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1. Start by opening the main dashboard from the blue North Star icon.

2. Go to Operations.
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3. Select 'Private Events.'

4. Switch to the Self-Serve Events tab.
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5. Click the 'Setup' option to customize your self-serve event booking form.

6. Hit Add slot to create a new event booking slot for your venue.
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7. Pick your desired start and end date for the new event slot.

8. Select the day(s) of the week to match the booking availability.
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9. Choose the start and end time for your event slot.

10. Select your preferred venue. Please review our article on how to add a new venue to 
populate this list.
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11. Save your new booking slot to instantly make it available for self-serve bookings.

12. Click Save Changes to keep your form updates.
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13. Switch to the List tab to see and manage all event slots in one place.

14. You can manually add a self-serve event on the back-end by clicking Add Event.
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15. Complete the form you just configured with the booking details.

16. Click Save Event to confirm and reserve your self-serve event slot.
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17. Click Book Now to secure your self-serve event slot and continue to purchase.

18. Click through the calendar to choose your event month and day and continue to the next 
step.
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19. 

20. After the purchaser has selected their booking date and time, they'll complete your 
booking form and proceed to their cart to pay and book the self-serve event.
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21. Back in the Portal, switch to Calendar view for an intuitive visual overview of all bookings 
and availability.

22. From within the calendar view, you can see all booked Private Events, Self-Serve Events, 
Closed/Blackout dates, and Special Hours.
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23. You can jump to any month using the back and forth arrows.
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