Library Event Online Booking Guide

Overview:
Lake Macquarie Libraries use a service called Eventbrite to provide online booking and ticketing for
our events. This allows library patrons to book and pay for event tickets online using your credit card,
and print your tickets at home. Library events that are ticketed (either free or paid) will have a ticket
selection window on the event web page that allows you to choose your tickets.

The Booking Process:
All events are listed on the Events page of the library website at: www.library.lakemac.com.au
1. Click on the Events tab to list upcoming events or search for the event by keyword. Click on the
event name to view its details.
2. Ticketed events will display the number of tickets available and price (if applicable). Select the
number of tickets required from the Quantity drop down box and click Order Now.

3. You will be taken to the Eventbrite ordering page to enter your details and confirm your booking.
You have 8 minutes to complete your booking before the tickets are released to other users.

4. Enter your details. Tickets will be sent to the email address you provide here. This email address
will also be used to create an account on Eventbrite if you enter a password. This will save your
details and allow you to come back later and reprint tickets through the website.

For paid events you will be prompted to enter your credit card details and billing address. Click
Pay Now to confirm your booking. Free events only require a name and email address.
5. Once your order is processed you will see a confirmation screen with your order number. You
can print your tickets by clicking on Go to My Tickets, or from the email confirmation that you
receive.

Frequently Asked Questions:
I don’t have a credit card, how else can I book?
Bookings and cash payments may be made at any Lake Mac Library branch.
Can I book over the phone?
Free Events – Yes, you can book tickets by calling any Lake Mac Library branch.
Paid Events – No, as payment is required to secure your booking. Bookings with cash payments
may be made at any Lake Mac Library branch, or book online using a credit card.
The event is booked out, can I get on a waitlist?
Yes, there is a limited wait list for all events. You will need to register on the waitlist for each ticket
that you require. For example if you need three tickets you will need to register three entries on the
waitlist. If tickets become available you will receive email notification, and have one day to accept
the ticket before it is released to the next person on the waitlist.
I can’t make it to the event, can I give my ticket to someone else?
Yes, your ticket is transferable for that event.
I lost my tickets, can I print them again?
If you created an account with Eventbrite, you can log in and reprint them yourself. You can also
print them from the email confirmation you received at the time of booking. If neither option is
available to you, contact your library branch and they can resend the email confirmation.

