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Setting Up and Managing Museum Point of Sale
Operations
This guide covers the end-to-end process of configuring a new museum station,
processing sales, and managing memberships from the museum floor. It also
explains how to handle daily cash drawer activities, including check-ins, refunds, and
closing out the station.

Floor Admin

Alert! The following requirements must be met before you can sell anything on
the Museum Floor:

  1. Activate the Stripe Integration within the Portal in Settings > Settings > Integrations.

  2. Have at least 1 Stripe Card Reader registered within the Portal in Settings > Settings >
Integrations.

  3. Ensure that your browser permissions' "Local Network" is set to "Allow"

1 Click the user initials in the top right-hand corner.
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2 Select "Museum Floor" from the menu.

3 Navigate to "Floor Admin".
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4 From the 'Stations' menu option, click "Add Station".

5 Configure your station name, and connect it to a card reader that was registered
in the previous step. If you use receipt printers, choose the registered receipt
printer (if no receipt printer is connected, then you will have the option to select
"No Receipt" or "Email Receipt" when completing transactions), and check-in
location.



Made with Scribe - https://scribehow.com 4



Made with Scribe - https://scribehow.com 5

6 Click 'Save changes' to save the new station.

7 Next, select the "Cash Drawer Activity" menu option to review and audit all cash-in
and cash-out activity.
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8 Next, navigate to the "Settings" menu option.

9 From here, you can opt in to collect data about your visitors after each
transaction. Data options include email address, name and zip code.

Start your Shift
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10 First, make sure you're logged into Muse with your designated email address and
password. It is recommended that each user of the Museum Floor have a unique
login to create a clean audit trail.

11 From within the "New Sale" tab, click the gear icon in the top right corner.
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12 Select the desired station from the list and click "Claim Station".

13 After you claim a station, if you accept cash, click "Cash in".



Made with Scribe - https://scribehow.com 9

14 Indicate the number of each denomination you have to start your shift.

15 When finished, click the blue "Cash in" button.



Made with Scribe - https://scribehow.com 10

16 Confirm starting balance.

Tip! If you do not "cash in," you will not be able to accept cash as a payment
method.

How to Sell Tickets, Memberships, Merchandise, Gift Cards
and record Donations
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17 From the "New Sale" tab, click the "Tickets" tab to sell a ticket to a museum visitor.

18 You can either click the "+" or "-" to add/subtract tickets from a transaction. If you
need to include a large number of tickets in the transaction, click into the number
field, and a pop-up will appear where you can type the number of tickets.
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19 Click "Update Cart" to add the tickets to the order.

Tip! You can combine all items available for sale in a single order.
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20 This could include tickets.

21 Membership purchase/renewals
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22 Merchandise

23 Cafe
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24 Donations

25 And Gift Card purchases.
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26 After you add items to the order, you'll see the Order Summary in the right hand
pane with the subtotals. If the visitor has a Discount Code to redeem, you can click
"View Codes" to see a list of active, eligible codes to add directly to the cart.

Click "Pay Now" to proceed to checkout.

27 If a visitor has a Gift Card to redeem, click into the "Enter gift card code" field and
enter the Gift Card number.
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28 Complete the transaction by choosing the payment method.

Alert! We accept all major credit cards regardless of the issuing country through
Stripe's standard card processing. Cards are charged in our settlement currency
(USD), and the cardholder's bank handles currency conversion.

Member Check-In and Free Entry

29 On the Museum Floor, go to "Museum Entry" tab along the top of the screen.
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30 If the member has a physical or digital Membership Card that contains a barcode
or QR code, you can scan it. Otherwise, click the "Find Member" button to search
for the member by name, phone, address or email.

Tip! The "Find Member" search function allows you to search for primary,
secondary or guest members on any membership record.



Made with Scribe - https://scribehow.com 19

31 To select the preferred member from the resultant list, select the vertical ellipses
next to their name and click "View membership".

32 From this screen, you can validate membership details, and click the "Check-In"
button to submit entry for the member.
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33 Select additional members and specify guest pass usage for this visit.

34 Click the green "Check-In" button to complete the entry process for this member.
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35 If your organization offers free admissions for certain visitors, like those with a
“City Pass”, “Go Pass”, Active Military,  reciprocal memberships, or any other
scenario, click the "Free Entry" button from the Museum Entry option on the
Museum Floor.

36 From here, you can select the Free Entry type.
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37 If a zip code is required, you'll be asked to enter that before saving the free entry
check-in.

Transaction Management and Refunds

38 Navigate to "Transactions".
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39 Search for any transaction in question by clicking the "Filters" button in the top
right of the list view.

40 This will allow you to narrow your search by Transaction Source, Cashier, Station,
Transaction ID, Date Range, and/or Status.

Click "Update" to apply filters.
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41 From the resultant list, select the transaction in question and a pop-up window
will appear with the full details of the transaction.

42 You will have the option to "Issue full refund".
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43 A reason for the refund is required in order to advance with the refund
transaction.

44 Or you can "Issue partial refund".
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45 If you select this option, you will be asked to indicate what aspects of the
transaction you wish to refund.

46 A reason for the refund is required in order to complete the refund.
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Review Schedule

47 Navigate to the "Schedule" tab on the Museum Floor to see any activities taking
place that day. This list will include Museum Events, Private Events, Group Visits
and Self-Service Events.

End your Shift

48 At the end of your shift, you'll need to cash out as well as release your station.



Made with Scribe - https://scribehow.com 28

49 From the Museum Floor, navigate to the "New Sale" tab.

50 Click the gear icon in the top-right corner.
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51 Click "Cash out".

52 Count all your denominations and add any notes in the corresponding field to
document any discrepancies.
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53 Submit ending cash amount by clicking the blue "Cash out" button.

54 Confirm cash out.
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55 Next, select "Leave Station" so that the next shift can utilize the card reader and
receipt printer as needed.


