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Subscribing to EventReference 
 
 
To start your subscription, log in to EventReference and then click on  
 

 
 
Click  and you will be shown a screen which will tell you how much 
you will pay.  You will be charged upfront and then automatically billed each month on 
the same date, until you cancel. 
 

 
 
Click and you will be taken to our payment gateway to enter your card 
details. 
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Fill in the required information and then click  at the bottom. 
 
You will receive a couple of emails – one a receipt from the payment gateway and also a 
full VAT receipt from us.   
 
Congratulations!  You are now an EventReference subscriber. 
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Cancelling your EventReference Subscription 
 
 
You can cancel your subscription at any time. 
 
Important Information 
 
Cancelling your subscription will result in your events being removed.  These can not be 
recovered if you re-subscribe so if you need to retain access, you should keep your 
subscription active. 
 
Click on  
 

 
 
Click  and you will be shown a message asking you to confirm 
you want to cancel. 
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Click if you are happy with this. 
 
 
You will then see an  button at the top of the page and some 
red text explaining what will happen next. 
 

 
As you pay up front, your account will remain active until your next billing date.  When 
you cancel your subscription, rather than take a payment on this date, we will remove 
your events. 
 
You have until this date to un-cancel if you change your mind and decide you want to 
carry on subscribing. 
 
To un-cancel, click on and your subscription will carry on as 
before. 
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Activating an Event 
 
 
To be able to start taking live registrations, you must first activate your event. 
 
You will be able to see when an event is not active as there will be some red text saying 

at the top.   
 

 
Your registration form will also have a banner across the top as below. 
 
 
 
 
 
To activate your event, either click on or   
 
You will be shown some text which will show you when you need to activate your event 
by.  If you do not activate your event by this date, the event will be removed and cannot 
be recovered. 

 
 
Click  
 
 
You will be shown a summary about the event and what the cost will be to activate.  This 
will depend on how many active events you already have running on your subscription. 
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Click  
 
If a payment is required, you will be transferred to our payment gateway to make this.  
The cost will be added to the card you used to subscribe but you will need to confirm this.  
We will also take an upfront payment which is pro-rated to your billing date. 
 
Once you have done this, your event is active. 
 
To remove the Unpaid Event banner from your forms, click on and 
then click  
 
This will refresh your forms ready to use and remove the banner. 
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Deactivating an Event 
 
 
You can have up to 5 concurrent active events on your subscription at any time, without 
incurring any additional costs.  It is therefore good practice to deactivate events when 
you are finished with them to ensure you are not paying more than you need to. 
 
Inactive events will remain on your account.  You can still access these for reporting 
purposes and all data will be retained, however you will not be able to take live 
registrations unless you re-activate them. 
 
To deactivate your event, click on and then click  
 
Click  
 
You will be asked to confirm that you want to deactivate your event.   
 
 
 
 
 
 
 
 
 
 
 
Click to confirm. 
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Enabling an Add-on Bundle 
 
 
EventReference offers a number of add-on bundles which allow you to customise the 
features you have on your event and only pay for what you need. 
 
These are billed per-month, per-event and can be added and removed at any time. 
 
To enable an add-on bundle, email support@eventreference.com with the name of the 
event and what add-on bundles you’d like. 
 
We will email you with personalised links to activate these.   
 
NOTE: there will be one link for each add-on that you need and the links will only work 
for the event you have requested them for. 
 
Click on the link. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click  
 
 
You will then be asked to confirm that you want to add this bundle to your event.   
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Click  
 
You will be transferred to out payment gateway to make the required payment.  The cost 
will be added to the card you used to subscribe but you will need to confirm this.  We will 
also take an upfront payment which is pro-rated to your billing date. 
 
Once you have done this, the features will be added to your event ready for you to use. 
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Removing an Add-on Bundle 
 
 
Add-on bundles can be removed at any time.  Removing a bundle will remove all the 
features included in that bundle from your event. 
 
Click on and then click  
 
You will see a list of everything that is active on your event. 
 

 
To remove an add-on bundle, click  next to the bundle you want to remove. 
 
You will be asked to confirm that you want to remove the bundle. 
 
 
 
 
 
 
 
 
 
 
Click to confirm. 
 
The features will be removed from your event and the cost taken off your subscription 
payment so you won’t pay this at your next billing date.  
 

 
 



 

 

 
 


