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

Visitg

Name

Adult

Child (Under 13)

Comp Gala Ticket

Family

Field Trip - Chaperone

Field Trip - Non-Student Child

Field Trip - Student

Field Trip - Teacher

Member Mapping

General Settings

Free Entry

Visitor Count

Discount Codes

Gift Cards

Reporting Rollup
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Child (Under 13)

Adult

Adult

Adult

Field Trip - Non-Student Child

Student

Field Trip - Teacher

Click the blue "Add Check-In Location" button.
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Name

Docent Station

Front Desk

IMAX Theater

Movie Room

Penguin House
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6  Add the name of your Check-In Location.
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7 Click "Save" when finished. Repeat these steps for every check-in point at your
facility.

Add Check-In Location

Name

Courtyard l

—

Cancel @

™
3]
@
2
°
@
]
-
=
S
-
@




8 You will now see the list of Check-in Locations.
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9  Toremove 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.

Check-In Location created -

Remove this Location?
Are you sure you would like to remove

this Check-In Location? This action
cannot be undone.
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