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

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

F 1
“ © Funietsng

a8 Users D Ticketing . i . ;

a8 tegrations Branding Hours and Closures Misc Staff Email
& Operations

2 Rales
[ Reports

@ Email Templates & Accounting :ations for private event inquiries.

© Seunce

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 cancellations.
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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.

-
Templates Set Sendind| Email Address
Description Scheduled Active?

n user invitation Invites new users to create their account [ o] H
nInvoice Email Sends the user an email after invoice creation [ o] H
n role assignment Notifies users of role changes e H
Event Payment Received Email Sends to all users who have notifications enabled in the Settings module ‘) :

-

t with Muse Sent to staff members when their email is being connected to Muse ‘) H §

3
: Sends to the relevant museum staff when a request for a private event or group visit is received from the .

Event Inquiry 2 B aresn ‘) H £

purchase page. E

B S

ie Confirmation Sends the user an email after completing an online purchase [ o] : @
d Membership Details Sends during the database migration process [ o] H
1 Registration Purchase : e i
i Sends to the relevant museum staff when a program registration purchase was done from the purchase page. [ o] :
Confirmation Sends the user an email after a refund is issued () E
rship Details Sends the user an email after purchasing a membership ‘) H
d Details Sends the user an email after purchasing a gift card ‘) H

4  Update sending email address to the general inbox of your choosing.

Enable outgoing email

Please complete the steps below to enable sending email from your
application

Add your outgoing email info

Please add the email address from which your application should send
emails (e.g. hello@yourapp.com). Make sure that you have access to
this email account.

Email SS

)
=
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5  Click "Verify my email".

Enable outgoing email

Please complete the steps below to enable sending email from your
application

Add your outgoing email info

Please add the email address from which your application should send

emails (e.g. hello@yourapp.com). Make sure that you have access to
this email account.

Email address

jen.mendoza@musesoﬁware.ail

\lerify my emajl

Submit feedback

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

Users

8

=  Email Templates

3 Settings

Enable outgoing email

Please complete the steps below to enable sending email from your
application

{ Add your outgoing email info
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jen.mendoza@musesoftware.ai is verified and ready to go!
Remove email

Description

Invites new users to create their account

Sends the user an email after invoice creation

Notifies users of role changes

Sends to all users who have notifications enabled in the Settings module

Sent to staff members when their email is being connected to Muse

Sends to the relevant museum staff when a request for a private event or group visit is received from the
purchase page.

Sends the user an email after completing an online purchase

Sends during the database migration process

Sends to the relevant museum staff when a program registration purchase was done from the purchase page.

Sends the user an email after a refund is issued

Sends the user an email after purchasing a membership

Sends the user an email after purchasing a gift card
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Click the blue "Users" menu option from within the admin settings menu.

Scheduled

After you verify your email from your inbox, you have now set your sending
address and can close this modal.
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10

Click "New user"

Email

jen.mendoza@musesoftware.ai
ben+jensandbox@musesoftware.ai
amanda.fraser+jensandbox@musesoftware.ai

ashley.goad +jensandbox@musesoftware.ai

Role(s)

Museum Admin

Museum Admin

Museum Admin

Museum Admin

¥ Filter 'w

Status

Active
Active
Active

Active

Submit feedback

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.

Create a User

First name Last name

Role

Museum Admin

Cancel Invite user

12  Click "Invite User" to email profile set-up instructions to this individual.

Create a User

First name Last name

Megan Gill

Email

megan.gill@musesoftware.ai

Role

Museum Admin

Cancel

Submit feedback
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13
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Roles

To manage your users, click the vertical ellipses to the right of the user in the list

view.

Email

jen.mendoza@musesoftware.ai
ben+jensandbox@musesoftware.ai
amanda.fraser+jensandbox@musesoftware.ai

ashley.goad+jensandbox@musesoftware.ai

Role(s)

Museum Admin

Museum Admin

Museum Admin

Museum Admin

¥ Filter m

Status

Active
Active
Active

Active

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

Password, or Deactivate.

Email

jen.mendoza@musesoftware.ai
ben+jensandbox@musesoftware.ai
amanda.fraser+jensandbox@musesoftware.ai

ashley.goad+jensandbox@musesoftware.ai
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Role(s)

Museum Admin

Museum Admin

Museum Admin

Museum Admin

¥ Filter m

Status

Active

Active

Active

Agflive

Edi

Reset"Ragswdrd

Deactivate

Submit feedbac ‘

Submit feedback
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Usars

Roles

Email Templates

Settings

Email

jen.mendoza@musesoftware.ai

ben+jensandbox@musesoftware.ai

amanda.fraser+jensandbox@musesoftware.ai

ashley.goad+jensandbox@musesoftware.ai

There are 7 standard Muse Roles that cannot be edited.

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

Role(s)

Museum Admin

Museum Admin

Museum Admin

Museum Admin

% Filter



17 The "Museum Floor Manager" role has permissions to view and edit the Floor

Admin tab .

Muse
2l

Roles
oy
-
=5
v et
Museum Admin &
=

Accounting &

Museum Floor Staff &

Ticketing %

Fundraising

Operations &

Museum Volunteer

Description

Museum floor manager, can view Floor Admin tab

Access to all modules

Configure accounting rules and view reports

Museum floor ticket scanning, admissions, and retail
sales.

Manage ticket sales, types, and pricing rules

Manages fundraising constituents, campaigns, donations,
and can view ticketing reports.

Venue management, group visits, inventory, and
configure operational rules

Supports functions of Museum Staff

Team Members

No team members

No team members

No team members

No team members

No team members

No team members

No team members

New role

Status

Active :
Active
Active
Active
Active :
Active
Active

Active :

The "Accounting" role has permissions to configure accounting rules and view

reports.

Muse
2l

Roles
f=1-3
Eo) Name
- Museum Floor Manager %)
=
- Museum Admin &

|| Accountin
@\

\

Musetim Floor Staff &
Ticketing 51
Fundraising %1

Operations &

Museum Volunteer

Description

Museum floor manager, can view Floor Admin tab

Access to all modules

Configure accounting rules and view reports

Museum floor ticket scanning, admissions, and retail
sales.

Manage ticket sales, types, and pricing rules

Manages fundraising constituents, campaigns, donations,
and can view ticketing reports.

Venue management, group visits, inventory, and
configure operational rules

Supports functions of Museum Staff
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Team Members

No team members

No team members

No team members

No team members

No team members

No team members

No team members

Status

Active
Active
Active
Active
Active :
Active
Active :

Active
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19 The "Museum Floor Staff" role has permissions for museum floor ticket scanning,
admissions and retail sales.

IVIUOCT
F
Roles D
fo1-3 T
22 Name Description Team Members Status
o Museum Floor Manager (%) Museum floor manager, can view Floor Admin tab No team members Active
e
= Museum Admin & Access to all modules Active
Accounting & Configure accounting rules and view reports No team members Active
& - - — _ »
Museum floor ticket scanning, admissions, and retail T . Q
No team members Active : ]
sales. Fel
°
Ny ]
Ticketing & Manage ticket sales, types, and pricing rules No team members Active ;
£
S Manages fundraising constituents, campaigns, donations, .
Fundraising %1 g : : ‘g palg No team members Active : ,3
and can view ticketing reports.
. Venue management, group visits, inventory, and .
Operations & i 9 £ Jionp y No team members Active :
configure operational rules
Museum Volunteer Supports functions of Museum Staff No team members Active

The "Ticketing" role has permissions to view and manage ticket sales, types and

pricing rules.

H Roles

28 Name Description Team Members Status
o Museum Floor Manager %) Museum floor manager, can view Floor Admin tab No team members Active :
=
= Museum Admin & Access to all modules Active
Accounting & Configure accounting rules and view reports No team members Active
& v
Museum floor ticket scanning, admissions, and retail . %]
Museum Floor Staff & 9 : No team members Active : ]
sales. E<
°
8
Manage ticket sales, types, and pricing rules No team members Active ‘;
£
- Manages fundraising constituents, campaigns, donations, .
Funaidising 5 9 : E 'g i g 4 No team members Active : 5',
and can view ticketing reports.
. Venue management, group visits, inventory, and .
Operations & 5 9 i Jern ¥ No team members Active :
configure operational rules
Museum Volunteer Supports functions of Museum Staff No team members Active :
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Debug mode:

33
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Debug mode:

The "Fundraising" role has permissions to view and edit fundraising constituents,

campaigns, donations and ticketing reports.

Name

Museum Floor Manager %)

Museum Admin £

Accounting &

Museum Floor Staff &

Ticke

g 5

\Fundraising
A °

Operations &

Museum Volunteer

Normal

Slow

Step-bv-step

Description

Museum floor manager, can view Floor Admin tab
Access to all modules

Configure accounting rules and view reports

Museum floor ticket scanning, admissions, and retail
sales.

Manage ticket sales, types, and pricing rules

Manages fundraising constituents, campaigns, donations,
and can view ticketing reports.

Venue management, group visits, inventory, and
configure operational rules

Supports functions of Museum Staff

- Inspect Pl H

Text Parent group’s Role

Team Members

No team members

No team members

No team members

No team members

No team members

No team members

No team members

Status

Active :

Active :

Active :

Active 5

Active :

Active <

x
3]
]
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Active H

Active

The "Operations" role has permissions to view and manage venues, group Vvisits,
inventory, and operational rules.

Name

Museum Floor Manager (%)

Museum Admin 5

Accounting &

Museum Floor Staff &

Ticketing

j_Operations

Museum Volunteer

Normal

Slow

Step-by-step

Description

Museum floor manager, can view Floor Admin tab

Access to all modules

Configure accounting rules and view reports

Museum floor ticket scanning, admissions, and retail
sales.

Manage ticket sales, types, and pricing rules

Manages fundraising constituents, campaigns, donations,
and can view ticketing reports.

Venue management, group visits, inventory, and
configure operational rules

Supports functions of Museum Staff

Text Parent group’s Role hd
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Team Members

No team members

No team members

No team members

No team members

No team members

No team members

No team members

Status

Active

Active

Active

Active =

Active =
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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.

Muse
2l

E Roles

28
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]

®
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Name

Museum Floor Manager %)

Museum Acmin &

Accounting &

Museum Floor Staff &

Ticketing %

Fundraising %

Operations %

Museum Volunteer

Description

Museum floor manager, can view Floor Admin tab

Access to all modules

Configure accounting rules and view reports

Museum floor ticket scanning, admissions, and retail
sales.

Manage ticket sales, types, and pricing rules

Manages fundraising constituents, campaigns, donations,
and can view ticketing reports.

Venue management, group visits, inventory, and
configure operational rules

Supports functions of Museum Staff

Team Members

No team members

No team members

No team members

No team members

No team members

No team members

No team members

Status

Active
Active
Active
Active
Active
Active
Active

Active
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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.

Muse
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H Roles
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Name

Museum Floor Manager %

Museum Admin 5

Accounting &

Museum Floor Staff 5

Ticketing &

Fundraising %

Operations

Museum Volunteer

Description

Museum floor manager, can view Floor Admin tab

Access to all modules

Configure accounting rules and view reports

Museum floor ticket scanning, admissions, and retail
sales.

Manage ticket sales, types, and pricing rules

Manages fundraising constituents, campaigns, donations,

and can view ticketing reports.

Venue management, group visits, inventory, and
configure operational rules

Supports functions of Museum Staff

Team Members

No team members

S8

No team members

No team members

No team members

No team members

No team members

No team members

Status

Active

Active

Active

Active

Active

Active

Active

Active

Provide a name and description for the new role and click "Create Role".

Create a Role

Name

Museum Volunteer

Description

Supports functions of the Museum Stafﬂ
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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.

Name

Museum Volunteer

Description

Supports functions of Museum Staff

Fundraising Permissions

Dashboard
Constituents
Campaigns
Donations
Events
Tasks
Reports

Settings
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Description

View and manage donor/member information

Create and manage fundraising campaigns

Process and record donations

Manage fundraising events

Custom

@ Edit access

@ Edit acc

No access

No access

No access

No access

No access

No access
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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.

Reports Description Custom W

Dashboard @ Edit access v

Reports No access ~

Saved Reports No access ~
x
]
®

Museum Admin Description No access v -'8
]
&£

Users Manage user accounts No access ~ E
o
&

Roles Configure roles and permissions No access v

Email Templates Manage email template content No access ~

Settings Modify system configuration No access ~

Cancel Save Changes
Debug mode: Normal Slow Step-by-step Dropdown default subtab ~ « AHE : % Go to the editor
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