
Suggested Training Videos 

Click title to launch video Versai Areas Cashier

Reservation

Staff

Box Office / Visitor 

Services Manager, 

Manager On Duty

Gift Shop 

Manager

Finance

Staff

Membership 

Staff

Development 

Staff

Programs/ 

Education 

Manager

Marketing 

Staff

Web 

Manager

Site Admin / 

IT Tech

Executive 

Director

Versai Museum Management 

Software Overview
All X X X X X X X X X X X X

Patron Tab Overview Patron X X X X X X X X X X

Search For and Add New Patron 

Records
Patron X X X X X X X X X X X X

Set Up and Enter Patron Flags Patron X X X X X X X X X X X

Admissions Tab Overview Admissions X X X X X X X X X

Sell Public Events (like Admission) Admissions X X X X

Enter Payments
Admissions, 

Gift Shop
X X X X X X

Sell Memberships and Renewals
Admissions, 

Gift Shop
X X X X X X

Sell Gift Memberships
Admissions, 

Gift Shop
X X X X X X

Sell and Redeem Gift Cards
Admissions, 

Gift Shop
X X X X X

Redeem Member Passes Admissions X X X X X X

Process Refunds in Admissions Admissions X X X X

Book Birthday Parties and Rentals 

(Group Sales)
Admissions X X X X

Book Camps & Classes Admissions X X X X X

Book Field Trip and Outreach 

Programs (School Sales)
Admissions X X X X X

Generate Confirmation Letters
Admissions, 

Mailings
X X X X X X

Use the Touchscreen Interface Admissions X X X

Survey Customers Admissions X X X X X

Manage Grant Tracking Admissions X X X X X

Admissions Setup Tab Overview
Admissions 

Setup
X X X X X X X

Set Up Public Events (like 

Admission)

Admissions 

Setup
X X X

Set Up Birthday Parties and Rentals 

(Group Events)

Admissions 

Setup
X X X

Versai Training Videos - Guide by Position

https://youtu.be/aOiUY28CviQ
https://youtu.be/aOiUY28CviQ
https://youtu.be/XkR-vFf8ztY
https://youtu.be/ALF47tuVXLg
https://youtu.be/ALF47tuVXLg
https://youtu.be/LHMzj-E4fT4
https://youtu.be/pUZ1ee4Ce2g
https://youtu.be/gR2PoHxaXvo
https://youtu.be/u19e8vV0p4E
https://youtu.be/Je6M-tLNvTQ
https://youtu.be/6-ugSfuINkY
https://youtu.be/Pv1DeshA-e0
https://youtu.be/Y9IrKJo0jA4
https://youtu.be/Tg8PQ--nmUE
https://youtu.be/5q_3cwSepuk
https://youtu.be/5q_3cwSepuk
https://youtu.be/UgQHL2Qk54k
https://youtu.be/9JizdJWp_Pk
https://youtu.be/9JizdJWp_Pk
https://youtu.be/toGEyOX3htw
https://youtu.be/V_14YzVHsZI
https://youtu.be/vY2LELkRn_E
https://youtu.be/xiFXjffJhTw
https://youtu.be/_PhiWXFnGfI
https://youtu.be/UPel2riE6x0
https://youtu.be/UPel2riE6x0
https://youtu.be/kRH52dZZaMI
https://youtu.be/kRH52dZZaMI
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Set Up Camps & Classes
Admissions 

Setup
X X X X

Set Up Field Trip and Outreach 

Programs (School Events)

Admissions 

Setup
X X X X

Set Up Sales Discounts
Admissions 

Setup
X X X X

Set Up Paper Passes
Admissions 

Setup
X X X

Gift Shop Tab Overview Gift Shop X X X X X X

Process Refunds in Gift Shop Gift Shop X X X X X

Inventory (Gift Shop Setup) Tab 

Overview
Inventory X X X

Set Up and Use Gift Shop Discounts Inventory X X

Create and Check In Orders Inventory X X

Development Tab Overview Development X X X X

Set Up Drives, Campaigns, 

Promotions

Development, 

Membership
X X X X X

Set Up Levels, Premiums
Development, 

Membership
X X X X

Enter Donations Development X X X

Enter Pledges and Send Reminders Development X X X

Manage Donor Contact Development X X X

Generate Thank You Letters

Development, 

Membership, 

Mailings

X X X X X

Membership Tab Overview Membership X X X X X

Enter Memberships Membership X X X

Generate Membership Cards
Membership, 

Mailings
X X X

Generate Renewal Notices
Membership, 

Mailings
X X X

Set Up Member Passes Membership X X X X X

Getting Started with Merge 

Templates, Part 1
Mailings X X X X X X X X X

Getting Started with Merge 

Templates, Part 2
Mailings X X X X X X X X X

https://youtu.be/dxjd7qjzCqU
https://youtu.be/fNWb9j2ATEU
https://youtu.be/fNWb9j2ATEU
https://youtu.be/u-DIrtV8Sh8
https://youtu.be/3fML_-AWaug
https://youtu.be/z2k2FzE4QGU
https://youtu.be/-fWKPwwuYj0
https://youtu.be/xi5_tK3NGKk
https://youtu.be/xi5_tK3NGKk
https://youtu.be/zDfA-sqJZI4
https://youtu.be/BFxqUQVZQEg
https://youtu.be/vw-9fnd7i7A
https://youtu.be/LZ4byQuYcbc
https://youtu.be/LZ4byQuYcbc
https://youtu.be/b4A9utpbxNc
https://youtu.be/I-bwpFg513U
https://youtu.be/pPJKkIkDpP0
https://youtu.be/1cCECqtvugQ
https://youtu.be/-SbGfdVdUKE
https://youtu.be/g5fu9UUzu4o
https://youtu.be/SPNVzqF0Hno
https://youtu.be/oJ-H-dOhiLE
https://youtu.be/f-1NSZG4jEs
https://youtu.be/cqvVhv79TlU
https://youtu.be/r-KcmSpmDDA
https://youtu.be/r-KcmSpmDDA
https://youtu.be/H84w2iR_6eU
https://youtu.be/H84w2iR_6eU
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Reports Tab Overview Reports X X X X X X X X X X X

Read Cashier Reports Reports X X X X

Manage Sales Invoicing Reports X X X

eMuseum Overview eCommerce X X X X X

Web-Enable Public Events eCommerce X X

Purchase Tickets on Web eCommerce X X

Web-Enable Camps & Classes eCommerce X X

Web-Enable Memberships eCommerce X X

Web-Enable Donations eCommerce X X

Web-Enable Benefits eCommerce X X

Manage Web CMS eCommerce X X

Update Versai Version Using Built-

In Updater Tool
Admin X

Update Versai Version Manually 

(former method)
Admin X

https://youtu.be/Hpmxlk6da34
https://youtu.be/9vKRFSqBOSs
https://youtu.be/vpBDzhjTBNM
https://youtu.be/HB-PuJCoaKs
https://youtu.be/g7RUM621xzA
https://youtu.be/tJ7WQzOg_aw
https://youtu.be/MJ5xYEATbs4
https://youtu.be/BXtnwi1Vt9c
https://youtu.be/enXJ7PbhMWc
https://youtu.be/ohCPFpYSLpA
https://youtu.be/eXY6OOsU1RQ
https://youtu.be/PepPkj0TcDo
https://youtu.be/PepPkj0TcDo
https://youtu.be/0jSLy9k9L7A
https://youtu.be/0jSLy9k9L7A

