
Made with Scribe - https://scribehow.com 1

How To Configure Blackout Dates for Self-Serve
Private Events
Learn how to manage and add availability for private events within your portal
settings. This guide simplifies the process of defining specific dates, times, and room
assignments for your venue.

1 Click the blue North Star icon.
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2 Select 'Operations' from the navigation menu.

3 Select 'Private Events' from the sidebar.
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4 Click the 'Self-Serve Events' tab.

5 Click 'Setup'.

Booking Slot Creation
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6 Click 'Add slot' to define a new booking period.

7 Enter the name of your booking slot into the Name field.
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8 Select your days of the week for this booking slot.

9 To restrict bookings around a blackout date, create one slot with a booking
window that closes just before the blackout date(s).
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10 Set the Start and End Time for your booking slot.

11 Select the venue from the dropdown.
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Alert! You'll first need to create your Venue options by going to Operations >
Settings > Events tab and click the blue "Add venue" button.

12 Click 'Save' to confirm the first booking slot.
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13 Next, click 'Add slot' to create another booking slot that resumes after your
blackout date(s) and follow the same steps as above to complete.


