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1. Navigate to user settings by clicking the initials in the top right of the screen.

2. Jump to the Museum Floor.
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3. Head over to the Schedule tab to manage upcoming events and classes at a glance.

4. Click 'View' to see full details for ticketed events, Group Visits and Private Events on your 
specified date.
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5. Click 'Check In' to instantly mark a member as present for the day's program.

6. Once attendance has been tracked for all participants, select 'Finalize Check-In' to confi-
dently confirm all attendees for your class.
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7. The Attendance column on the schedule view provides a snapshot of class enrollment and 
participation rates.

8. Ticketed sessions show attendance against capacity, Group Visits show check-in 
progress, and Private Events show the recorded headcount. Numbers change as sales come 
in, no refresh needed!
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