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1. Click the blue North Star icon.
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51 Email Templates

@ Settings

Donations Integrations Branding Hours and Closures Misc Staff Email

t Inquiries
ho receive email notifications for private event inquiries.

nquiries
ho receive email notifications for group visit inquiries.

: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. Click "Ticketing"
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Fundraising

29 . .

aq Users tegrations Branding Hours and Closures
< Operations

“s Roles
[3 Reports

BJ Email Templates Accounting :ations for private event inquiries.

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" in the Ticketing navigation menu.
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ashboard
2 Dashboard sent 2 Create a ticket type
G Ticket Types 7 Days 30 Days
25 Memberships
nue

Events

)0.00

2, Programs

(3 Reports

ejtings

ktacular

[ Create a membership benefit

Tickets sold

20

Date and Time

QOct 31, 2026 at 8:00pm

Dec 18, 2026 at 7:00pm

4. Select the 'Event Categories' tab.
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n Ticketing Settings

L Visitor Types Member Mapping
o Name
Adult

Child (Under 13)

0)
™

Comp Gala Ticket
Family
Field Trip - Ghaperone
Field Trip - Non-Student Child
Field Trip - Student
Field Trip - Teacher
Infant (under 1)
Military
Senior (65+)

Silver Sponsor

Free Entry Discount Codes Gift Cards

View online

Events reached capacity

0

75%» capacity, whether past, current, or upcoming

Venue Capacity Sold % of Spots Sold
N/A 250 1 0%
Main Exhibition Hall 300 a4 15%

Eve dries Check-In Locations General Settings

Visitor Gount Reporting Rollup Status
1 Adult Active
1 Child {Under 13) Active
1 Adult Active
4 Adult Active
1 Adult Active
1 Field Trip - Non-Student Child Active
1 Student Active
1 Field Trip - Teacher Active
1 Child {Under 13) Active
1 Military Inactive
il Senior (65+) Active
6 Silver Sponsor Active

Status

Upcoming

Upcoming H
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5. To add a new event category to your list, click the blue 'Add Event Category' button.

Discount Codes Gift Cards Event Categories Check-In Locations General Settings

Add Event Categor /
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6. Type an Event Category name in the corresponding field.

Add Event Category

Cancel
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7. Click 'Save' when finished.

Add Event Category

Name

Cancel

8. Click on an event category name from your list to quickly edit its details.
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Visitor Types

Name

Anla

Artist Meet & Greet
Birthday Party

First Friday Cocktails
Holiday Events

IMAX

Memher-Onlv Fvent

Member Mapping

Free Entry
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Gift Cards
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9. Save your edits by clicking the blue checkmark next to the category name.

MUSE
H Ticketing Settings
bt Visitor Types Member Mapping Free Entry Discount Codes Gift Cards Event Categories
i}
o Name

Annual Gala @
-

Artist Meet & Greet

o)
M

Birthday Party

First Friday Cocktails
@ Holiday Events

IMAX

Member-Only Event

10. Click the trash can icon to the far right of the row to remove an event category you no
longer need.
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Discount Codes Gift Cards Event Categories Check-In Locations General Settings

Add Event Category
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11. Confirm Remove to permanently delete this event category from your ticketing system.

Remove this category?

Are you sure you would like to remove
this event category? This action cannot
be undone.

Annual Gala event uses this category.
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