
1 
 

  
 
 
 
 
 
 
 
 
 

 

LTA TICKET ALLOCATION 
PORTAL 

 
        USER GUIDE 

 
 
 
 
 
 
 
 
 
 
 
 



2 
 

CONTENTS 

 
CONTENTS ...................................................................................................................................... 2 
LTA TICKET ALLOCATION PORTAL INTRODUCTION ................................................................... 3 
ACCOUNT CREATION ..................................................................................................................... 3 
LOGGING IN ..................................................................................................................................... 5 
RECOMMENDED ALLOCATION METHOD (EXCEL) ....................................................................... 6 
OTHER ALLOCATION METHOD (DISTRIBUTION PORTAL) ........................................................... 8 
RETRIEVING TICKETS .................................................................................................................. 12 
FAQS .............................................................................................................................................. 13 

 
 
 



3 
 

LTA TICKET ALLOCATION PORTAL INTRODUCTION 
 
The LTA Ticket Allocation Portal will enable you to allocate ticket(s) to your guests quickly and easily.  
 
Tickets will be available through the LTA Courtside App, but tickets will not be made available immediately 
after allocation.  

 
When the tickets are ready to access, your guests will receive an email inviting them to download the app to 
view them. 
 
The full process for getting set up on the LTA Ticket Distribution Portal and allocating tickets is 
explained below. 

 
 

ACCOUNT CREATION 
 

To access the LTA Ticket Allocation Portal, you will need to create an account here. 
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You will need to create an account before you can use this portal. Do this by clicking ‘Create A New 
Account. 
 
Fill in all the mandatory details including Email, Password, First Name, Surname, accepting the 
T&Cs, Your Organisation and Address. 
 
 
 

Once all your details are filled in, click Create Account at the bottom of the page. 
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LOGGING IN 
 

Once registered, you will be able to log on to the LTA Ticket Allocation Portal homepage here. The main 
navigation menu is on the right-hand side, providing links to update your profile or view your portal 
account ticket order history. 
 
Please use the Google Chrome browser wherever possible. The ‘Excel method’ will only work on 
Google Chrome. 
 

 
 

The home page (accessed either by clicking the top  ‘Ticket Allocation’ tab, or the ‘Distribution 
Dashboard’ section on the right) contains information on what tickets you have and how many tickets 
have been distributed. 
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RECOMMENDED ALLOCATION METHOD (EXCEL)  
 
Note: This method only works on the Google Chrome browser. The Excel files will not download on 
any other browser. 
 
The method that we would recommend for your ticket distribution is the ‘Excel Method’. The main 
reason for this is because it is much faster than selecting each ticket, and saves you having to 
manually create profiles for each guest that you send tickets to through the ‘Address Book’. 
 
To start this, find the event that you want to send tickets for and click on the button titled ‘Prepare 
Ticket File’  
 

 

 
This will download an Excel with a breakdown of all your tickets on it. You will be able to see the Tariff 
(i.e Ticket Only or Hospitality), the seat category, and details of where the seat is (Block, Row, Seat). 
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In Green, you can see columns for the First name, Last name and Email address. Fill out these for each 
ticket with the details of who you want to receive the ticket. Below is an example of a filled-out file. 
 

 
 
 
Save this file on your computer as something specific to the day and event that you can locate it later.  
  
Then go back to the Distribution Dashboard, and click on ‘Distribute from file’. Upload your excel document 
and submit. Profiles for each guest will be created automatically (if they do not already exist) and tickets will 
be sent out to your contacts. They will not receive an email immediately from this, but they will be emailed 
when the tickets appear (are injected) in their app. The email will provide instructions on how to access their 
tickets. 
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OTHER ALLOCATION METHOD (DISTRIBUTION PORTAL) 
 
If you don’t wish to distribute your tickets in bulk using the excel method, you can use the ‘ticket distribution 
portal’ page accessed from the button in red below: 
 

 
 
 

This will take you to a page where you can see all the tickets to be distributed.  

 

 
 

Note: Please make sure your ticket type is set to ‘Mobile Ticket’, or your tickets may not 
appear. 
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If you click on the down chevrons, it will open up a view of the specific tickets. 
 

 
 
 

Select the tickets you want to send to a guest and click ‘Add to cart’: 
 

 

 
In the top right of the page, you will see your basket. 
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This will take you to your Address book. If you have sent a ticket to someone previously (this year) they will 
appear here. If you have not send them a ticket yet, click on ‘Create New’. 

 

From here you can create a profile for your guest. 

 

This will link the tickets to that individual. Click ‘Continue’. 
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From the final basket view, you can double check what tickets you have selected by clicking on the 
chevron. You can also empty your cart, if you would like to cancel the send. 

We advise that you do not click on ‘Notify Recipient’. The guest will get notified when the tickets are sent 
out (injected) to the LTA Courtside app, so this may confuse people with double and potentially mixed 
messaging. 

 
 

Alternatively, you can distribute tickets through the map view. The map button is circled in red below. 
 

 
 
The next steps are the same as previously, but with selection here being done by clicking on the coloured 
tickets that you want to distribute.  
Please note: the map is not very sensitive and so you may need to zoom in close in order to see your tickets. 
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RETRIEVING TICKETS 
 
With the new portal, tickets can now be retrieved after they have been downloaded in the LTA 
Courtside App.  
 
In order to retrieve tickets, go back to the ‘Ticket Distribution portal tab. This time, click on the toggle called 
‘Show already distributed tickets’. This will show all the tickets that you have already allocated. 
 
 

 
 
From here, select which tickets you would like to retrieve and click on ‘Assign to me’ in the right hand box. 
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Click continue, and the Distribute tickets when in your Distribution cart.  
 

 
 
Your tickets will then appear back in your allocation. Make you sure untoggle ‘Show already distributed 
tickets’ to see them again: 
 

  
 
 

FAQS 
 
Q. What devices does the LTA Ticket Allocation Portal work on? 
A. The LTA Ticket Allocation Portal is compatible on all devices however, it is best used on a laptop or 
desktop. Please ensure that you open the LTA Ticket Allocation Portal on the Google Chrome browser 
for enhanced functionality. 
 
Q. Can we have more than one log in for the LTA Ticket Allocation Portal? 
A. Whilst you can have more than one log in to the LTA Ticket Allocation Portal, the tickets can only exist on 
one account at a time. We recommend you share one account per company, so that you can view all your 
tickets at the same time. 
 
Q. I’ve forgotten my password to my LTA Ticket Allocation Portal account, how do I reset this? 
A. To reset your password for the LTA Ticket Distribution Portal account, click here. 
 
Q. Can tickets be allocated up to and including on the day of a guest’s attendance? 
A. Yes, it is possible to continue allocating tickets. 
 
Q. When will tickets be available within the app? 
A. Closer to the event, you will be notified your tickets are ready to download via an email.  
 
Q. What happens once I have allocated all my tickets? 
A. Once you have allocated all your tickets on an event day, you will still be able to view your ticketing 
dashboard. Please contact the LTA Ticketing Team if you need to have any issues resolved after allocating all 
your tickets. 
 
Q. Can a block of tickets be allocated to a single person? 
A. Yes, this can be done by allocating multiple tickets through the list or seat map allocation processes. 
 
Q. Does the host receive a notification when a guest receives their tickets through the app? 
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A. No, the system does not generate a message for the host only to the guest. 
 
Q. Will a guest be told if their tickets are retrieved? 
A. No, there is no automated message for this action. Hosts should inform them directly if the tickets are 
being recalled. 
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LTA COURTSIDE APP 

 
STEP BY STEP USER GUIDE 

HERE 
 

 

 
 


