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1. Start by accessing the Settings menu to manage your organization's details.

2. Find all your configuration options—like Users and Templates—here in the sidebar.
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3. Open the Hours and Closures tab to view and adjust your facility's schedule.

4. Switch to the Group Visits tab to customize hours and closures just for group bookings.
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5. Until you update, your Group Visits and Private Events are following the hours you have 
set in Standard hours

6. Customize hours to set unique group visit times and control every detail of your group 
experience.
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7. Restore group visit hours to match your standard schedule with a single click.

8. Edit specific days, like Sunday, to fine-tune availability for group visits.
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9. Check 'Closed?' if you want to mark this day unavailable for group visits.

10. Select and update open and close times to match your group's needs.
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11. Click Save changes to apply your custom hours instantly.

12. Any new Closures or Special Hours will apply to the Museum, not only Group Visits or 
Private Events
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13. Choose the type of special schedule—like holiday or early closure—for this date.

14. Save your special hours or closures to keep guests and teams informed.
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15. Switch to Private Events to manage a different set of hours.

16. Customize hours for private events to tailor your offerings for unique occasions.
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17. Reset private event hours to match your standard operating schedule with one click.

18. Confirm reverting to standard hours to remove any special private event times.
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19. These closures and special hours will affect the Museum, not just the Private Events
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