ticketweb BACKLINE

How to schedule an automated customer list

(Auto-Send COBO)

To receive an automated email with a full customer list when your event comes off sale.

Go to your event dashboard, click on EDIT EVENT > SET UP

On the right-hand side of the event set up page you will see a box called AUTO-SEND COBO
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Click on the arrows next to DO NOT SEND, you will then see 4 options.
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If you select anything other than DO NOT SEND, a box will appear underneath, and you will be
prompted to add an email address. You can add multiple email addresses, these must be separated
by a comma.
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COBO — you will receive a list of customers who need to collect their tickets at the venue.

COBO + Guest List — you will receive a list of customers who need to collect their tickets at the venue
and any names you have added to your guest list using Backline.

All Purchasers — you will receive a list of all customers who have purchased tickets for your event.

Once you have added the email addresses, make sure you save the changes on your event at the
bottom of the set-up page.

Below is an example of what your report might look like
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