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1. Click the blue North Star icon.

2. Navigate to the "Operations" module.
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3. Click 'Private Events' in sidebar

4. Switch to the Custom Events tab for a clear overview of all tailored events.
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5. Click directly on the row from within the event request list.

6. From within the pop-up window, click "View Details" to enter the edit screen.
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7. Expand the 'Original Inquiry' section to see the event request as it was submitted online.

8. Toggle this section to show or hide the original event details provided by the organizer.
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9. The "Final Event Details" section is where you have the ability to update with the confirmed 
details you're capturing before moving forward with a confirmation or cancellation.

10. Scroll to the bottom of the Final Event Details section to update the booking "Status". 
Options include New, In Discussion, Confirmed, and Cancelled.
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11. Click Save Changes when finished.

12. Switch to the Calendar tab for a visual overview of upcoming events.
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13. Click the arrows next to the month label to navigate between different timeframes and 
manage your schedule.
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