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Need more help? Contact our friendly Customer Support team:  

• Online: Flexischools Contact Form  
• Phone:  1300 590 044 (Weekdays 7am – 3:30pm AEDST) 

https://flexischools.zendesk.com/hc/en-au/requests/new
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How to Add a New Event Service 

1. Log in to your supplier portal and click ‘Services’.  
2. From the drop-down menu, click ‘Add New Service’. 
3. Select ‘Add New Event Service’. 

Need help logging in and navigating the supplier portal? Click here. 

If you don’t have the option to create a new service, you may not have access. Please speak to 
your canteen manager or contact us here to gain access. 

Service Details 

In this section, enter the general details of your service, then scroll to the bottom of the page and 
click ‘Create’. Don’t worry, you can come back at any time and change these details. 

Service Contact: If you don’t see your preferred contact for the service you are creating, select 
‘The site contact I need is not listed’ and enter their details. The ‘Site Name’ is where your service 
will be held.  

Deposit sale funds: If your bank details are not listed, you will be prompted to complete this form. 
Our customer service team will then be in touch once the account has been added. You will not 
be able to create a new service until this has been added.   

Don’t forget to select an image for your event by clicking this box!   

Example: Throughout this guide, we will create an event service for a year 6 disco. 

 

https://flexischools.zendesk.com/hc/en-au/articles/8896438405785-How-to-use-the-Supplier-Portal
https://form.jotform.com/231981076923866
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This was our Service Name 

This was our Service Description 

Example (continued): This is how our event will appear to a parent.  

 

 

 

Order Details 

Fields in this section will generate automatically based on the information we entered in ‘Service 
Details’. You can change these details at any time by clicking on the ‘Order Details’ tab. 
 

Linked Year Levels  

In this section, you will choose who your event will be available to. Only parents with a student in 
the selected year level/s can view the event in Flexischools, and purchase items or tickets to your 
event. 

1. Next to ‘Schools’, select which school/s you would like your event to be available to. 
2. Select which year level/s you would like your event to be available to. 

 

Example: Since we are creating an event service for a Year 6 Disco, we will only select Year 6. 

Tip! If you would like to preview your event before it becomes available to parents, link 
only the admin level for now. Please click here for instructions to do so. 
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Service Dates 

1. Find and select the date of your event on the calendar. 
2. In the pop-up, enter the below details and click ‘Save’. 

 
Date of Service: This is when your event will be held. If your event is only being held on one day, 
enter the same date In the ‘From’ and ‘To’ fields. 

Service Live Date: This is the date that parents will be able to view your event and purchase 
tickets and items through the Flexischools App 

3. Scroll down to edit the ‘Service Dates and Cut-off times’. Please note that you only need to 
adjust the day your event is being held. 
 

Example:  Our disco will be held on Friday 30/06, and we would like parents to order tickets from 
09/06 and not be able to order after 26/06. We will only edit the Friday row. 
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Linked Items 

This will take you to your Menu, where you can create and edit Categories, Items and Options. 

Linking an existing item: 

1. Find the item and click the pencil. 
2. Under ‘Services the Item Appears in’ use the drop box to select your service.  
3. Ensure you save your changes by clicking ‘save’. 
4. Once you have linked all items, select ‘Continue editing [your service]’ at the top of the 

screen. 

Creating a new category: 

If you would like to create an item in an existing category, skip this step. 

1. Click ‘Add Category’.  
2. Enter the category name and description and select an image. 
3. Click ‘Create’. 

 

Creating a new item:    

1. Find the category you would like to add your item to and click ‘Add item’. 

2. Enter the name, description, and price of your item.  
3. If you have a limited number of items available, click the ‘Quantity Sell Limit’ toggle and 

enter the number of items available. 
4. Under ‘Services the Item Appears Under’ select your service.  
5. Ensure the ‘In stock’ and ‘Active’ toggles are green, scroll to the bottom and click 

‘Create’. 
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Example: We only have 60 tickets available for our Year 6 Disco. 

 

Activate your Event  

Click ‘Activate’ to make your event available for any parents with children in the linked year 
level/s. 

You can review each section of your service by navigating through the tabs at the top of your 
screen. Ensure you click ‘Save and Continue’ before clicking through the tabs. 

Note: It may take up to 30 minutes for your service to be visible in the Flexischools App. 

Previewing Your Event 

To preview your service before releasing it to parents, only link your service to Admin in the 
‘Linked Year Levels’ section and completing the following steps. 

1. Log in to your Flexischools account and ensure you have a test student profile linked to an 
‘Admin’ year level.  

2. Ensure that your event service is active.  
3. Your service should appear on the home page of your Flexischools account. Click on the 

event to begin placing an order.  

When you are ready for your event service to go live to parents, link the relevant classes to your 
service by updating the ‘Linked Year Levels’ section. 


