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1. Click the blue North Star icon.
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Notifications Donations Integrations Branding Hours and Closures Misc Staff Email
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Private Event Inquiries
Manage all staff who receive email notifications for private event inquiries.
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Group Visit Inquiries
Manage all staff who receive email notifications for group visit inquiries.
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Museum Event Ticket Sales
Manage all staff who receive email notifications for museum event ticket sales.

Manage

Program Registration Updates
Manage all staff who receive email notifications for program registrations or

Membership Updates

Manage all staff who receive email notifications for ip updates (purch:

, renew, upgrade, downgrade).

2. Click "Operations".
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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 the 'Settings' icon in the sidebar.
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Dashboard

2 Dashboard »wp event @ create an inventory item & Blackout calendar dates
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10:00 am - 11:30 am: 10:00 am - 11:30 am: 11:00 am - 12:30 pm:

Guided Tours

Collective Short Film

Dinosaurs Roamed the Dinosaurs Roamed the Dinosaurs Roamed the Dinosaurs Roamed the Dinosaurs Roamed the Dinosaurs Roamed the
rth Earth Earth Earth Earth Earth
History of The Muse Guided Tours Guided Tours
9:00 am -10:00 am: 3:30 am - 3:45 am: Collective Short Film
Motion Simulator History of The Muse
10:00 am - 11:30 am: History of The Muse
Guided Tours 10:00 am - 11:30 am: Collective Short Film 12:00 pm - 1:30 pm: 3:00 pm - 3:15 pm: 1:00 pm - 2:30 pm:
Guided Tours Guided Tours History of The Muse Guided Tours
Penguin Encounter Ben Franklin Elementary 3:30 pm - 3:45 pm:
Group Visit History of The Muse
Penguin Encounter 1:00 pm - 2:00 pm: 3:30 pm - 3:45 pm:
Penguin Encounter History of The Muse
3:00 pm - 3:15 pm:

i 11:00 am - 12:00 pm: 12:00 pm - 1:30 pm: 11:00 am - 12:00 pm:
:30 pm - 3:45 pm: Penguin Encounter Guided Tours Penguin Encounter
12:00 pm - 1:30 pm: Collective Short Film
Guided Tours 1:00 am - 12:00 pm: 12:30 pm
100 pm - 2:00 pm: Collective Short Film
History of The Muse

Collective Short Film

4. Select the 'Events' tab.
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n Settings

ke Stock Group Visits
8 Venues
=) Name Status
The Museum Floor @ ictive
%
Conference Room 1 @ Active g
@ @
2
Birtnday Party Room @ rctive =
5
Conference Room 2 Activate g
IMAX Theater @ Active
North Garden @ Active
Education Room 1 @ Active
Education Room 2 @ Active
Courtyard Activate
Library Activate
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5. From here, you'll see your list of created venues.
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n Settings

= Events Stock Group Visits
Add venue
B vewes oz
= Name Status
The Museum Floor @ Active
3
Conference Room 1 @ Active 3
3
® 2
Birthday Party Room @ Active =
s
Conference Room 2 Activate =0
IMAX Theater @ Active
North Garden @ Active
Education Room 1 @ Active
Education Room 2 @ Active
Courtyard Activate
Library Activate

6. To activate or deactivate a listed venue, toggle the corresponding switch on or off.
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Activate

c Active
Q Active

@M Active
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7. To add a new venue to the list, click the blue "Add venue" button.
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8. Enter the venue name.

Edit a Space
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Status
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9. Select Active or Inactive as your initial setting for this venue.

Edit a Space

Name

Status

O

Cancel Save ct

10. Click 'Save changes' to finish creating the venue.

Cancel
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