
How to Create 
and Configure Exhi-
bitions

View online

https://app.arcade.software/share/3ixxNNytv7h5XkKkQoX6
https://app.arcade.software/share/3ixxNNytv7h5XkKkQoX6
https://app.arcade.software/share/3ixxNNytv7h5XkKkQoX6
https://app.arcade.software/share/3ixxNNytv7h5XkKkQoX6


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

2. Go to Ticketing.
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3. Select 'Events.'

4. Click the Exhibitions tab to manage or view exhibitions specifically.
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5. Refine your exhibitions list using the Filter option.

6. Find exhibitions faster by searching with a specific keyword.
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7. Click the more options icon (three dots) to Edit or Archive any existing Exhibition.

8. Click the Add button to create a new exhibition.
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9. Add a Title.

10. Add an Image. The recommended image size is 2000px by 600px.
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11. Add a Description.

12. Add internal notes.
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13. Decide if this exhibition should be exclusive to members.

14. Set whether or not this is a Permanent exhibition that happens year-round.
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15. If this is not a permanent exhibition, set a start and end date to let everyone know the 
duration.

16. Set the location as it will appear in Google Maps.
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17. Specify a building or area name of where the Exhibition is held in your space.

18. Click "Status" to set as Active or Draft.
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19. Click Create to add your new exhibition to the lineup.

20. When you finished creating your Exhibition, don't forget to create the corresponding 
Ticket Type. Please review our article on Ticket Types.
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