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Managing Admin Settings
Learn how to update your sending email address and manage users and roles within
the Muse Software portal. This guide provides a walkthrough for configuring
administrative access and adjusting specific permissions for your organization.

Email Templates

1 For new customers, you will need to set up your Sending Email Address before
continuing on to the other admin settings.

2 Click the blue "Email Templates" menu option from within the admin settings
menu.
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3 Click "Set Sending Email Address" in the top-right of the window. This is the email
address from which all of your outbound emails are sent.

4 Update sending email address to the general inbox of your choosing.
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5 Click "Verify my email".

6 After inputting the email address you wish to use, you'll need access to the inbox
to provide validation that this email address can be used.

The validation step will be completed with a 3rd party called Postmark.

Since all emails in the system will be sent by Muse via the email address provided
in this field, the validation will ensure outgoing emails do not get caught in spam
folders.
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7 After you verify your email from your inbox, you have now set your sending
address and can close this modal.

Users

8 Click the blue "Users" menu option from within the admin settings menu.
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9 Click "New user"

10 It is recommended that you only invite the team members who will be part of the
implementation and configuration of Muse
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11 Capture first name, last name, email address and role for the new user.

12 Click "Invite User" to email profile set-up instructions to this individual.
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13 To manage your users, click the vertical ellipses to the right of the user in the list
view.

14 From here you have the option to Edit (first name, last name or role), Reset
Password, or Deactivate.

Roles
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15 Click the blue "Roles" menu option from within the admin settings menu.

16 There are 7 standard Muse Roles that cannot be edited.
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17 The "Museum Floor Manager" role has permissions to view and edit the Floor
Admin tab .

18 The "Accounting" role has permissions to configure accounting rules and view
reports.
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19 The "Museum Floor Staff" role has permissions for museum floor ticket scanning,
admissions and retail sales.

20 The "Ticketing" role has permissions to view and manage ticket sales, types and
pricing rules.
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21 The "Fundraising" role has permissions to view and edit fundraising constituents,
campaigns, donations and ticketing reports.

22 The "Operations" role has permissions to view and manage venues, group visits,
inventory, and operational rules.
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23 The "Museum Admin" role has permissions to view and edit all modules of Muse.

We recommend that all team members involved in implementation have this role.

24 It is recommended that you use the available default roles for any users you invite
to the portal.
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25 However, if you feel that you need additional Roles, you can click the blue "New
role" button on the top-right of the screen to create a custom role.

26 Provide a name and description for the new role and click "Create Role".
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27 From there, you'll be directed to the Role Settings screen where you can give "Edit
access" or "No access" to any feature in Muse.
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28 Next, the "Default module after login" allows you to configure the landing page
for any user with this assigned role.

Muse will automatically open to this section/module upon staff login.

Your landing page options will depend on the features that have been granted
access for this role.

Click "Save Changes" when finished.


