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1. Click the blue North Star icon.
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t Inquiries
ho receive email notifications for private event inquiries.

nquiries
ho receive email notifications for group visit inquiries.

:nt Ticket Sales

ho receive email notifications for museum event ticket sales.

jistration Updates

ho receive email notifications for program registrations or
 Updates
ho receive email notifications for ip updates (purchase, renew, upgrade, downgrade).

2. Select Operations.
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‘ho receive email notifications for group visit inquiries.
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ho receive email notifications for museum event ticket sales.
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3. Navigate to Private Events.
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4. Switch to Custom Events to access the Private Event form.
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5. Click Setup to configure every detail of your custom event forms.
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6. Edit any section by clicking the pencil icon to customize form questions.
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7. Fine-tune question and visibility for form clarity.

Edit question

Space Preference (Venue)
T  Short text

Byline

Visible to Customers
When off, customers don't see this question.

Required

Visitors must answer this question.
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8. Easily control which questions are shown to customers using the Visible to Customers
toggle.

question
3name guestion here!

Short text

sle to Customers
1 off, customers don't see this question.

Submit feedback

ldired
rs must answer this question.
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9. Make crucial questions mandatory with the Required toggle to ensure all key details are
captured.

:name question here!

Short text

sle to Customers
1 off, customers don't see this question.

Submit feedback

ldired
rs must answer this question.

10. Click "Save Changes" when finished.
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hen off, customers don't see this question.
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Cancel Save changes
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11. Access Group Visits to apply the same customizations on the Inquiry Form.
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12. Click Inquiry Form to set up or customize forms.
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13. Edit any question on your form.

Standard Q v

Hidden  Standard Vi
Standard
Custom
Custom
Custom

Custom

Submit feedback

Custom

Custom

Custom

14. Update question titles, visibility and required status.

Edit question

Grade of Age Range O

T Short text

Byline

Visible to Customers
When off, customers don't see this question.

Required
Visitors must answer this question.
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15. Save changes to publish your updates and keep your form up to date.

' Shorttext

tyline

lisible to Customers
vhen off, customers don't see this question.

lequired
‘isitors must answer this question.

16. Customize your form layout instantly by reordering fields with the drag handle. Standard
questions can't be deleted and can't be reordered relative to one another. Custom questions
can be dragged into any position.
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