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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 guide 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".

3 Navigate to "Events" in the sidebar.

Exhibitions Management
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4 Select the "Exhibitions" tab.

5 Click the Filter to find a specific Exhibition.
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6 Click the more options icon (three dots) to Edit or Archive any existing Exhibition

7 Click "Add" to create a new Exhibition
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8 Add a Title

9 Add an Image
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10 Add a Description

11 Add Internal Notes
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12 Click "Members Only?" to set the Exhibition for members

13 Set whether this is Permanent exhibition that happens year-round
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14 If this is not Permanent, you can set the Start and End Dates

15 Set the location as it will appear in Google Maps
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16 Set the place where the Exhibition is held in your space

17 Click "Status" to set Active or Draft
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18 Click "Create"

Ticket Type Configuration
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19 Navigate to "Ticket Types".

20 Click "Add Type".
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21 Select "Exhibition & Others" from the Category dropdown.

22 Select the "Add-on" option if the guest needs to purchase General Admission in
order to purchase this Exhibition
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23 Select "Stand-alone" from the Type dropdown if the guest can purchase this
Exhibition on its own

24 Enable "Floor Sales Only?" if this is not available on eCommerce
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25 Enable "Skip Printing?" if you do not need to print any tickets for this event

26 Enable "Auto Check-in?" to automatically count these tickets as attended if
purchased on the Museum Floor
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27 Select the exhibition from the dropdown list

28 Select the Visitor Type from the dropdown.



16

29 Set Prices for Member and Non Member tickets

30 Set the Status to "Active".
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31 Click "Create" to save the ticket type.


