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How to manage venues 
[image: ]From the Venues page, you can view, edit, deactivate, reactivate, filter by status, and search venues. 	
[image: ]1. Log in to CITB Online Services. 
2. Click on the “ATO” button on the top menu bar. 
3. Click on “Venues” in the left-hand menu. 

4. You should now be on the Venues page displaying a list of all your venues. From here you can view, edit (including deactivating and reactivating), and search venues, and filter them by status.


Viewing venue details 
[image: ]


1. On the Venues page, click the small arrow located to the right of the venue you want to view. 





[image: ]2. In the dropdown menu, select “Details”.




Editing a venue
[image: ]
This is how to edit, deactivate or reactivate a venue

A. On the Venues page, either click on the name of the venue you want to edit

Or

B. [image: ]click on the arrow to the right of the venue and select “Edit” in the dropdown menu.
C. You can now edit the details of the venue. You can make a venue inactive if you are no longer using it by clicking “Deactivate Venue” at the bottom of the page. 
It will still appear in your list of venues in case you need it in the future, when you can click the “Reactivate Venue” button in the same place.
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Filtering venues by status

1. The Venues page will show your active venues by default. To see your inactive venues, click on “Active Venues” and select “Inactive venues” from the dropdown menu. You can change it back in the same way.
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Searching for venues

[bookmark: _GoBack]You can search for specific venues by building name, city, or other keyword related to venues. 

1. Type a search term in the search box on the Venues page. In this example, the term ‘Belfast’ will find all the venues listed within the Belfast area.
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