time has not been finalized, select To be decided (TBD). 
Use Recurring event only when the same event repeats with substantially the same information.
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STEP 6 - Location
Select Physical Location as the location type. Enter the venue name and full address so attendees know 
exactly where to go. Wix will generate the map automatically.

STEP 7 - Event Description
In the About the event field, describe the event, what attendees should expect, and any 
important instructions, such as parking, what to bring, or dress requirements.

STEP 8 - Save as Draft
Select Save as Draft to save the event without publishing it. You can find the 
event under Drafts and continue editing it before publication.
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Customize the Event Settings Select the Settings tab to complete the event setup.
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The Registration form controls what information members provide when registering. The Registration settings section controls whether 
registration is required, who can register, capacity limits, and registration dates.
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Customize the Registration Form

In the Registration form, choose how guests respond when registering. Select Ask guests to RSVP if you want guests to confirm whether they are 
attending. Select Do not ask guests to RSVP if everyone who submits the form should automatically be marked as attending. Both options require 
registration, and Wix adds each response to the event’s guest list. Select Edit Form to review or change the information collected.

RECOMMENDATION: Select Do not ask guests to RSVP for most club events. Members have already clicked the RSVP button to open the form, so an 
additional attendance question is unnecessary. Use Ask guests to RSVP only when the club wants to record declines as well as attendance 
confirmations.
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Set Up an Event Without Registration
If members do not need to register for the event, open Settings, scroll to Registration settings, and click Edit.

Under Registration channel, select No registration required, then click Save.

NOTE: With No registration required, 
members can view the event details, but 
there is no RSVP button and Wix does not 
automatically create a guest list or attendance 
record. Use this option only for open, walk-in 
events when advance attendance information 
is not needed. Attendance must be counted 
separately or added manually.
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Preview the event and confirm that all information is correct. When the event setup is complete, click Publish.

With the current Desert Gardeners website settings, the 
published event will automatically appear on the Events page. 
No additional website editing is required.
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Preview and Publish
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Go to Events → Published. Hover over the event and select Manage to open its management dashboard. From there, you can 
edit the event details, change registration settings, review the guest list, and record attendance.
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Manage a Published Event

On the Overview tab, you can review the event details, Trends, and Stats. 
Select Edit Details to update the event, or select Manage Guests to open the 
guest list.



|  Updated September 2026SCSH Desert Gardeners | How to Create and Manage Events | Page 10

Create a Ticketed Event
To create a ticketed event, follow the same initial steps used to create an RSVP event. On the Create Event page, select Ticketed event instead of 
RSVP event. A ticketed event can offer paid or free tickets.

On the ticketed-event dashboard, create at least one ticket before publishing the event. You can do this in either of these ways:

• Select Create Tickets under Finish setting up your event.
• Open Tickets and Seating, then select Create Ticket.
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Enter the ticket details. As you complete the setup, Wix 
automatically generates a printable PDF ticket with a QR code (1).

Ticket Info (2)
Enter a clear, descriptive ticket name. You may also add an optional 
description.

Pricing Method (3) 
For a free ticketed event, select Free. For a paid event, select Fixed 
price, Price options, or Pay what you want, then enter the 
appropriate price.

Ticket Service Fee (4)
For paid tickets, Wix applies a 2.5% ticket service fee. Choose 
whether to pass the fee to the buyer or absorb it from the ticket 
revenue. This is separate from any payment-processing fee.
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Create a Ticket

Quantity (5)
Choose an unlimited or limited number of tickets. A limited quantity 
controls how many people can register.

Ticket Policy (6)
Review and edit the ticket policy. Include any applicable refund, 
cancellation, or entry requirements.

Ticket Preview (7)
Select Preview in the Ticket PDF section to review the ticket.

Create Ticket (8)
Select Create Ticket to save the ticket and continue setting up the 
event.
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Preview and Publish a Ticketed Event
After creating the ticket, select Preview and confirm that the event details, ticket price, quantity, and policy are correct. When the event is 
ready, select Publish. With the current Desert Gardeners website settings, the event will automatically appear on the Events page.


