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1. Click the blue North Star icon and select "Settings".

2. Select "Fundraising" from the main navigation menu.

View online

https://app.arcade.software/share/1kDiDhQsKKlwOhIQkwcC


3. Click "Events" in the left-hand sidebar.

4. From here, you are presented with a list of Events you created under Settings &gt; Ticketing 
&gt; Events. From the list view, you can preview event Name, Description, Category, Date and 
Time, Tickets Sold and Status.
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5. Use the Filters button to quickly narrow down your event list by specific criteria.

6. Enter a keyword here to instantly find the event you’re searching for.
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7. Filter by category.

8. Choose a status to view draft, active or archived events.
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9. Set the start and/or end date to focus on events happening during a specific period.

10. Click 'Update' to apply your filters.
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11. Click the vertical ellipses to the right of the row to Edit the event, view Tickets sold, or 
Clone the event.

12. Select 'Edit' to update your event details.
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13. 

14. To view tickets sold, click the corresponding option from the expanded menu.
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15. The following screen provides a list of all tickets sold to the specific event you're viewing. 
You can preview Buyer Name, Phone, Email, Visitor Type, as well as any answers to custom 
questions or staff-only fields from this list view.

16. Click "Block tickets" to manually reserve a number of tickets for any constituent.
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17. After locating a constituent and entering the number of tickets, click "Block tickets" to 
complete the reservation process.

18. Back on the Tickets Sold list, you can download sold tickets to a CSV export.
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19. Back on the main events list, you can "Clone" an event to shortcut having to recreate it 
from scratch.

20. Enter an event name for this cloned event.
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21. Click "Clone" when finished.
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