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Your Account 
You will have access to your Cinematik account via the email address/es you provided on 
sign-up. 
 
If you are a Chain Admin: you have access to the Guest Lists for all sites registered in your 
Chain 
If you are a venue in a Chain with multiple sites: you have access to Guest Lists for your site 
only 
 
To add additional account access, please contact venuesupport@cinematik.app.  
 
To access your account Dashboard, log in to your Cinematik account. Or, if you’re already 
logged in, click ‘Venues Dashboard’ (or ‘Venues’ on mobile or tablet) on the drop-down on 
our homepage. 
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Accessing your Screening Guest List 
You can access the online Guest Lists for all screenings scheduled at your venue/s via your 
Dashboard. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Running Check-In 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Your online Guest List is ordered alphabetically by surname. For orders containing 2 or 
more tickets, all attendees are listed under the name of the booker, e.g ‘Smith, John 
(Guest)’. 
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Please check in your attendees online. To do this, either: 
 

1)​ Check in attendees automatically by selecting ‘Scan Code’ on your online Guest List 
and using your device camera to scan the QR codes contained in attendees’ tickets.  

2)​ Check tickets visually, then register attendance on your online Guest List by tapping 
the ‘Check in’ button next to the attendee name. If you make a mistake, tap again to 
undo.  

3)​ Select ‘Print Guest List’, and check in your attendees using pen and paper. After 
check-in, log all your attendees on Cinematik via your online Guest List. A PDF 
version of your Guest List is also emailed to you 60 minutes before your screening 
start time, although please note that ticket sales close 3 minutes before your 
screening start time, so last minute bookings may not be included.  

 
Where multiple tickets are contained within one booking, please ensure that you check in 
all attendees individually. 
 
Please note that to log your attendance on your online Guest List, you must use a tablet, 
phone, computer or scanner with access to the internet.  
 
Please check that you can access your screening Guest List/s ahead of your screening/s, and 
contact venuesupport@cinematik.app if you experience any issues. 
 
Walk-Ins 
For any walk-in customers, click ‘Walk-in guest’ on your online Guest List and ask the 
customer to scan the QR code with their device in order to book tickets. Alternatively, you 
can direct the customer to your booking page on Cinematik to book. 
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Attendance Reporting 
Your attendance is automatically reported to us when you log your attendees on your online 
Guest List. If you are checking in your guests using pen and paper, please ensure that you 
log your attendance online within 48 hours of your screening/s. 
 
You do not need to log your attendance on your standard POS system.  
 
Ticketing  
All customers have been issued with e-tickets containing a QR and ticket code/s, which 
they may present either via their booking confirmation email or PDF. 
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Using Audience Data 
We encourage you to add audience contact data to your mailing lists. You can use this data 
to contact attendees about future offers and screenings that may be of interest to them, at 
the venue they attended, and where they have opted in to receive communications from 
you when setting up their Cinematik account.  
 
You can download your attendee contact data (using a Chain Admin or Marketer account) 
via the Guest Lists section of your Dashboard. 
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