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1. Start by navigating to Settings from the blue North Star icon.

2. Select the 'Operations' menu to access operations-related tools and features.
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3. Head to the Dashboard for a comprehensive calendar view of all events.

4. From the calendar view, you can see a Legend of scheduled events, confirmed group visits, 
private events, self-serve events, blackout dates and special hours as well as events that 
remain in the queue yet to be confirmed.
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5. From the Operations Dashboard, you have a short cut to create a Private or Group Event.

6. Select 'Private Event' to add a new private event booking to your calendar.
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7. The form that pops up on the following screen is the same form you setup and configure for 
online bookings via your e-commerce site. To set-up this form, go to Operations &gt; Private 
Events &gt; Custom Events &gt; Setup.

8. Click Group visit to open the group visit workflow and continue.
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9. 

10. The form that pops up on the following screen is the same form you setup and configure 
for online bookings via your e-commerce site. To set-up this form, go to Operations &gt; 
Group Visits &gt; Inquiry Form.
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11. Click 'Create an inventory item' to add resources directly to your Point of Sale.

12. The form that pops up on the following screen is the same form you configure under 
Operations &gt; Point of Sale &gt; Products &gt; Add Product.
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13. 

14. Click Blackout calendar dates to open the date settings for this item.
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15. The form that follows is the same setting configured under Settings &gt; Settings &gt; 
Hours &amp; Closures. Be sure to check out our help article on setting operating hours!
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