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

Donations Integrations Branding Hours and Closures Misc Staff Email
=5 Roles

t Inquiries

Email Templates ho receive email netifications for private event inquiries.

2 Settings

nquiries
ho receive email notifications for group visit inquiries.
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:nt Ticket Sales

ho receive email notifications for museum event ticket sales.

jistration Updates
ho receive email notif for program or

Updates

ho receive email netifications for Membership updates (purchase, renew, upgrade, downgrade).

2. Find all your configuration options—Ilike Users and Templates—here in the sidebar.
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® Fundraising

oa Users i3 Ticketing
22 tegrations Branding Hours and Closures Misc Staff Email
< Operations
2> Roles
B Reports
BJ  Email Templates Accounting :ations for private event inquiries.
@ settings
nquiries

ho receive email notifications for group visit inquiries.

:nt Ticket Sales

ho receive email notifications for museum event ticket sales.
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3. Open the Hours and Closures tab to view and adjust your facility's schedule.
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B Settings
aa Notifications Donations Integrations Branding Hour ures Misc Staff Email

2

_ Private Event Inquiries

= Manage all staff who receive email netifications for private event inquiries.
@

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 netifications for museum event ticket sales.

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

[UELELTS

Membership Updates

Manage all staff who receive email netifications for Membership updates (purchase, renew, upgrade, downgrade).

Manage

4. Switch to the Group Visits tab to customize hours and closures just for group bookings.
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Standard Hours Grou Private Events

Standard Hours

oy
Day of the Week Time
= Sunday 11:00 am - 4:00 pm
X Monday 10:00 am - 4:30 pm
@ Tuesday 10:00 am - 4:30 pm
Wednesday 10:00 am - 4:30 pm
Thursday 10:00 am - 4:30 pm
Friday 10:00 am - 6:30 pm
Saturday 10:00 am - 6:30 pm

Special Hours and Closures
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5. Until you update, your Group Visits and Private Events are following the hours you have
set in Standard hours
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Settings

Notifications

Standard Hours

@ B i ggﬂ

Donations

Group Visits

Special Hours and Closures

Date

December 25, 2026

January 18, 2026

February 14, 2026

November 26, 2026

December 31, 2026

Time

Closed

Closed

10:00 am - 4:00 pm

Closed

Closed

Integrations

Branding

Private Events

Day of the Week

Friday

Sunday

Saturday

Thursday

Thursday

Hours and Closures

Currently using Standard Hours. Customize to set different hours for group visits. O

Type

Holiday closure

Holiday closure

Early closure

Holiday closure

Holiday closure

Misc Staff Email

Description

Christmas Day

Staff Training Day

Valentine's Day

Thanksgiving

6. Customize hours to set unique group visit times and control every detail of your group

experience.

Hours and Closures

or group visits.

ek Type

Misc

Staff Email

Description

Holiday closure

Holiday closure

Early closure

Holiday closure

Christmas Day

Staff Training Day

Valentine's Day

Thanksgiving
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7. Restore group visit hours to match your standard schedule with a single click.

Hours copied from Standard
Hours

Hours and Closures Misc Staff Email

Revert to Standard Ho
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8. Edit specific days, like Sunday, to fine-tune availability for group visits.

Muse ()

B Settings

2a
L) Notifications Donations Integrations Branding Hours and Closures Misc Staff Email
=
Standard Hours Group Visits Private Events
=
Group Visits Revert to Standard Hours
@ Day of the Week Time
Sunday 11:00 am - 4:00 pm
Monday 10:00 am - 4:30 pm ¥
a2
b1
Tuesday 10:00 am - 4:30 pm 2
E
Wednesday 10:00 am - 4:30 pm ]
@
Thursday 10:00 am - 4:30 pm
Friday 10:00 am - 6:30 pm 2
Saturday 10:00 am - 6:30 pm 2

Date Time Day of the Week Type Description

December 25, 2026 Closed Friday Haliday closure Christmas Day

January 18, 2026 Closed Sunday Holiday closure Staff Training Day

February 14, 2026 10:00 am - 4:00 pm Saturday Early closure Valentine's Day H
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9. Check 'Closed?" if you want to mark this day unavailable for group visits.

Edit Day's Time

Day of week

Sunday

(] CMSe&:::)

Open time Closing time

11:00 AM 4:00 PM

Cancel Save changes

10. Select and update open and close times to match your group's needs.

Edit Day's Time
Day of week

Sunday
(] Closed?

Open time Closing time

11:00 AM O 4:00 PM

Cancel Save changes
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11. Click Save changes to apply your custom hours instantly.

Edit Day's Time

Day of week

Sunday

(7] Closed?

Open time Closing time

11:00 AM 4:00 PM

Cancel

i
Yave changes

12. Any new Closures or Special Hours will apply to the Museum, not only Group Visits or

Private Events

ek Type Description

Holiday closure Christmas Day
Holiday closure Staff Training Day
Early closure Valentine's Day
Holiday closure Thanksgiving

Holiday closure
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13. Choose the type of special schedule—like holiday or early closure—for this date.

Set Special Hours and Dates

Type

Q

~—~

Date

9/28/2026

Description

14. Save your special hours or closures to keep guests and teams informed.

Special hours
Early closure
Holiday closure

Date

9/28/2026

Description

O Cancel
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15. Switch to Private Events to manage a different set of hours.
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Standard Hours Group Visits Private E

Group Visits
a0
a9
Day of the Week Time
= Sunday 11:00 am - 4:00 pm
X Monday 10:00 am - 4:30 pm
@ Tuesday 10:00 am - 4:30 pm
Wednesday 10:00 am - 4:30 pm
Thursday 10:00 am - 4:30 pm
Friday 10:00 am - 6:30 pm
Saturday 10:00 am - 6:30 pm

Special Hours and Closures

16. Customize hours for private events to tailor your offerings for unique occasions.

Hours and Closures Misc Staff Email

£
or private events. Customniize hours

X
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ek Type Description 2

°

]

Holiday closure Christmas Day 2

i

£

Holiday closure Staff Training Day “;’
Early closure Valentine's Day

Holiday closure Thanksgiving
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17. Reset private event hours to match your standard operating schedule with one click.
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Hours copied from Standard
Hours

Hours and Closures Misc Staff Email
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18. Confirm reverting to standard hours to remove any special private event times.

Hours co|
Hours

Revert to Standard Hours?

This deletes the custom hours for private
events. Standard Hours will apply again.

Cancel Revert to Standard Hours
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19. These closures and special hours will affect the Museum, not just the Private Events

Hours and Closures Misc Staff Email

or private events. Customize hours
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ek Type Description g
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]
Holiday closure Christmas Day 2
-
5
Holiday closure Staff Training Day : ‘%
Early closure Valentine's Day :
Holiday closure Thanksgiving :

Holiday closure
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