How to Manage Events

Learn how to navigate your fundraising event portal to modify ticket details and block
specific seats for attendees. This guide also covers the steps to efficiently clone
existing events to save time on future configurations.

1 Click the blue North Star icon and select "Settings".
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2  Select "Fundraising" from the main navigation menu.
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3  Click "Events" in the left-hand sidebar.
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From here, you are presented with a list of Events you created in a previous step
4 . s
under Settings > Ticketing > Events.

From the list view, you can preview event Name, Description, Category, Date and
Time, Tickets Sold and Status (Draft, Upcoming, Published, and Completed).
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5 Click the vertical ellipses to the right of the row to Edit the event, view Tickets sold,
or Clone the event.
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Ticket Sales Management

To view tickets sold, click the corresponding option from the expanded menu.
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The following screen provides a list of all tickets sold to the specific event you're
viewing. You can preview Buyer Name, Phone, Email and Visitor Type from this list

view.
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Click "Block tickets" to manually reserve a number of tickets for any constituent.
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Block tickets

Constituent *

X Ben Wright

Number of tickets *
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9  Click "Block tickets" to complete the reservation process.
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10 Back on the Tickets Sold list, you can download sold tickets to a CSV export.

Muse Q O

& Return to All Events

[~ Attendees for Cheetah Chase 5K ‘ |

aa Buyer Name Phone Email Visitor Type
29
Ben Wright +13166480255 bwrightwfu@gmail.com Adult
<
Ben Wright +13166480255 bwrightwfu@gmail.com Adult
Jen Mendoza  Blocked +18885555555 ‘:i”‘me“d“a""'S't"'@muse“ﬂware‘ g
o
it Jen Mendoza  Blocked +18885555555 ‘:i”‘me“d“a*"'S't"'@m“m“ﬂware‘ 8
=
f i E
¥ Jen Mendoza  Blocked +18885555555 ‘:i”‘me“d“a""'S't"'@m“m“ﬂware‘ g
7]
Sariiisndaza: oeaen +18885555555 :n.mendozawlmtor@musesoﬂware‘
eRMERdEs +18885555555 jen.mendoza+visitor@musesoftware.

& ai
jen.mendoza+visitor@musesoftware.
ai

Jen Mendoza +18885555555 Adult

jen.mendoza+visitor@musesoftware.

Jen Mendoza +18885555555 Adult

Clone Event

11 Back on the main events list, you can "Clone" an event to shortcut having to
recreate it from scratch.
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12 Enter an event name for this cloned event, and click "Clone" when finished.

Clone this event?

Are you sure you want to clone the
Cheetah Chase 5K event?
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