
1

Adding Check-In Locations
Learn how to manage your event or facility access points by adding new check-in
locations within the Muse portal. This guide walks you through the navigation and
configuration steps required to ensure your check-in system is correctly updated.

1 Click the blue North Star icon.
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2 Click "Ticketing"

3 Click "Settings" from within the Ticketing navigation menu.
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4 Select the 'Check-In Locations' tab.

5 Click the blue "Add Check-In Location" button.
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6 Add the name of your Check-In Location.

7 Click "Save" when finished. Repeat these steps for every check-in point at your
facility.
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8 You will now see the list of Check-in Locations.

9 To remove a location, click the trash can icon on the far right of the row.
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10 Click 'Remove' to confirm the deletion.


