
How to Create a Custom Registration Message 

 

1. Create your message 

 
Go to Event Espresso → Messages → Default Message Templates 

Scroll down to find Ticket Notice and click Create Custom 

 

 
 

 

  



 

2. Give your template a meaningful name (such as event name, date, your initials) 

 

 

 
 

 

Scroll down to the [EVENT_LIST] section and add your content below the horizontal line. 

➔ Remember to use the “paste as text” button if you are copying text from Word. 

➔ Leave all other text and shortcodes as is! 

 

 
 

Send yourself a test message when you are done editing. 

Don’t forget to save! 

 

 

  



3. Make sure you are only sending messages to the PRIMARY REGISTRANT 

Event Espresso turns on both ticket messages by default when a custom message is created. We 

only want the Primary Registrant message to be sent.  

Primary Registrant message is active: 

 

 

Choose Registrant, click Switch Recipient, and turn the slider off.  Click Save and Close. 

 

 

4. Attach the message to the event 

Open your event and scroll 

down to Notifications 

Choose the Email tab 

 

 

 

Select your custom message 

from the dropdown list beside 

Ticket Notice. 

Save your event.  

 


