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1. Start by opening

the Settings menu from the blue North Star icon.
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3. Click the Hours and Closures tab to manage your schedule and special dates.
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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.

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

Manage

Membershio Undates
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Go to the editor

4. Click the Edit icon next to a day to update that day’s hours.
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Standard Hours

= Day of the Week Time

sunday 10:00 am - 4:00 pm

Monday 9:00 am - 5:00 pm
kel

Tuesday 9:00 am - 5:00 pm 8
°
g

Wednesday 9:00 am - 5:00 pm =
£
a

Thursday 9:00 am - 5:00 pm @

Friday 9:00 am - 8:00 pm

Saturday 10:00 am - 4:00 pm 2

© Browser time: Jul 16, 2026 01:32 pm (America/New_York)

Date Time Day of the Week Type Description

December 25, 2026 Closed Friday Holiday closure Christmas Day
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Edit Day's Time

Day of week
Sunday
Closed?
Open time Closing time
10:00 AM 4:00 PM

Cancel Save ¢

6. Select Closed if your business won’t operate on this day.

Edit Day's Time

Day of week

Sunday

losed?
Cancel Save ¢
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7. Adjust the open time if you need to change when the day begins.

Edit Day's Time
Day of week

Sunday

Closed?

Open time Closing time

10:00 AM O 4:00 PM

8. Set the closing time to define exactly when your location shuts for the day.

Edit Day's Time
Day of week

Sunday &

Closed?

Open time Closing time

10:00 AM 4:00 PM O
9:00 AM &

9:30 AM

10:00 AM

10:30 AM

11:00 AM
11:30 AM
12:00 PM
12:30 PM
1:00 PM
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9. Press "Save changes" to confirm your new business hours.
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10. Select New to add a special hour or holiday closure.
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Type Description

Holiday closure Christmas Day
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Holiday closure Staff Training Day

Early closure Valentine's Day
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11. Open the Type dropdown to define your special hour or closure event.

Set Special Hours and Dates

Type

0

Date

7/16/2026

Description

Cancel

12. Pick the event type—like Special hours, Early closure, or Holiday closure—for precise
scheduling.

Set Special Hours and Dates

Special hours
Early closure
Holiday closure

Date

7/16/2026

Description

Cancel
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13. Save your special date to instantly update your public schedule.

Set Special Hours and Dates

Special hours

Early closure

Holiday closure

/2026

Description

Cancel

14. Tap the correct date to set your new closure on the calendar.

Holiday closure

Date

7116/2026

4 November 2026

Wed

= Clear x Close
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15. Hit Save to finalize your special or holiday closure and notify your teams.

¢ closure

1026

sgiving

Submit feedback

Cancel Save
——
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