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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= Private Event Inquiries

Manage all staff who receive email notifications for private event inquiries.
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Group Visit Inquiries
Manage all staff who receive email notifications for group visit inquiries.
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Museum Event Ticket Sales
Manage all staff who receive emall notifications for museum event ticket sales.
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2  Select 'Operations' from the navigation menu.
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it Ticket Sales
ho receive email notifications for museum event ticket sales.

3 Select 'Private Events' from the sidebar.
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4  Click the 'Self-Serve Events' tab.
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5  Click 'Setup'.
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Booking Slot Creation
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6  Click 'Add slot' to define a new booking period.

Bz
Booking Slot
ﬁ Name Days of Week Venue Duration Status
. . : The Museum : 3 s 5
% Weekend 2:00 PM Slot 2:00 pm - 5:00 pm Saturday, Sunday Floor 2:00 pm - 5:00 pm Active H
Birthday Part i
a Weekend 1pm Slot 1:00 pm - 2:30 pm Sunday, Saturday Rlc:omay any 1:00 pm - 2:30 pm Active :
£
Birthday Part | %]
Weekend 4pm Slot 4:00 pm - 5:00 pm Sunday, Saturday Rlc:omay any 4:00 pm - 5:00 pm Active : 'é
5
= @
Birthday Part h
Friday Afternoon 2:00 pm - 5:00 pm Friday Rloomay ALy 2:00 pm - 5:00 pm Active : :é
@ o
Monday, Tuesday, : . _1n- q,%
Weekday Birthday Party 10:00 am - 12:00 pm Wednesday, E(Ig:ay Rty 1‘:[']00 amf=1200 Active :
Thursday, Friday p
Monday, Tuesday, .
Weekday Afternoon Birthday Party 4:00 pm - 6:00 pm Wednesday, gggzgay Farty 4:00 pm - 6200 pm Active :
Thursday, Friday
Room 2 Weekend 2:00 PM Slot 2:00 pm - 5:00 pm Sunday, Saturday gonference Reom 2:00 pm - 5:00 pm Active :
Pricing

Go to the editor

Debug mode: Normal Slow Step-by-step Button Add slot - A 2 H

7  Enter the name of your booking slot into the Name field.

Add Booking Slot

Set a name, select days, and choose the time range for this booking slot.

Name (,-\)
) g

From To

B 613/2026 5 6/20/2026

Days of Week

Monday Tuesday Wednesday Thursday Friday
Saturday

Start Time End Time

Submit feedback

11:00 am 12:30 pm

Venue

Birthday Party Room
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8  Select your days of the week for this booking slot.

Add Booking Slot

Set a name, select days, and choose the time range for this booking slot.

Name

From To

£ 6/12/2026 £ 6/12/2026

Days g

Monday Tuesday Wednesday Thursday Friday
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Saturday
Start Time End Time
Venue
Cancel Save
Name
From To
By 6/12/2026 B 6/12/2026
Days of Week é
o
Monday Tuesday Wednesday Thursday Friday =
@
=
o
3
D
End Time
Venue
Cancel Save
= [ il

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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Add Booking Slot

Set a name, select days, and choose the time range for this booking slot.

Name

From

] 6/13/2026

Days of Week

Monday Tuesday Wednesday Thursday Friday
Saturday

Start Time End Time

Submit feedback

Name
From To
5] 6/13/2026 5 6/12/2026
Days of Week A <Hne zozg 5
Sun Mon Tue Wed Thu E
Monday Tuesday Wednesd =
O
Saturday E
4 15 168 17 18 a
Start Time End Ti oL 22 23 % &
28 29 30
Venue Al = Clear % Close
Cancel Save
Nahiia mada- Narmal Clrnar Ctan hu ctoan Panuin Add/edit hanking slnt w Inenert AN
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10 Setthe Start and End Time for your booking slot.

Name

From

& 6/13/2026

Days of Week

Saturday

Start Time

11:00 am

Venue

To

£ 6/20/2026

Tuesday Wednesday Thursday

End Time

v 12:30 pm

Cancel

Debug mode: Normal Slow Step-by-step

Text Set a name, select d - L@

11  Select the venue from the dropdown.

Name

From

£ 6/13/2026

Days of Week

Saturday

Start Time

11:00 am

Venue

To

= 6/20/2026

Tuesday Wednesday Thursday

End Time

~ 12:30 pm

Birthday Party Room
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\% Go to the editor
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Save

Debug mode: Normal Slow Step-by-step
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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.

Name

Birthday Party]

From

£ 6/13/2026

Days of Week

Start Time

11:00 am

Venue

Birthday Party Room

Tuesday

v

To

£ 6/20/2026

Wednesday Thursday

End Time

12:30 pm

Cancel

Friday

Debug mode: Normal Slow Step-by-step
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13

blackout date(s) and follow the same steps as above to complete.

R

Booking Slot

b

Name

ﬁ Weekend 2:00 PM Slot 2:00 pm - 5:00 pm

- Weekend 1pm Slot 1:00 pm - 2:30 pm
Weekend 4pm Slot 4:00 pm - 5:00 pm
Friday Afternoon 2:00 pm - 5:00 pm

@
Weekday Birthday Party 10:00 am - 12:00 pm
Weekday Afterncon Birthday Party 4:00 pm - 6:00 pm
Room 2 Weekend 2:00 PM Slot 2:00 pm - 5:00 pm
Bir‘f_hday Party 11:00 am - 12:30 pm

EZ)
Debug mode: Normal Slow Step-by-step
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Button Add slot

Days of Week

Saturday, Sunday

Sunday, Saturday

Sunday, Saturday

Friday

Monday, Tuesday,
Wednesday,
Thursday, Friday

Monday, Tuesday,
Wednesday,
Thursday, Friday

Sunday, Saturday

Sunday, Saturday

Venue

The Museum
Floor

Birthday Party
Room

Birthday Party
Room

Birthday Party
Room

Birthday Party
Room

Birthday Party
Room

Conference Room
2

Birthday Party
Room

M be

Duration

2:00 pm - 5:00 pm

1:00 pm - 2:30 pm

4:00 pm - 5:00 pm

2:00 pm - 5:00 pm

10:00 am - 12:00
pm

4:00 pm - 6:00 pm

2:00 pm - 5:00 pm

11:00 am - 12:30 pm

Next, click 'Add slot' to create another booking slot that resumes after your

Status

Active

Active

Active

Active :
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Active

Active

Active

Active
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