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1. Start by navigating to Operations from the blue North Star icon.

2. Click on 'Operations.'
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3. Open Private Events to handle specific event bookings and details.

4. Switch to Custom Events to focus on tailored private event entries.
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5. Click on the Private Event you wish to manage.

6. Select View Details for in-depth event information and available actions.

View online

https://app.arcade.software/share/x7QZKepiW9OVhhsAJwXZ


7. Navigate to the Invoices tab to access invoice records for this event.

8. Identify and select the invoice you wish to update by clicking anywhere in the correspond-
ing row.
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9. 

10. Next, to enter the payment information, select Museum Floor to open the floor manage-
ment section.
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11. Under the New Sale tab, select Other to choose a different payment method and continue.

12. Click Manual sale to open a new sale and begin recording the check payment.
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13. Click Amount to enter the payment amount.

14. Click Description to enter payment details before completing the transaction.
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15. Click Add to cart to finalize the transaction.

16. Click Pay Now.
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17. Select Other to continue.

18. Select Check to record this invoice as paid by check.
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19. Enter Check Amount, Check Number and Reference, and Complete Transaction when 
finished.

20. 
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21. Click Operations to open the tools you’ll use to mark the event invoice as paid.

22. Select Private Events.
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23. Click Custom Events.

24. Select the event for which you just added the check payment.
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25. 

26. Click Invoices to return to your invoice list and mark the event invoice as paid.
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27. Click the vertical ellipses next to the invoice you wish to edit.

28. Click Edit to update the invoice payment status.
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29. Choose the Paid status in the invoice status dropdown to mark payment completion.

30. Hit Save changes to confirm and mark the invoice as paid—keeping all records accurate 
and up to date!
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