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Description  

Paid webinars is a feature that allows you to create tickets, or paid tokens, for your event. This feature works 
with the help of event tickets, which require users to pay to receive a URL that will grant them access to your 
event. To learn more about event tokens, click here.  

NOTE: ‘Tickets’ and ‘paid tokens’ will be used interchangeably in this manual. 

Frequently Asked Questions  

1. Methods of Creating Tickets 

a. Do I need to use any integrations to make paid rooms work? 

No, there are no integrations necessary, setting up paid webinars happens 100% within your account.  

b. Can I setup a paid tickets for evergreen webinars? 

Currently the paid webinar feature is only available for live events and permanent rooms.  

c. Can I set up a paid webinar as an individual? 

At the moment only those with registered companies can set up paid rooms.  

2. Using Tickets  

a. How can I check if a given user has paid for their ticket? 

You can check this by going to the “Subscription” tab in your profile menu, and opening the “Paid 
Tickets” tab. Here you will see a list of tickets that have been generated for your events, along with 
their payment status.  

b. How can I ensure that the event will only be available for users who paid for a ticket? 

If users have not paid for their ticket, they will not receive the token code that’s necessary for 
accessing the event. 

c. Do users need to have a LiveWebinar account to pay for and join the event? 

No, users do not need to have a LiveWebinar account to complete payments and access events. 

3. Payments 

a. How do I receive the money I earned via paid webinars?  

You can request to receive the payments you earned after reaching a minimum, payable amount. For 

each transaction, LiveWebinar receives a 10% commission of the payout. After earning $1000 (for 

example) you can request a payout, and 10% ($100) goes to LiveWebinar, and the rest ($900) goes 

to you.  

b. Which payment gateways do you support? 

Attendees can pay for access to your event through PayPal gateways.  

https://cdn.livewebinar.com/site/support/manuals/en/Multitoken_EN.pdf?_ga=2.76330901.1694110049.1625054647-1902268634.1625054646
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c. What is the minimum number of tickets that can be made available for an event? 

There is no minimum number of tickets you can create (if they will be paid ones), however you can 

have a maximum of 300 tickets for one event. 

d. How and when should I create an invoice? 

You will be able to create an invoice when the collective amount earned reaches $1000, (or it’s 

equivalent in the currency you use). Address details for LiveWebinar will be provided on the payout 

page. Be sure to include your NIP number (for Poland) or your Tax ID number (or equivalent). 

e. Can I include multiple event tickets in one invoice? 

Yes. An invoice is generated for all your tickets that have reached a sum of $1000.  

f. Can I integrate my system of generating invoices with LiveWebinar? 

No, at the moment integrating your own invoice creator is not supported. 

g. Can I receive a payout if I have events in multiple currencies? 

If you have events that are paid for in USD, EUR and PLN, those earnings will be summed together 

(after conversion), and you can request for payout once this number reaches $1000.  

h. Which currency will my payout be provided in? 

The payout currency is always the same as the currency you use to pay for your LiveWebinar account. 

i. When will an attendee receive an invoice for participating in the event? 

An invoice will be sent to the email address provided by the attendee after the payment has been 

received by the bank. This process generally takes around 24 hours. 

4. Refunds and Voided Transactions 

a. My event has been cancelled, but people have already paid. How can I ensure everyone 

gets a refund? 

The tickets you’ve created for this event can be used for a new, rescheduled, event without the need 

of refunding. NOTE: The new event must occur within 14 days of cancellation of the previous event.  

You can issue a refund from the “Paid Tokens” tab. Refunds can be made 14 days after the successful 

transaction has been registered in our system. It is in your best interest not to make mass refunds 

for paid tickets and, if possible, not to cancel paid events. In case of abusing the refund system, the 

LiveWebinar Team may decide to deactivate Paid Rooms for a given user.  

b. LΩŘ ƭƛƪŜ ǘƻ ǾƻƛŘ ŀ transaction; how do I go about this? 

You’ll be able to void the transaction, and the attendee will receive an email notifying them of their 

transaction being voided.  



 

 
  LiveWebinar.com |   5 

Paid Webinars 
 
 
 

 Manual 
 

 Manual 
 

How to  Activate  Paid Webinars  

1. The paid webinars feature is available for all paying accounts. To activate the feature, go to your 
account profile and click “Event Tokens”. 

 

2. LiveWebinar must first verify that you are eligible for this feature. You will be asked to confirm your 
invoice data. Be sure to check all three boxes and get to know our terms and conditions of using this 
feature.  
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3. Then you will be asked to accept terms and conditions of using this feature and after that you can 
send request for access to paid tokens. Our support team will contact you to verify your company 
details. 

 

4. Once our support team has contacted you and verified your company details, the Paid Rooms 
feature will be activated for your account. 
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How to  Set Up a Paid Webinar  

To begin setting up a paid room, click your profile menu, and select “Event Tokens”. NOTE: You must already 
have an event created that you will assign tokens to. If you want to learn how to set up an event, click here. 

 

1. Once in the Event Tokens menu, click “Create” to make a new token. 

 

2. This will take you to the “Create Event Tokens” page. To be able to create paid tokens make sure 
that the “Paid Tokens” option is toggled on. 

https://cdn.livewebinar.com/site/support/manuals/en/getting_started_with_livewebinar_en.pdf?_ga=2.76330901.1694110049.1625054647-1902268634.1625054646
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Once at this screen, you’ll have a few options to select, they are described here: 

1. Name – give your token a name. 

2. Number of Tokens – select the number of tokens that will be available for your event. In case of 
creating paid tokens they will be automatically generated every time when someone will buy one.  

3. Events – select the event(s) you’d like to have tokens attached to them, you can have more than 
more one event selected, and permanent rooms can also have paid tokens. 

4. Options – most importantly, be sure to have the “Paid Tokens” option toggled on. In this section you 
can also select the currency attendees will pay in, the price per token, and an expiration date (if you 
so choose). 

5. Create – click here to create your token. 

If you return to the “Account Event Tokens” screen, you’ll see all of your previously created tokens.  

1 

4 

3 

2 

5 
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When you click the cog icon, you’ll see four options: 

1. Edit – make changes to the event’s tokens, 

2. Download – this option lets you download information about the selected paid tokens in a .CSV file. 

3. Tokens – by clicking here, you can see all of the tokens you have available for an event, and if needed, 
you can generate more. 

4. Delete – delete the selected token. 

When attendees access an event which requires paid tokens, they will see the screen below. If they already 
have the token code, they can enter it in the first field, and click “Enter” to access the event. If not, they 
need to click “Buy Token”. 
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Upon opening the “Buy Token” screen, they will be taken to a screen that requires them to input their 
payment information. 

 

Once their information is filled out, they must accept terms and conditions of participation in event and click 
“Buy Token” button. Once the payment is processed, they will receive the token code in an email, like in the 
screenshot below. 
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How to  Request a Payout  

1. You will be able to request a payout once you have reached the payout amount. To request a payout, 
go to your account profile menu, and click “Subscription”. 

 

2. This action will take you to the Subscription and Billing page. Once there, click on “Paid Event Tokens 
Payout”, and then on “Request Payout”.  

 

3. Once you’ve requested payout, you’ll be redirected to the Payout Request screen. From here you’ll 
have to fill in an invoice with the data provided and submit it to us. In the screenshot below you can 
what a typical request looks like.  



 

 
  LiveWebinar.com |   13 

Paid Webinars 
 
 
 

 Manual 
 

 Manual 
 

 

  



 

 
  LiveWebinar.com |   14 

Paid Webinars 
 
 
 

 Manual 
 

 Manual 
 

Paid Event Tokens  

The “Paid Event Tokens” section lets you see all of the paid tokens you’ve used for your events. Here you’ll 
find a summary of who used which token, their contact details, the amount, status of the payment and 
whether it’s been paid out by LiveWebinar. 

In the table below you can find a description of each column. 

Item Description 

ID Identification code of the transaction 

Event token Shows which token was used to access the event, along with the room ID number 

Name Name of the attendee who bought a token 

Email & Phone Contact details of the attendee 

Amount 
Cost of the token in the currency you set, and in the currency, you use to pay for your 

account. 

Status 

¶ Voided – the payment has been voided by the host of the event 

¶ Refund – the payment has been refunded to the attendee 

¶ Settled – payment made by an attendee has been registered in LiveWebinar 

and will be counted towards the minimum payout amount. 

Paid out Shows whether this token has been paid out by LiveWebinar. 

 


