
Admin Register People to Events
On the Manage Orders or Manage Registrants page, Admins can click the “Add
New Order” button in the top right corner.

Next, Choose Your Tickets

https://help.jlive.app/admin-register-people-to-events/
https://help.jlive.app/knowledge-base/download-order-reports/
https://help.jlive.app/knowledge-base/manage-attendees-check-ins/


Next, Answer Registration Questions



Next, Enter Payment Details

For Paid events, the Admin can ask for the Credit Card information over the
phone and enter it  here. Or they can set it  to Pay Later and follow-up later



(outside of Jlive) to collect payment. Lastly, they can indicate that No Payment is
Required.

Choosing No Payment Required will automatically apply a 100% discount.




