How To Add A New Venue

Learn how to efficiently manage your event locations by adding a new venue to your
system. This guide walks you through the navigation steps and configuration settings
required to activate a new venue in your portal.

1 Click the blue North Star icon.
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2  Click "Operations".

Muse
il

(® Fundraising

22

an Users tegrations Branding Hours and Closures Misc Staff Email
]

2 Roles

= Email Templates Accounting

sations 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

3 Click the 'Settings' icon in the sidebar.
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4  Select the 'Events' tab.
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Name

The Museum Floor

Conference Room 1
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Status
@ Active
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@ Active
Activate
@ Active
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@ Active
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From here, you'll see your list of created venues. To activate or deactivate a listed

venue, toggle the corresponding switch on or off.
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To add a new venue to the list, click the blue "Add venue" button.
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Enter the venue name, and select Active or Inactive as your initial setting for this

venue.

Edit a Space
Name

Courtyard

Status

AN
Active ( )
\/

Cancel

Save changes

Submit feedback




8  Click "Save changes" to finish creating the venue.
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