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1. Open the main navigation menu from the blue North Star icon.

2. Select 'Ticketing'
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3. Head to 'Settings'

4. Click on the 'General Settings' tab to review or adjust foundational ticketing options.
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5. Click Daily Capacity Settings to adjust the maximum daily visitor capacity to control crowd 
sizes and set how many General Admission tickets you want to sell daily.

6. Click Checkout Policy to add a URL from your website outlining your refund or other 
checkout policies.
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7. Click Ticket Purchase Settings to set how far in advance General Admission and Exhibition 
tickets can be purchased.

8. Edit the 'General Admissions' section to highlight your primary ticket offering.
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9. Click the image upload field for General Admissions to add a branded image to appear on 
your e-Commerce site. The recommended image size is 2000px by 600px.

10. Edit the Title field to adjust the copy as it will appear on your e-Commerce site.
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11. Revise the thumbnail description to give guests more insight before buying. This copy will 
appear on your e-Commerce site.

12. Toggle the Show section visibility to show or hide this section from your e-Commerce 
site.
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13. Repeat the above steps for Memberships.

14. Repeat the above steps for Donations.
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15. Repeat the above steps for Gift Cards.

16. Repeat the above steps for Private Events.
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17. Repeat the above steps for Group Visits.

18. Repeat the above steps for Self-Serve Events.
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19. Click 'Save' to apply all your customizations and update your ticket purchase page.
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