
User Guide
Quick tips to help you navigate 
the web-based portal



Getting Started



Note: Events 365 works best on Google Chrome 
and will NOT work on Internet Explorer

Fill out the form at http://www.events365.com/booking-portal/  1

2 You will receive an email to confirm your account.

3 Reset your password within 24 hours. If you pass the 
24 hour window, simply select “forgot password”. 



Fill out the form at: http://www.events365.com/booking-portal/  1



Check your inbox for an email from Gabriella from Events 365 to confirm 
your account. Subject line: Events 365 Booking Portal Registration.2

Provide your Agency Mailing Address 
by replying to the email. 

If you do not receive this email within 2 
hours, please email 
travel@events365.com.



You will receive a link to reset your password within 2 hours. 3

From: Gabriella Markides  

Subject line: Welcome to Events 365 
Booking Portal  

If you do not receive this email within 2 
hours, please email 
travel@events365.com.

mailto:travel@events365.com


Log into Events 365



Head to https://portal.events365.com  1

2 Enter your email address and the password you 
selected at registration



Let’s find out how we can search Events 365 
to find some options for your clients.

Searching for Events is Easy

Scenario:  
Clients are visiting New York City September13 - 19.  
You know they attend a lot of concerts, so you decide to send 
them a few options for their trip. 

Bonus: When they return from NYC, they’ll think of you for all their event ticketing 



Step One:  
‣ Define location by airport code (JFK) 
‣ Select Event Category (Options: Sports, 

Concerts, Theater, Special Events) 
‣ Date range (September 13-19)

Step Two:  
‣ Click the “Apply” button



Share Results with Clients Clients will be able 
to view the same 
search results by 
using this link 

Clients can browse, 
shop, and purchase 
tickets and you will 
receive 7.5% 
commission 
AUTOMATICALLY 

Click on the “Generate 
Link” button

Copy the link and email 
the link to your clients



‣ Optional:        
Increase ticket price 

‣ Optional:                 
Add service fee 

‣ Automatic 
commission

Purchase Tickets



‣ Enter Client Name 

‣ Click Icon        to 
proceed to next step 

‣ Enter Complete  
Client Details  

‣ Optional: add internal 
reference number 

‣ Click “Save Client” 

How to Add a Client



!

Follow us for News & Tips

Follow us to get the latest news on tour announcements 
and other hot tickets items

Stay in the know about all the events your clients need to see

@events365Travel @Events_365"

https://www.facebook.com/Events-365-Travel-227939840905802/
https://twitter.com/events_365/



