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1. Access the dashboard from the blue North Star icon.

2. Select 'Ticketing'
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3. Open ticketing settings.

4. Head to 'Visitor Types'
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5. Click 'Add type' to introduce a new visitor segment.

6. Please review our article on Visitor Types for more information.
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7. Switch to 'Free Entry' for streamlined setup and management of complimentary admission 
types.

8. Click 'Add Free Entry type'
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9. Select a visitor type for your new free entry category.

10. Click this check box to include these check-ins with your overall Museum attendance 
reporting.
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11. Hit 'Create' to save your new free entry type.

12. Switch the ZIP prompt feature on or off for streamlined guest entries.
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13. Add a frequent ZIP for quicker guest processing and better visitor insights.

14. Select 'Create' when finished.
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15. Toggle to the Museum Floor to see Free Entry in action.

16. Open 'Museum Entry'
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17. And then select 'Free Entry' to admit guests at no charge.

18. Choose a specific free entry type.
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19. Add visitors by clicking the '+' button.

20. Select a frequent ZIP code for fast entry and effective demographic data collection.

View online

https://app.arcade.software/share/Y5iVMpwuSfuULukyhQQ1


21. Or, you can manually enter a unique ZIP code for visitors outside common areas.

22. Choose 'No US ZIP' for international guests.

View online

https://app.arcade.software/share/Y5iVMpwuSfuULukyhQQ1


23. Select a country of origin for visitors without a US ZIP to ensure accurate records.

24. If a visitor declines, click 'Skip' to record their entry without ZIP information.
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25. Click Save to finalize and record your free entry visit.
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