
Ready, Set, Raise Money for Good Causes 
$V�D�1RW�-XVW�)RU�3URȴW�WLFNHWLQJ�FRPSDQ\��ZHȇUH�RQ�D�VHULRXV�PLVVLRQ�WR�PDNH�WKH�ZRUOG�D�
EHWWHU�SODFH���:LWK�RXU�IHH�IUHH�GRQDWLRQ�WRRO��GRQDWLRQV�ZLOO�EH�GLUHFWO\�GHSRVLWHG�LQ�\RXU�
DFFRXQW�ZLWK�QR�VHUYLFH�IHH�WDNHQ�IURP�%URZQ�3DSHU�7LFNHWV���Zero. Zilch. Nada.

FEE-FREE DONATION TUTORIAL

Using our fee-free donation tool and your own credit card 
processor, you can accept donations right through your event page or set up an event and allow 
attendees to make a donation when they purchase their tickets. 

Before You Begin

You must set up your own processor (through your bank, PayPal, 
etc.) to connect to your Brown Paper Tickets account. If you prefer 
to use our processor, sliding scale or pay-what-you-can price levels 
may be a better option for you.

 
 

 Change Your Credit Card Processor 

 Log in to your Brown Paper Tickets account.  
 Click )LQDQFLDO�6HWWLQJV to adjust your 
 payment options and choose a processor  
 other than Brown Paper Tickets.

Some processors we 
integrate with: PayPal Basic, Amazon 
Payments. Custom merchant 
accounts, such as Authorize.net™, 
PayPal Payments Pro and PayFlow.

Once you have changed it in the 
Financial Settings, you will also need 
to change it under the 3D\PHQWV tab.  
Under the 3D\PHQWV tab, uncheck 
Brown Paper Tickets’ processor and 
check the desired processor.



Donations Only 

Use the following 8 steps to create a page to accept donations for your cause. 
127(� You should have already created an event page for your charity. To do so, follow the 
prompts under &UHDWH�$Q�(YHQW��

     Log in to your Brown Paper Tickets account. Select 0DQDJH�<RXU�(YHQWV from the left nav area.

     Find the event name. Click the blue Go button to the left of the (YHQW�1DPH�

��  Click the 'DWHV�	�3ULFHV tab at the top. 
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     Scroll to $GG�$�3ULFH (below Add A Date). Create�3ULFH�1DPH according to your preference. Be 
clear, as this will appear on your event listing. Examples: “add a donation,” “donation only,” etc. You 
can also input the optional 3ULFH�'HVFULSWLRQ��

127(��7KH�GRQDWLRQ�SULFH�PD\�RQO\�EH�XVHG�IRU�D�GLUHFW�ȴQDQFLDO�FRQWULEXWLRQ�WR�WKH�HYHQW�
organizer or an organization, not admission for events.  No tickets will be created for donations. 

     Add in a value for the donation.  Enter a 3ULFH�

     Click 6KRZ�$GYDQFHG�3ULFH�2SWLRQV above the blue $GG�$�3ULFH button. 
Under 6DOH�7\SH, select 'RQDWLRQ��Under�3ULFH�7\SH��select )L[HG if you want to pre-set a do-
nation value. Select 9DULDEOH if you want to set a minimum donation value, but allow people to 
increase their contribution.
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     &XVWRPL]H�RWKHU�SULFH�VSHFLȴFDWLRQV�DV�SUHIHUUHG��6FUROO�GRZQ�WR�FOLFN�WKH�EOXH�$GG�7KLV�3ULFH 
button.

         You will now see the donation price
    added to your current 'DWHV�	�3ULFHV�
    0RYH�RQ�WR�QH[W�VWHSV�WR�ȴQLVK�VHWWLQJ�XS
    your event.
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Here’s an example of a 
donation event page checkout 

without tickets for sale.



Collect Donations and Sell Tickets to Your Event

To accept donations in addition to your event ticket sales on Brown Paper Tickets, you simply 
need to create a separate price level. You will not be able to use Brown Paper Tickets’ credit card 
processor with the fee-free donation feature.  Here is what an event looks like using the fee-free 
donation tool and selling event tickets. 

%2186� When you use your own processor, Brown Paper Tickets shares part of the ticket service 
IHH�ZLWK�\RX�WR�KHOS�RVHW�SURFHVVLQJ�FRVWV��7LFNHW�EX\HUV�ZLOO�VWLOO�EH�FKDUJHG�������SOXV������RI�
WKH�IDFH�YDOXH��EXW�%URZQ�3DSHU�7LFNHWV�ZLOO�RQO\�WDNH�������������OHDYLQJ�\RX�ZLWK������WR�KHOS�

RVHW�\RXU�
processing fee. 
1R�IHH�LV�DGGHG�
WR�GRQDWLRQ�
OHYHOV��RQO\�WR�
WLFNHWV�



     Change your credit card processor under both )LQDQFLDO�6HWWLQJV and 3D\PHQW�2SWLRQV�
7KHQ�IROORZ�VWHSV�����RI�WKH�DERYH�GRQDWLRQV�RQO\�WXWRULDO�     

     Scroll to $GG�$�3ULFH below $GG�$�'DWH� Enter a 3ULFH�1DPH for this ticket type and be 
descriptive, such as “tickets to the show,” “general admission,” etc. 
     

     
     Click 6KRZ�$GYDQFHG�3ULFH�2SWLRQV above the blue $GG�$�3ULFH button.

     Under 6DOH�7\SH� select 6WDQGDUG�
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     Set 3ULFH�7\SH to )L[HG or 9DULDEOH and select whether you want the 6HUYLFH�)HH included in 
the price or not.

��� Fill out the rest of the options as desired and click $GG�7KLV�3ULFH�

        Save changes. Scroll up to $GG�$�3ULFH and follow       
   the exact steps in the tutorial above to add a 
   donation price to your event.

Congratulations. 
You just learned to use our fee-free donation tool. If you need help at any 

time, contact us 24/7
(800) 838-3006

support@brownpapertickets.com
English   Spanish   French

Yes   Si   Oui
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