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1. Navigate to Settings from the blue North Star icon.
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51 Email Templates

@ Settings

Donations Integrations Branding Hours and Closures Misc Staff Email

t Inquiries
ho receive email notifications 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

ho receive email notifications for program registrations or
 Updates
ho receive email notifications for ip updates (purchase, renew, upgrade, downgrade).

2. Select "Operations."

Select "Operations".
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B Email Templates Accounting ~ations for private event inquiries.
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33 Settings

nquiries
‘ho receive email notifications for group visit inquiries.

int Ticket Sales
ho receive email notifications for museum event ticket sales.
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3. Head to Settings.
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Dashboard »wp event @ Create an inventory item # Blackout calendar dates

=
Yy Private Events

vibitions @ Group Visits @ Private Events (') Not Confirmed @@ Self-Serve Events @ Closed / Blackout Dates @@ Special Hours @ Programs

% Experiences
82 Group Visits
>
2 ros aly 2026
RapoiE MON TUE WED THU FRI SAT ¥
o
29 30 1 2 3 4 3
© Spitings k3
3:00 pm - 5:00 pm: 9:00 am - 3:00 pm: =
Butterfly Release Event Butterfly Release Event .§
w
12:00 am:
Sierra Club Group Visit
1:00 pm:
Test Group Visit
6 7 8 9 10 n
4. Select the Events tab to view or edit event management settings.
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:E Name Status
The Museum Floor @ Active
3
Conference Room 1 Activate 5
@ &
Birthday Party Room @ Active E
a
Conference Room 2 Activate g
IMAX Theater @ Active
North Garden @ Active
Education Room 1 @ Active
Education Room 2 @ Active
Courtyard Activate

Fvent Tunes
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5. Click Add venue to expand your list of locations for events.
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6. Edit the name of your space to ensure clarity and accurate organization.

Edit a Space

@

Name

Status

Cancel Save changes

View online


https://app.arcade.software/share/4LzizuyOwOsrbZJbEGyx

7. Update the status to make the space available or unavailable for booking.

Edit a Space

Name

[ Library

Status

O

Cancel Save changes

8. Click Save changes to confirm your venue updates.
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9. Easily activate or deactivate any venue with a single toggle.

10. Add a new event type to tailor your offerings to every audience.
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11. Edit the name of your event type for better identification.

Edit Event Type

Name

Q

Status

Cancel

12. Choose the appropriate status to control event availability.

Edit Event Type

Name

Save changes

Seniors Day|

Status

Cancel
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13. Save your changes to update the event type instantly.

Event Type
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14. Quickly switch event types on or off to suit your needs.
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15. Adjust buffer times to optimize setup and cleanup between event bookings.

Holiday Extravaganza

D

Wedding

S

Corporate Rental
Birthday Party
IMAX

Senijors Day

Buffer Time Settings

Number of hours to block before an event Number of hours to block after an ever
2 1

16. Select the Stock tab to monitor and manage your inventory with ease.
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B Settings
= Events

28 Venues

29

= Name
The Museum Floor
Conference Room 1

Birthday Party Room
Conference Room 2

IMAX Theater
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17. Set your default alert quantity so you're always aware of low-stock products.

H Settings

ke Events Stock
Default Alert Quantity
Set the stock level at which products will trigger a low-stock alert. You can adjust this per product later.
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Manage Categories

Organize your menu by adding subcategories under each category.

Merchandise Food & Beverage

Sub-categories

18. Choose the Merchandise tab to organize and manage your retail sub-categories.
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a2 Manage Categories
Organize your menu by adding subcategories under each category.
ndise Food & Beverage
Sub-categories

S

Hat

T-shirt

Coffee Mug
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19. Click on a sub-category to view or edit details like color or availability.
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Merchandise Food & Beverage

Sub-categories

T-shirt

Coffee Mug

S D i BBZ%[?H

Book

Poster

Qwaatehirt

20. Toggle sub-category status to control what's visible to customers.
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21. Click Add sub-category to expand your merchandise or menu structure.

Lorree viug

Book
o)} Poster
Sweatshirt

Miscellaneous

Consignment

Add suory

22. Enter the name of your new sub-category to streamline your product organization.

) Lorree viug

Book

o3 Poster
Sweatshirt

Miscellaneous

Consignment

Add sub-category
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23. Add a unique sub-category to ensure every product is easy to find.

~ Loree viug

Book

S Poster
Sweatshirt

Miscellaneous

Consignment

Magnets|

@,

Add sub-category

24. Easily enable or disable each sub-category with a click.
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25. Switch to Food & Beverage to manage menu items separately from merchandise.

Set the stock level at which products will trigger a low-stock alert. You can adjust this per product later.
a9
[q
5
ek

Manage Categories

Organize your menu by adding subcategories under each category.

Merchandise Food & e

Sub-categories

Hat
T-shirt

Coffee Mug

26. Add a new sub-category to keep your Food & Beverage selections fresh and organized.

Merchandise Food & Beverage

Sub-categories

o3 Drink
Hamburger
Sandwich

Deli Sandwich

Add sub-category
\__/
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27. Type in a new sub-category name to customize your menu further.

= Merchandise Food & Beverage
Sub-categories
< Drink

Hamburger

Sandwich

Deli Sandwich

O

Add sub-category

28. Activate your new sub-category to make it available right away.
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29.

Muse
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n Settings

ez

Events Stock
W
28 Default Alert Quantity
Set the stock level at which products will trigger a low-stock alert. You can adjust this per product later.
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Manage Categories
Organize your menu by adding subcategories under each category.

Merchandise Food & Beverage

Sub-categories

Color
Drink -
Hamburger - 4
Sandwich

M
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