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Configuring Fundraising Settings
Learn how to navigate to the fundraising module within the Muse Software portal.
This guide walks you through updating essential settings.

1 Click the blue North Star icon.
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2 Click "Fundraising"

3 Open Fundraising Settings

Acknowledgement Letters
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4 Donations made above the amount entered in the Global Threshold field are
automatically added to a "Review Letter" queue so that you can handle
acknowledgment manually for larger donations.

5 Donations made below the amount entered in Global Threshold field will receive
an automatic acknowledgement letter, configured in the following
No-Consideration Template field.
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6 The In-Kind template is to be used if a donation is indicated to have been made
"in-kind".

7 The FMV Template is to be used for donations where something with a fair market
value (e.g., tickets) are given to the donor in return.
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8 The Email Subject Default line will appear for all of the above email templates
when sent.

9 The Email Body Default will appear for all of the above email templates, unless you
update copy in the Email Body for the individual template types to vary the
messaging.
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10 Click the Logo upload area to save your logo, which will appear on all
acknowledgement letter types.

11 Click the Signature upload area to upload a signature of the signer of all
acknowledgement letter types. The signature image size is 240 x 60PX.
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12 The Name and Title of Signer is the printed name of the signature that will appear
at the bottom of all of the above email templates.

You also have the option to enclose a footnote on all of the above email
templates.
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13 Click "Save changes" when finished.

Tags

14 To create your list of constituent tags, click "Tags"
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15 Click "Add Tag"

16 From here, you can build your list of constituent tags. Common tags include Artist,
Board Member, Frequent Visitor, VIP, and Volunteer, among many other creative
ways to segment your constituents.
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17 Click "Add" to build out your list of tags.

18 To remove a tag from the list, click the trash can icon to the right of the listed tag.
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19 You'll be asked to confirm the deletion as doing so cannot be undone and
removes the tag from any constituent where it was already applied. Click "Delete"
to confirm.


