
 
 
 
 
 
 
 
 
 
 
 
 
 

Admin Event Mgmt 
 
 
Events created in EZ Suite are auto-synced into Partake and populated. You will never create 
an event in Partake with the integration active. We are using the synced event IDs and asking 
staff to ensure they tag the proper event to the order in the Partake POS. In doing so, we will 
now be able to show those sales in the EZ event module. Below are the visual steps on how to 
find event reports and order details within Partake Admin.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Viewing the Events Synced into Partake – Go to Events section >> All Events 

 
 
 
Reporting for events found in Partake Reports >> Templates >> Event Sales Report 

 
 
 



Select the event you’d like to see the sales report on. (Use typeform for a quick search of event 
name or scroll through the list) 

 
 
 
 
Create PDF to view report: 

 



 
Finding order details for events. Go to the Orders (in-person) Section.  
Add a filter by “behavior - event” to quickly find those individual orders and their details. 

 
 
 
Filter added 

 
 
 
 
 
 
 
 
 



Event Order details: 

 


