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Configuring Free Entry tickets in Muse Software
Learn how to manage your ticketing system by adding new Free Entry visitor types
and configuring entry settings. This guide provides a walkthrough for setting up ZIP
code requirements and managing ticket categories to streamline your guest check-in
process.

Portal Configuration

1 Navigate to the Ticketing Settings section
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2 Start by creating your Free Entry Visitor Types. Click "Add type"

3 Please our article on Visitor Types for more information.



4

4 Click "Free Entry"

5 Click "Add Free Entry type"
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6 Select among your Visitor Types to add to that Free Entry category.

7 Click the check mark to add that Type and add additional Visitor Types.
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8 Click to include these check-ins with your overall Museum attendance reporting.

9 Click "Create"
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10 Enable the "Prompt for ZIP on Free Entry" setting

Location Data Setup

11 Add frequent ZIP code for selection on the Museum Floor.
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Free Entry Processing

12 Open the Museum Entry screen from the Museum Floor
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13 Click "Free Entry"
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14 Select any Free Entry category as the entry type

15 Add tickets for any of the Visitor Types
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16 Select any frequent ZIP code

17 Manually enter the visitor's ZIP code



13

18 Select "No US ZIP" for international visitors

19 Type in the country and select from the dropdown
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20 Click "Save" to finalize the free entry record



15

21 "Success! The entries have been saved!"


