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EventReference allows you to link additional user accounts to your event.  We 

recommend that you have a separate account for anyone you need to access your event, 

rather than sharing your username and password. 

 

Within the event, go to Settings. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select Manage Event Users. 

 

 

Click Add User to Event. 
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Enter the email address of the user.   

 

Tick the privileges you want the user to have.  You have control over what each 

individual user can do within each event.  The options available will depend on the 

features you have enabled on your event. 

 

Click Save or Save and Add Another if you have more users to add. 

 

You will be asked to confirm you want to add the user to the event.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If the user already has an EventReference account, the event will be linked and the next 

time they log in they will see that they have been invited to administer the event with the 

option to accept or remove this.   

 

 

If the user doesn’t already have an account, they will be sent an email inviting them to 

sign up and then once they have created their account, they will see that they have been 

invited to administer the event with the option to accept or remove this. 

 

You will see the users you have added in the list.  They will show as ‘Invited User’ until 

they have accepted the invitation to use the event. 

 

You can also remove users from the event by highlighting them and clicking Remove User 

From Event.  You will be asked to confirm that you want to do this.  Removing a user 

from an event does not delete the user, it only removes the event from the user’s 

account. 



 

 

 

 


