How to Create and Configure Exhibitions

Learn how to effectively manage your museum or venue exhibitions by setting up
new events and defining custom ticket types. This quide provides a walkthrough for
configuring exhibition details and establishing pricing structures to streamline your

booking process.

Portal Navigation

1 Click the main menu icon.
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2  Select "Ticketing".
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22 Users 1B Ticketing = = —
SwQperatidns
“ Roles ben+salesdemo@musesoftware.ai Museum Admin PP
[@ Reports
sales+demo@musesoftware.ai Museum Admin Active

B Email Templates B Accounting

!ravi5+salesdemo@musesoﬂware.a\' Museum Admin Active
03 Settings il

chris+salesdemo@musesoftware.ai Museum Admin Active
prash+salesdemo@musesoftware.ai Museum Admin Active :
brett+salesdemo@musesoftware.ai Museum Admin Active
robert+salesdemo@musesoftware.ai Museum Admin Active
alexandra.mercado@musesoftware.ai Museum Admin Active :
ch brandon.gabosch@musesoftware.ai Museum Admin Active
john.kulis@musesoftware.ai Museum Admin Active
taryn.asta@musesoftware.ai Museum Admin Active
ryan.grande@musesoftware.ai Museum Admin Active

3 Navigate to "Events" in the sidebar.
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ashboard
I« Dashboard vent % Create aticket type [ Create a membership benefit
IZ Ticket Types 7 Days 30 Days
25 AdETeerships
L nue Tickets sold Events reached capacity
% Events
Reports -70 3 0
75%+ capacity, whether past, current, or upcoming
03 Settings
Date and Time Venue Capacity Sold % of Spots Sold  Status
Oct 20, 2026 at 10:30am N/A 50 4 8% Upcoming

Exhibitions Management



4  Select the "Exhibitions" tab.
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Events Exhibitions Packages Experiences Programs % Filter n
Name Description Start Date End Date Status
. The Puppet Exhibition Group Checkin - -- Evergreen
o=
Group Check-In Group Check-In = == Evergreen
Draft
Italian Glass Exhibition Enjoy these magnificent glass sculptures. Jan 1, 2026 Sep 30, 2026 Ongoing
S Celebrate that special someone with museum made cards,
Be My Valentine! history of Valentines Day, and learn more about the flowers we Jan 5, 2026 Feb 28, 2026 Completed
celebrate with!
3 i Come enjoy photographs and artifacts that document the
The Yogi Berra Museum Collection A ¥R arap . = i Feb 1, 2026 Apr 5, 2026 Archived
inspirational life of the winningest player in baseball history.
Developed in partnership with eight Indigenous Consulting
Curators, the recently opened Native North America Gallery
8 weaves archaeology, ethnology, and contemporary perspectives
The Deep Dig gy,_ Y, o P! .y D. P Feb 3, 2026 Feb 24, 2026 Completed
to explore the longevity and enduring self-determination of
Native peoples in the United States—despite a historic agenda to
erase Indigenous identity, culture, and language.
Dinosaurs Roamed the Earth Come see what it was like to roam the earth with dinosaurs! Apr 1, 2028 Aug 28, 2026 Ongeing
Tour of Des Moines bus tour of des moines May 22, 2026 May 22, 2026 Completed
5  Click the Filter to find a specific Exhibition.
Exhibitions
Events Exhibitions Packages Experiences Programs
Name Description Start Date Keyword
The Puppet Exhibition Group Checkin - Searcji by keyword
Group Check-In Group Check-In == Status
Select from
Start Date -
Italian Glass Exhibition Enjoy these magnificent glass sculptures. Jan 1, 2026 g
7/08/2026 °
Celebrate that special somecne with museum made cards, ﬁ
Be My Valentine! history of Valentines Day, and learn more about the flowers we Jan 5, 2026 =
celebrate with! End Date E
3
Ci joy phot hs and artifacts that d it th / L
The Yogi Berra Museum Collectis & om_e "_”f"y‘? i s_‘,an_ i ? B A N Feb 1, 2026 FHoBi2028
inspirational life of the winningest player in baseball history.
Developed in partnership with eight Indigenous Consulting
Curators, the recently opened Native North America Gallery Clear Update
h weaves archaeolo ethneology, and contemporary perspectives
The Deep Dig 9. 9y, an EOrEnyperap Feb 3, 2026
to explore the longevity and enduring self-determination of
Native peoples in the United States—despite a historic agenda to
erase Indigenous identity, culture, and language.
Dinosaurs Roamed the Earth Come see what it was like to roam the earth with dinosaurs! Apr 1, 2026 Aug 28, 2026 Ongoing
Tour of Des Moines bus tour of des moines May 22, 2026 May 22, 2026 Completed



6 Click the more options icon (three dots) to Edit or Archive any existing Exhibition
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Exhibitions

Events Exhibitions

Name

The Puppet Exhibition

Group Check-In

Italian Glass Exhibition

Be My Valentine!

The Yogi Berra Museum Collection

The Deep Dig

Dinosaurs Roamed the Earth

Tour of Des Moines

Experiences

Programs

Description

Group Checkin

Group Check-In

Enjoy these magnificent glass sculptures.

Celebrate that special someone with museum made cards,
history of Valentines Day, and learn more about the flowers we
celebrate with!

Come enjoy photographs and artifacts that document the
inspirational life of the winningest player in baseball history.

Developed in partnership with eight Indigenous Consulting
Curators, the recently opened Native North America Gallery
weaves archaeology, ethnology, and contemporary perspectives
to explore the longevity and enduring self-determination of
Native peoples in the United States—despite a historic agenda to
erase Indigenous identity, culture, and language.

Come see what it was like to roam the earth with dinosaurs!

bus tour of des moines

7  Click "Add" to create a new Exhibition

Ise

Exhibitions

Events Exhibitions

Name

The Puppet Exhibition

Group Check-In

Italian Glass Exhibition

Be My Valentine!

The Yogi Berra Museum Collecti

The Deep Dig

Dinosaurs Roamed the Earth

Tour of Des Moines

Experiences

Programs

Description

Group Checkin

Group Check-In

Enjoy these magnificent glass sculptures.

Celebrate that special someone with museum made cards,
history of Valentines Day, and learn more about the flowers we
celebrate with!

Come enjoy photographs and artifacts that document the
inspirational life of the winningest player in baseball history.

Developed in partnership with eight Indigenous Consulting
Curators, the recently opened Native North America Gallery
weaves archaeology, ethnology, and contemporary perspectives
to explore the longevity and enduring self-determination of
Native peoples in the United States—despite a historic agenda to
erase Indigenous identity, culture, and language.

Come see what it was like to roam the earth with dinosaurs!

bus tour of des moines

Start Date

Jan 1, 2026

Jan 5, 2026

Feb 1, 2026

Feb 3, 2026

Apr 1,2026

May 22, 2026

Start Date

Jan 1, 2026

Jan 5, 2026

Feb 1, 2026

Feb 3, 2026

Apr 1,2026

May 22, 2026

End Date

Sep 30, 2026

Feb 28, 2026

Apr 5, 2026

Feb 24, 2026

Aug 28, 2026

May 22, 2026

End Date

Sep 30, 2026

Feb 28, 2026

Apr 5, 2026

Feb 24, 2026

Aug 28, 2026

May 22, 2026

Y Filter m

Status

Evergiizen H
\

Edit

Archive

Ongoing :

Completed b

Archived :

Completed

Ongoing

Completed

Y Filter

Status
Evergreen £
Edit

Archive

Ongoing b

Completed b3

Archived :

Completed

Ongoing

Completed

Submit feedback

Submit feedback



8

9

Add a Title

New Exhibition

Title

Main Image @

Click to upload an image

Description

Internal Notes

Add an Image

New Exhibition

Title

Main Image @

k to upload an image

Description

Internal Notes

Submit feedback




10 Add a Description

Main Image

Click to upload an image

Description

Internal Notes

Members Only?

No

11 Add Internal Notes

Click to upload an image

Description

Internal Notes

Members Only?

No

Permanent/evergreen exhibition

Start Date

7/08/2026




12  Click "Members Only?" to set the Exhibition for members

Description

Internal Notes

Members Only? m

No

Permanent/evergreen exhibition
Start Date

7/08/2026

End Date

7/08/2026

Location

123 Encinitas Blvd, Encinitas, CA 92024, USA

13  Set whether this is Permanent exhibition that happens year-round

Description

Internal Notes

Members Only?

anent/evergreen exhibition

7/08/2026

End Date

7/08/2026

Location

123 Encinitas Blvd, Encinitas, CA 82024, USA

Specific Building or Area Name (Optional)




14  If this is not Permanent, you can set the Start and End Dates

Description

Internal Notes

Members Only?

No

Permal n@t/ evergreen exhibition

7§08/2026
7/08/2026

Location

123 Encinitas Blvd, Encinitas, CA 82024, USA

Specific Building or Area Name (Optional)

15 Setthe location as it will appear in Google Maps

Description

Internal Notes

July zoz6

~ Today

7/08/2026

Location

123 Encinitas Blvd, Encinitas, CA 92024, US

Specific Building or Area Name (Optional)

Submit feedback




16  Set the place where the Exhibition is held in your space

Members Only?

No

Permanent/evergreen exhibition

Start Date

7/08/2026

End Date

7/08/2026

Location

123 Encinitas Blvd, Encinitas, CA 82024, USA]

Specific Building or Area e (Optiotsal)

Status

Draft

17  Click "Status" to set Active or Draft

Members Only?

No

Permanent/evergreen exhibition
Start Date

7/08/2026

End Date

7/08/2026

Location

123 Encinitas Blvd, Encinitas, CA 92024, USA

Specific Building or Area Name (Optional)

Status

[ N ]

Active

Submit feedback




18 Click "Create"

Members Only?

No

Permanent/evergreen exhibition
Start Date

7/08/2026

End Date

7/08/2026

Location

123 Encinitas Blvd, Encinitas, CA 92024, USA

Specific Building or Area Name (Optional)

Status

Draft

Ticket Type Configuration

Cancel

Submit feedback

10



19 Navigate to "Ticket Types".

Muse d

l~ Dashboard Exhibitions Packages Experiences Programs Y Filter n
P i
p .
f Y
I TicketiTypes Description Start Date End Date Status
!
/ . ibition Group Checkin - 22 Evergreen
fhberships
Group Check-In = = Evergreen
9 Events
Draft
Reports
libition Enjoy these magnificent glass sculptures. Jan 1, 2026 Sep 30, 2026 Ongoing
@ settings Celebrate that special someone with museum made cards,
z history of Valentines Day, and learn more about the flowers we Jan 5, 2026 Feb 28, 2026 Completed

celebrate with!

Come enjoy photographs and artifacts that document the

viuseum Collection el 2 i 5 )
inspirational life of the winningest player in baseball history.

Feb 1, 2026 Apr 5, 2026 Archived
Developed in partnership with eight Indigenous Consulting
Curators, the recently opened Native North America Gallery
weaves archaeology, ethnelogy, and contemporary perspectives
to explore the longevity and enduring self-determination of
Native peoples in the United States—despite a historic agenda to
erase Indigenous identity, culture, and language.

Feb 3, 2026 Feb 24, 2026 Completed

ied the Earth Come see what it was like to roam the earth with dinosaurs! Apr 1, 2026 Aug 28, 2026 Ongoing

nes bus tour of des moines May 22, 2026 May 22, 2026 Completed

20 Click "Add Type".

se
Ticket Types
Name Internal Note Category
General Admission GA Standard Tickets - Adult, Child, Senior General Admission Active
General Admission GA Tickets for Holidays (Peak Times) General Admission Inactive H
General Admission = General Admission Active
2025 New Year's Eve Gala = Event Active :
- . B
Spring Fling 2026 = Event Active = 1]
i
Annual Gala = Event Active * ;
Cheetah Chase 5K - Event Active H g
Truck or Treat = Event Active H
The Deep Dig - Exhibition & Others Active :
The Puppet Exhibition 2 Exhibition & Others Active
Dinosaurs Roamed the Earth - Exhibition & Others Active H

Group Check-In = Exhibition & Others Active i



21  Select "Exhibition & Others" from the Category dropdown.

New Ticket Type

Category

Exhibition & Others

7N\
O

Floor Sales Only?

Skip Printing?
Auto Check-in?
B Include check-ins in museum admissions reporting

Check-In Location

Internal Notes

Create

Select the "Add-on" option if the guest needs to purchase General Admission in
2 : o
order to purchase this Exhibition

New Ticket Type

Category
Exhibition & Others

Type

Add-on ( \
Floor Sales OW

Skip Printing?

Auto Check-in?

. Include check-ins in museum admissions reporting

Exhibition
Exhibition

Start Date End Date

Ticket sales start Last day of ticket sales

Pricing




23 Select "Stand-alone" from the Type dropdown if the guest can purchase this
Exhibition on its own

New Ticket Type

Category

Exhibition & Others

Type

l Stand-alone (

Floor Sales Only?
Skip Printing?
Auto Check-in?
B Include check-ins in museum admissions reporting

Exhibition
Exhibition

Start Date End Date

Ticket sales start Last day of ticket sales

Pricing

24 Enable "Floor Sales Only?" if this is not available on eCommerce

New Ticket Type

Category
Exhibition & Others

Sales Only?

Auto Check-in?

. Include check-ins in museum admissions reporting

Exhibition
Exhibition

Start Date End Date

Ticket sales start Last day of ticket sales

Pricing




25 Enable "Skip Printing?" if you do not need to print any tickets for this event

New Ticket Type

Category

Exhibition & Others

Type

Stand-alone

Bor Sales Only?

adito Check-in?

B Include check-ins in museum admissions reporting

Exhibition
Exhibition

Start Date End Date

Ticket sales start Last day of ticket sales

Pricing

2 Enable "Auto Check-in?" to automatically count these tickets as attended if
purchased on the Museum Floor

X
New Ticket Type
Category
Exhibition & Others v
Type
Stand-alone v

B Floor Sales Only?
ip Printing?
d/Check-in?

lude check-ins in museum admissions reporting

Exhibition
Exhibition
Start Date End Date
Ticket sales start Last day of ticket sales
Pricing

Visitor Type Member Price Non-Member Price




27  Select the exhibition from the dropdown list

Category

Exhibition & Others

Type

Stand-alone
B Fioor Sales Only?
B skip Printing?
B Auto Check-in?

Include check-ins in museum admissions reporting

Exhibition

Exhibition /\

Italian Glass Exhibition ( )

Start Date EW

1/01/2026 9/30/2026

Pricing

Visitor Type Member Price Non-Member Price

Select a visitor type... $0.00 $0.00

28  Select the Visitor Type from the dropdown.

Exhibition
Exhibition
Italian Glass Exhibition

Start Date End Date

1/01/2026 9/30/2028

Pricing

Visitor Type Member Price Non-Member Price

Adult $0.00 $0.00

Check-In Location

Internal Notes

Create
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29 Set Prices for Member and Non Member tickets

Exhibition
Exhibition
Italian Glass Exhibition

Start Date End Date

1/01/2026 9/30/2026

Pricing

Visitor Type Member Price

Non-Member P

Adult

Submit feedback

$0

Check-In Location

Internal Notes

30 Setthe Status to "Active".

Start Date End Date

1/01/2026 9/30/20286

Pricing
Visitor Type Member Price Non-Member Price

Adult $0.00 $0.00

Select a visitor type... $0.00 $0.00

Check-In Location

Status

Active

Internal Notes

16



31 Click "Create" to save the ticket type.

Start Date

1/01/2026

Pricing

Visitor Type

Adult

Select a visitor type...

Check-In Location

Status

Active

Internal Notes

End Date

9/30/2026

Member Price Non-Member Price

$0.00 $0.00

$0.00 $0.00

i
Create

Submit feedback
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