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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 tokens, 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?
Yes, you will have to set up an integration with Stripe or Braintree to connect a payment gateway.
There is no external software necessary, the whole integration can be made within your account.
b. Can I setup paid tickets for evergreen webinars?
Currently the paid webinar feature is only available for live events and permanent rooms.
c. I can’t find the paid webinars feature – why?
The paid webinars feature can be accessed from the “Billing” tab that can be found in your profile
menu. If you have a free account, the paid webinars feature will not be available to you because you
cannot provide the billing information that’s necessary for activating this feature. If you are part of
LiveWebinar’s legacy billing system, you will also not have access to the current billing system that
gives you access to the Paid Webinars feature. To gain access to this feature, you’ll have to upgrade
your account to the current billing system.
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 “Billing” tab in your profile menu and opening the “Paid Webinars”
tab. Below the “Payment gateway integration” section you will see a list of tickets that have been
purchased for your event.
b. How can I ensure that the event will only be available for users who paid for a ticket?
Attendees can only join an event after having entered the code they receive after having bought their
ticket. If they haven’t bought their ticket before the event, they can buy one at the link to the event.
Click here to learn more.
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?
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The income you earn from your events will be sent directly to the account connected to your selected
Manual
payment gateway. The funds will be decreased by 10% per the commission LiveWebinar receives for
each purchased ticket.
b. I want to change the provider I use for my payment gateway, how can I do that?
You can change your provider by going to your profile menu, clicking on “Billing”, and then opening
the “Paid Webinars” tab. You will see the payment gateway you’ve selected and you can delete it
and connect another one.
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. The minimum cost of a single ticket is 1 USD, and the
maximum price is 500 USD, or it’s equivalent in other currencies.
d. Can I integrate my system of generating invoices with LiveWebinar?
No, at the moment integrating your own invoice creator is not supported, but invoices for the tickets
you’ve sold are available in your account, in the “Transactions” section of the “Billing” tab.
4. Refunds and Voided Transactions
a. My event has been cancelled, but people have already paid. How can I ensure everyone
gets a refund?
It is in your best interest not to make mass refunds for paid tickets and, if possible, not to cancel paid
events. The commission paid to LiveWebinar is non-refundable, any refunds must be processed by
the host of the event in the payment system they have connected to their account.
b. I’d like to void a token; how do I go about this?
It’s possible to void a token in the “Account Event Tokens” page. You can void a token by using the
“Expire” option. This causes the selected to expire, however, you can restore it. You can find more
information in this section of the manual.
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1. To access the Paid Webinars feature, you must have a paid account. If you currently have a free
account and want to learn how to upgrade it to a paid one, click here. Otherwise, open your profile
menu, and select “Billing”.

2. Once in “Billing”, open the “Paid Webinars” tab.

3. Here you’ll be asked to connect a payment gateway – LiveWebinar supports Stripe and Braintree
payments. Connect the payment system you prefer, in our example we used Stripe as our gateway.
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4. Now that your payment system is connected, you’re ready to start hosting your events! To get
started, you can either create a permanent room that will be protected by paid tickets, or you can
create paid tickets that will be applied to the events you choose.
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How to Set Up a Paid Webinar
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1. 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.

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

3. 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.
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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.
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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.

In the “Tokens” tab you can see the list of tokens that you have generated per the given account event
token.
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1. Search – search for the token by name.
2. Restore – if you’ve changed your mind about making a token expire, you restore it.
3. Expire – make the token expire ahead of time.
4. Delete – delete the token.
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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”.

Upon opening the “Buy Token” screen, they will be taken to a screen that requires them to input their
payment information.
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Once their information is filled out, they must accept terms and conditions of participation in event and click
Manual
“Buy Token” button. After the payment is processed, they will receive the token code in an email, like
in the
screenshot below. The token code is then used by the attendee to access the event.
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You can check your ticket purchases in the “Paid Webinars” tab. Here you’ll have all your transactions listed,
including the commission paid to LiveWebinar.

You can find a complete account balance history by accessing the Billing tab. This balance history shows not
only your monthly recurring plan payment, but also the token commission that’s paid to LiveWebinar. The
commission is automatically subtracted from your account balance.
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Invoices for the purchased tickets will be available in the “Transactions” tab.
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