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Changes to event details and event cancellation

Quick guide for making changes to event details and cancelling events in
EVENTIM.Light

This manual shows you how to make changes to events and manage cancellations in EVENTIM.Light.
This functionality is useful for keeping event information up-to-date and handling issues efficiently. It
allows you to modify key data such as event details and sales information, and to manage event
cancellations in a controlled manner.

Event details

Date change
If you need to change the date of your event, log in to EVENTIM.Light and follow these steps:

1. Access the event you need to update and click Edit:

Lown @ am

2. Go to Schedule and adjust the date and time of the event.

o Schedule
Define the key dates for your event - from sales to admission pericds — for smooth presentation and planning.
Event
Event date & time *
01.06.2026 10:00 (]

3. Once you have made the changes, click on Confirm.

Change the event date & time

When the event date & time of events that have already been published are changed,
customers who have already purchased tickets for the previous time will be informed. These
customers may have the right to return their tickets,

01.07.2026 11:30 B

B Multi-day event

By submitting the date change, the approval to cancel already-booked tickets Is also
granted

o
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4. Don't forget to save your changes at the bottom of the event editing screen:

o Media
o Text

e Event-related Question(s) - optional

Cancel m

Change of venue
If you need to change your event venue, log in to EVENTIM.Light and follow these steps:

1. Access the event where you need to update the venue and click on Edit:

Lorem ipsum

Total Turnover

@ image: Pixabay

Lorem ipsum

@ Recinto Test, Calle de Serrano Anguita 20
From [ Wed 01.07.2026 @ 1130

2. Inthe Venue step, click the Start the relocation process:

© vene

Use existing locations by entering name or city and select from the dropdown.
If your location is not included, it can be added via ‘create new venue'

Seatmap

reate a seaimap o use an availabie seatma 1o enable accurate seating reservatic

Does your event need o be moved to another locationfl Start the relocation process

3. Click Confirm to create a copy of the initial event but modify its venue.

Relocate the event X

To relocate this event, please follow these steps:

1. Click the "Relocate event” button to initiate the process.

2. Update the event location.

3. Adjust the capacity, taking the remaining capacity into account.

4. Save the event.

Once saved, a new event with the updated information will be created.
Ticket sales for the original event will automatically stop, and it will no
longer appear in your ticket shop. However, all previously purchased
tickets will remain valid, and customers will be informed about the new
location.

X Cancel
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4. Inthe new event, specify the new venue in the Venue section and adjust the number of tickets
in price categories and ticket types:

© Venue

Use existing locations by entering name or city and select from the dropdown.
If your location is not included, it can be added via ‘create new venue’

To the selection list? Go here to the selection fist

Seatmap

Createa

Price categories

Tieket types Seles channels and Gross price

Decide how musch fons ket ecans

M Frioe incl. fees Frermoter shop Bex O ’

Gener 200 2476 ke 25¢ 2)
e 7)

i 500 5584 e = B

Residents 100 € - 5 2]

5. Confirm the changes and publish the event.

Relocate the event

The event will be relocated to Wizink Center.

Publish

The new, relocated event informs of the previous venue:

Relocated from Recinto Test

Lorem ipsum 2 23

® Published

No tickets sold yet
Use our various integration opportunities to start your ticket sale and integrate

your ticket shop on your website or publish your event on Facebook, 1o use this
reach. Your tickets will be available for sale via the EVENTIM.Network saon.

Create Facebook-Event

® Image: Pixabay

Lorem ipsum

@ Wizink Center, Avenida Felipe Il s/n
From [4 Wed 01.07.2026 (® 11:30

The previous event will automatically cease to be available for purchase, and its name, sales end
date, and sales information will be changed.
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Event information

0 Event

Give your event a concise, search-relevant title. If necessary, assignittoane
series.

Title Catt
Title *

RELOCATED TO Wizink Center

Sales period (optional)
Sales start (DD.MM.YYYY HH:MM) Sales end (DD.MM.YYYY HH:MM)

03.02.2026 18:00 ) 05.02.2026 12:43 -9

o Sales info - optional

Add specific event information e.g. age restrictions, access info etc.

Sales info
Sales info

This event has been relocated to Wizink Center: https://www.light-
stg.de/es/a/61e7d2dd21c453687d3c0db3/e/69848263059¢c567745d8d6e7

Event Cancellation

IMPORTANT: If you need to cancel an event, please note that the cancellation is irreversible and once
the event is canceled, it cannot be republished. If you are not completely sure about cancellation, we
recommend selecting the "Pause sales" option.

If you need to cancel your event, log in to EVENTIM.Light and follow these steps:

1. Access the event you need to cancel and click on Stop Sales:

Lorem ipsum

 Published

# Edn

Total Tumover

Lorem ipsum

@ Recimo Test Calke de Serran anguna 20
Fom B Tha 04062025 © 1100

2. Select Cancel event and confirm; the cancellation will be processed automatically. You don't
need to take any further steps.
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Stop Sales

Please select if you want to pause the sale for this event or If you want
1o cancel the event

O Pause Sales
In this status, your event is no longer on sale and is no longer
displayed in the ticket shop. You can publish it again at a later
time and put it on sale

@ Cancel Event

Your event has been cancelled. This status cannot be reversed.
Sales for your event will stop, we will notify customers and begin
the cancellation process. If you have any questions, please
contact our support team

| cancer | m

8 show

Event cancelled

The evemt was cancelled by you. We take care of the reversal and inform all customers about the cancellation. If you have any
questions, feel free 1o contact our support team

@ image Pisosy

Once any event update or cancellation is made, our promoter support team will be notified and will
manage the necessary actions to inform your buyers.
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Contact

For questions about EVENTIM. Light, please visit our Frequently Asked Questions.

For further questions or comments, please contact us:

helpdesk@eventim-light.es

Hours:

- Sun-Thu: 10:00AM to 10:00PM
- Fri-Sat: 10:00AM to 12:00PM


https://www.eventim-light.es/en/faq/
mailto:helpdesk@eventim-light.es

