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1. Start by opening the Settings menu from the blue North Star icon.

2. Navigate to Settings.
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3. Click the Hours and Closures tab to manage your schedule and special dates.

4. Click the Edit icon next to a day to update that day’s hours.
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5. 

6. Select Closed if your business won’t operate on this day.
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7. Adjust the open time if you need to change when the day begins.

8. Set the closing time to define exactly when your location shuts for the day.
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9. Press "Save changes" to confirm your new business hours.

10. Select New to add a special hour or holiday closure.
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11. Open the Type dropdown to define your special hour or closure event.

12. Pick the event type—like Special hours, Early closure, or Holiday closure—for precise 
scheduling.
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13. Save your special date to instantly update your public schedule.

14. Tap the correct date to set your new closure on the calendar.
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15. Hit Save to finalize your special or holiday closure and notify your teams.
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