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1. Click on the blue North Star icon.
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Private Event Inquiries
Manage all staff who receive email notifications for private event inquiries.
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Group Visit Inquiries
Manage all staff who receive email notifications for group visit inquiries.
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Museum Event Ticket Sales
Manage all staff who receive email notifications for museum event ticket sales.

Manage

Program Registration Updates
Manage all staff who receive email notifications for program registrations or

Manage

Membership Updates

Manage all staff who receive email notifications for ip updates (purch:

, renew, upgrade, downgrade).

2. Click "Ticketing"
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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. Select 'Events' from the Ticketing menu.

Select 'Events' from the Ticketing menu
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Date and Time Venue Capacity Sold % of Spots Sold  Status
ktacular QOct 31, 2026 at 8:00pm N/A 250 1 0% Upcoming
Dec 18, 2026 at 7:00pm Main Exhibition Hall 300 44 5% Upcoming
s Eve Gala Dec 31, 2026 at 7:00pm Main ballrcom 500 o 0% Upcoming

4. Add or select the event you wish to customize from the event list.

Muse @
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I~ Events Exhibitions Packages Experiences Y Filters (1) m
ik Name Description Category Date and Time Tickets Sold  Status
Oct 31, 2026
i i z ] ! i ! v
= Halloween Spooktacular Have a frighteningly good time at our annual Halloween event. Costf bly encouraged Holiday Events 8:00pm - 10:00pm 1250 jpcoming
G Come join Us to recognize the great work of our team and the contribtemsfrom our patrons, i Dec 18, 2026 565 P
members, and donors! 7:00pm - 7:00pm
Dec 31, 2026
. isi 3 T
2025 New Year's Eve Gala End of year Fundraising Gala Annual Gala 7:00pm - 11:30pm 0/500 pcoming
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5. To add a question, type in the Question text field.

Associated Campaign

Status

Active

Custom Questions for Ticket Buyers
These questions will be asked for each ticket purchased. For dropdowns, enter your choices beli

Question text

O

Answer Type

Required ‘)
Cancel Add Question
Staff-Only Fields

Never shown during checkout or in the portal. Staff fill these in on the Attendees screen, and the
through on the export.

6. Select your Answer Type from the caret. Options include '‘Dropdown,' 'Text,' 'Number,' and
‘Boolean.’

Status

Active

Custom Questions for Ticket Buyers
These questions will be asked for each ticket purchased. For dropdowns, enter your choices bel

Question text

Answer Type

O

Required -)

Cancel Add Question

Staff-Only Fields
Never shown during checkout or in the portal. Staff fill these in on the Attendees screen, and the
through on the export.

Field name

e.g. Table number
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7. Toggle the 'Required' switch if you wish for all ticket buyers to answer this question.

Active

Custom Questions for Ticket Buyers
These questions will be asked for each ticket purchased. For dropdowns, enter your choices below.

Question text

Answer Type

Required .O

Cancel Add Question

Staff-Only Fields
Never shown during checkout or in the portal. Staff fill these in on the Attendees screen, and they come
through on the export.

Field name

e.g. Table number

Available on every event at this museum

8. Click "Add Question"

Custom Questions for Ticket Buyers
These questions will be asked for each ticket purchased. For dropdowns, enter your choices below.

Question text

Answer Type

Required a

Cancel Add Q

Staff-Only Fields
Never shown during checkout or in the portal. Staff fill these in on the Attendees screen, and they come
through on the export.

Field name

e.g. Table number
Available on every event at this museum

Discard Field Save field
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9. Click "Save"
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