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1. Click the blue North Star icon.

2. Select "Ticketing" from the navigation menu.
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3. Click "Settings" in the Ticketing sidebar.

4. Navigate to the "Visitor Types" tab.
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5. Visitor Types form the foundation of all ticketing activities. As you create your Ticketing 
Types, you'll be required to choose which Visitor Types you offer for each Ticketing activity.

6. Click "Add type".
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7. Enter the name of your Visitor Type in the Name field. Common examples include "Adult," 
"Child (Under 13)," "Senior (65+)," "Military," "Couples Pass," and "Student."

8. Provide additional copy in the Description field to display on the e-Commerce page when 
a Patron buys tickets online.
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9. Enter "Number of Visitors." When a ticket of this visitor type is sold, this is the number of 
people who will be counted as admitted.

Enter "Number of Visitors" When a ticket of this visitor type is sold, this is the number of people 
who will be counted as admitted.

10. Select the "Roll up attendance reporting to another visitor type" checkbox to count 
admissions under a consolidated demographic and reflect in reporting.
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11. Select the roll up visitor type using the dropdown. Options include "Adult" or "Child."

12. Toggle the "Active" checkbox to make this visitor type an available option for setting up 
ticket types.
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13. When finished, click "Create".

14. Back on the Visitor Type list view, you can update the Visitor Type by clicking the three 
dots to the right of the listed type to Edit or Delete.
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