
Creating Collections
Collections are the categories that are shown on the website that direct the customer to the necessary 
section, i.e. Events, Tickets, Shows… etc. An example is shown below. 

1. On the left hand side of the screen, double click on the ‘System Set-Up’ icon. 

2. The ‘System Set-Up Menu’ window will appear, double click on the ‘Online Set-Up’ icon. 



3. Click on the ‘Collections’ tab at the top. Click ‘Add’ at the bottom of the window and then type in 
‘Title’. This title will be displayed on the website. Make sure the ‘Visible in Navigation’ box is checked 
and then click ‘Save’. It should now be added to the collections list on the left hand side. 

    
You do not need to fill in any other details as the extra options are for future development. You do NOT 
need to create a collection every time you create an event. Once net has polled, the collections will now 
be available on your website. 


