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

2. Select 'Operations.'
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3. Select 'Private Events' from the Operations navigation menu.

4. Switch to the Custom Events tab to focus on unique private bookings.
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5. Click 'Add Event' to create a new private event or venue rental. The following form is the 
same form your online visitors will complete when submitting a private event request online.

6. Choose a venue that best fits your event needs.
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7. Enter the primary contact’s information for seamless communication.

8. Provide the name of the organization or school hosting the event.
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9. Select your preferred event date to secure availability.

10. Set your event start time.

Set your ideal event start time.
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11. Specify how many hours your special occasion will last.

12. Estimate your guest count to ensure the best event setup.
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13. 

14. Share any extra details or requests for a flawless event.
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15. Submit your venue rental request to start the booking process.

16. Select the relevant event to view or manage its details.
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17. Click 'View Details' for a comprehensive event overview.

18. Switch to the 'Invoices' tab to manage event billing.
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19. Start a new invoice for this private event.

20. Add an item or service to your event invoice.
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21. Enter the precise fee for this service or rental.

22. Confirm this line item to include it in the invoice.
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23. Use the memo field to highlight important invoice notes.

24. Add or revise the payment terms for clear agreement.
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25. Set the payment due date to make tracking easy.

26. Click Generate to create your professional invoice.
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27. You can choose to download the invoice to PDF if you wish to mail or email to the patron, 
or share the invoice instantly with your client or team.

28. Copy the invoice payment link for quick, secure sharing.
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29. Send the invoice directly to your recipient. The invoice will include a payment link.

30. Return to your full invoice list to manage more invoices.
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31. Choose 'Edit' to update the payment status of the invoice. You also have the option to 
save to PDF or resend the invoice.

32. Change the invoice status as payments are received.
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33. Save changes when finished.

34. Return to the list of all private events to view or manage others.
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35. Select the event to revisit or review its details.

36. Click 'View Details' for an instant event summary.
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37. Switch to 'Event Details' if you need to adjust or review event specifics.

38. 
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39. 
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