
Managing Event Delegates  

When you log in to your BASHH account you will automatically go to the website admin page. If 
you want to use the website as normal please select ‘view public site’ at the top of the page. 

To view a list of delegates select ticketing and delegates in the events section of the admin page. 

 

You will then be able to see an overview of the bookings for your event. In the example below 2 
people have booked. To view a list of delegates select the green delegates button to the right 

 

 

On the delegates page you can see each of the delegates individually. If you want to export a list 
of delegates, select the ‘Export Delegates’ button top right, which will download the delegates 
as a CSV file, which you can open in Excel. 

 



Editing your event content 

Select ‘Event Content’ on the admin page. 

 

This will take you to the event content page, where you can select edit to open the content. 

 

To edit the text on your event booking page scroll down to the Contents box and you can edit the 
text directly. For more complex changes please contact events@bashh.org for assistance. 
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