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1. Start by launching the Settings menu from the blue North Star icon.
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Donations Integrations Branding Hours and Closures Misc Staff Email
=5 Roles
. t Inquiries
B Email Templates ho receive email notifications for private event inquiries.
@ Settings
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=
]
-]
a
k-1
@
2
=
E
5
=
@

:nt Ticket Sales

ho receive email notifications for museum event ticket sales.

jistration Updates

ho receive email notifications for program registrations or
 Updates
ho receive email notifications for ip updates (purchase, renew, upgrade, downgrade).

2. Select "Ticketing."

Muse
N

Fundraising

2 B . . .
R Users @ tegrations Branding Hours and Closures Misc Staff Email
< Operations
“s Roles
[3 Reports
B Email Templates Accounting ~ations for private event inquiries.

@ Settings
33 Settings

nquiries
‘ho receive email notifications for group visit inquiries.

int Ticket Sales
ho receive email notifications for museum event ticket sales.
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3. Click "Settings" within the Ticketing navigation menu.

n Ticketing Dashboard

I~ Createanevent  fZ Createatickettype [ Create amembership benefit
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4. Open the Discount Codes tab to manage or create codes.

Muse @

n Ticketing Settings

b Visitor Types Member Mapping Free Entry i @ jes Gift Cards Event Categories Check-In Locations General Settings
i} Add type
s Name Visitor Count Reporting Rollup Status
Adult 1 Adult Active
[ ]
Child (Under 13) 1 Child (Under 13) Active
Comp Gala Ticket 1 Adult Active g
°
8
Family 4 Adult Active b
£
@ Field Trip - Chaperone 1 Adult Active 3
Field Trip - Non-Student Child 1 Field Trip - Non-Student Child Active
Field Trip - Student 1 Active
Field Trip - Teacher 1 Field Trip - Teacher Active
Infant (under 1) 1 Child (Under 13) Active
Military 1 Military Inactive
Senior (65+) 1 Senior (65+) Active
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5. Click "Add code. "

Discount Codes Gift Cards Event Categories

Valid Date Range

Dec 1, 2025 - Dec 31, 2029

Dec 1, 2025 - Dec 31, 2029

Dec 1, 2025 - Dec 31, 2029

May 4, 2026 - No End Date

Jun 30, 2026 - Jul 31, 2026

Jun 17, 2026 - No End Date

6. Enter the desired discount code in the 'Code' field.

Check-In Locations

Usage Count

6 / Unlimited

2/150

4 | Unlimited

0/ Unlimited

1/ Unlimited

0 / Unlimited

New Discount Code

Code

General Settings

P
Add code

——

Status

Active :
Active E
Active :
Active :
Active S
Active :
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Discount Type

Start Date

8/25/2026

End Date

Optional

Usage Limit

Unlimited

Applicable To
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7. All discounts are triggered with a code. Do not use spaces when creating your code.

Discount Type

Start Date

8/25/2026

End Date

Optional

Usage Limit

Unlimited

Applicable To

Everything v

Status

8. Select the discount type from the dropdown menu.

New Discount Code

Code

Discount Type

O

Start Date

8/25/2026

End Date

Optional

Usage Limit

Unlimited

Applicable To
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9. Choose a Percentage or Fixed Amount.

New Discount Code

Code

Percentage

Fixed amount

Start Date

8/25/2026

End Date

Optional

Usage Limit

Unlimited

Applicable To

10. Click Start Date to choose the first date you would like the code to be valid.

New Discount Code

Code

Discount Type

~—
8/25/2026
4 August 2026
Sun Mon Tue Wed Thu Fri s
2 2 4 g 6 7
g 10 n 12 13 14 1
16 7 8 19 20 21 z
23 24 25 Y 26 27 28 z
30 31

View online


https://app.arcade.software/share/VxbX4yYAhyZvdAXM1wfL

11. Click the "End Date" to choose the last date the code is valid. Leave as "Optional" if the
code is always valid.

Code

Discount Type

Start Date

[ 8/25/2026

&

Optional

<

16
23

n

12. Define the 'Usage Limit' for this discount code.

End Date

Optional

Usage Limit
Unlimited O

Applicable To

Everything

Status

View online
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Thu

5 6
12 13
19 20
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Cancel

21
28

Save
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13. Note: This is a total usage limit, not a usage per user limit.

Note: This is a total usage limit, not a usage per user limit

End Date

Optional

Usage Limit

Unlimited

Applicable To

Everything

Status

Cancel Save

14. Click the 'Applicable To' dropdown menu. If this discount applies to any item, you can
leave this set to Everything.

End Date

Optional

Usage Limit

‘ JUnlimited

Applicable To

EverythinO

Status

Cancel Save
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15. Select the "Select Categories Only" option if you would like to only apply this discount to
specific categories.

End Date
Optional

Usage Limit

Unlimited

Applicable To

Selegories Only

General Admission Tickets Event Tickets Exhibition Tickets
Merchandise Sales Food & Beverage Sales Packages Prog
Experiences Add-On

Apply to Specific Items Only [Only available with single category]

16. Click on any of the categories you would like to include in the discount.

End Date

Optional

Usage Limit

Unlimited

Applicable To

Select Categories Only

General Admission Tickets Evkets Exhibition Tickets Memberships

Merchandise Sales Food & Beverage Sales Packages Program Purchase

Experiences Add-On

Apply to Specific Items Only [Only available with single category]

View online


https://app.arcade.software/share/VxbX4yYAhyZvdAXM1wfL

17. Click "Apply to Specific Items Only" to choose specific items or ticketed items you would
like to include in the discount.

Click "Apply to Specific Items Only" to choose specific items or ticketed items you would like
to include in the discount. Search for and add the item in the box and then click the check
mark.

End Date

Optional

Usage Limit

Unlimited

Applicable To

Select Categories Only

General Admission Tickets Event Tickets Exhibition Tickets Memberships

Merchandise Sales Food & Beverage Sales Packages Program Purchase

Experiences Add-On

Opply to Specific Items Only

18. Search for and add the item in the box and then click the check mark.

General Admission Tickets Event Tickets Exhibition Tickets Memberships

Merchandise Sales Food & Beverage Sales Packages Program Purchase

Experiences Add-On

. Apply to Specific Items Only

Item

Search here... O v

Status

Cancel Save
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19.

Optional

Usage Limit

Unlimited

Applicable To

Select Categories Only
General Admission Tickets Exhibition Tickets Memberships
Merchandise Sales Food & Beverage Sales Packages Program Purchase
Experiences. Add-On

8 Apply to Specific ltems Only

Item

annual gala|

Annual Gala

Annual Gala2

Optional

Usage Limit

Unlimited

Applicable To

Select Categories Only

General Admission Tickets Event Tickets Exhibition Tickets Memberships

Merchandise Sales Food & Beverage Sales Packages Program Purchase

Experiences Add-On

. Apply to Specific [tems Only

Item

Annual Gala

Status
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21. Set the discount code status to 'Active.'

R

Merchandise Sales Food & Beverage Sales Packages

Experiences

. Apply to Specific ltems Only

Item

Annual Gala

Status

22. Click Save to make your discount code live for purchasers.

N o

ndise Sales Food & Beverage Sales Packages Program Purchase

nces Add-On

/ to Specific Items Only

ual Gala

-ch here...

Cancel
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Cancel
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23. Next, click the user profile icon (initials) in the top right.

Discount Codes

24. Select 'Museum

Discount Codes

Gift Cards

Valid Date Range

Dec 1, 2025 - Dec 31, 2029

Dec 1, 2025 - Dec 31, 2029

Dec 1, 2025 - Dec 31, 2029

May 4, 2026 - No End Date

Jun 30, 2026 - Jul 31, 2026

Jun 17, 2026 - No End Date

Event Categories

Check-In Locations

Usage Count

6 / Unlimited

2/150

4 | Unlimited

0/ Unlimited

1/ Unlimited

0 / Unlimited

Floor' to open the point-of-sale interface.

Gift Cards

Valid Date Range

Dec 1, 2025 - Dec 31, 2029

Dec 1, 2025 - Dec 31, 2029

Dec 1, 2025 - Dec 31, 2029

May 4, 2026 - No End Date

Jun 30, 2026 - Jul 31, 2026

Jun 17, 2026 - No End Date

Event Categories

View online

Check-In Locations

Usage Count

6 / Unlimited

2/150

4 | Unlimited

0/ Unlimited

1/ Unlimited

0 / Unlimited

©

General Settings

General Setl

Add code

Status
Active :
Active :
Active :
Active :
Active :
Active :

2 My account

69 Contact support

[» Logout
Active :
Active :
Active :
Active :
Active :
Active :
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25. Add a ticket to the transaction.

Muse Portal @
ol
m Museum Entry Transactions Schedule Floor Admin Order Summary Add Member Details

Programs Memberships Merchandise Cafée Donation Gift Card Other @ Connected (simulated) @
=]
Cartis empty
Q Search (9 8/25/2026

General Admission

Adult Child (Under 13) .00 Field Trip - Chaperone
Adult Admission Under 13 child admission Chaperone
= [¢] =+ = 0 o
Field Trip - Student eld Trip - Teacher Infant (under 1)
used for Field trip onsite checkin and payment Teachers Child under 1
= 4] + = 0 o
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Senior (65+)

Senior (65+)
- 0 +
Running Total $0.00
Exhibitions / Other
Italian Glass Exhibition Pay Now
R 5500 Final tax and discounts applied after pressing "Pay Now"

Adult Admission

26. Type your discount code and click Apply to see instant savings.

Field Trip - Chaperone

Chaperone

x
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Infant (under 1)
Child under 1

0 &
0 +

Discount Code (O View Codes

E count code Apply

Running Total $15.00

EVAN

Final tax and discounts applied after pressing "Pay Now"
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27. Or, click 'View Codes' to select your discount code from a list of available offers.

Field Trip - Chaperone ]
b Chaperone g
°
3
0 + - 0 + £
=
=
o
>
Infant (under 1) @
Child under 1
0 + - 0 i

Discount Code () iew Chdes
g
{ Enter discount code Apply J
Running Total $15.00
Pay Now

Final tax and discounts applied after pressing "Pay Now"

28.

Apply Discount Code

8% off
CashDiscount 4.0% off
Comp-100%0Off 100.0% off
Local-$100ff $10.00 off

Sibling-50% 50.0% off

Cancel

Submit feedback
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29. After clicking on the code you need, click Apply to lock in your selected discount and

update the order total.

10.0% off

20.0% off
ount 4.0% off
)%Off 100.0% off
off $10.00 off
Y% 50.0% off

30. Verify the discount

0 =+

in the cart.

Field Trip - Chaperone
Chaperone

0

Cancel Apply

+

Infant (under 1)
Child under 1
0 + - 0 -

View online
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Discount Code (O View Codes
® 10% (10.00% Off)

Running Total

Final tax and discounts applied after pressing "Pay Now"
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