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1. Click the blue North Star icon.
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@ Settings

Donations Integrations Branding Hours and Closures Misc Staff Email

t Inquiries
ho receive email notifications for private event inquiries.

nquiries
ho receive email notifications for group visit inquiries.

:nt Ticket Sales

ho receive email notifications for museum event ticket sales.

jistration Updates

ho receive email notifications for program registrations or
 Updates
ho receive email notifications for ip updates (purchase, renew, upgrade, downgrade).

2. Click "Fundraising."
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33 Settings

nquiries
‘ho receive email notifications for group visit inquiries.

int Ticket Sales
ho receive email notifications for museum event ticket sales.
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3. Open 'Settings' from the Fundraising navigation menu.
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@) Record a donation @ Create a contact &/ Create a task &2 Record a pledge

a8 Recent donations
Date Donor Name Campaign Commitment Type Payment Type Frequency Amount
a
8/21/26  The Rodgers Family Fund for the Arts General Fund Donation Money One-time $1,00000
8/21/26  Corrine Bailey 2026 Capital Campaign Donation Money One-time $50000
= 8/24/26  Corrine Bailey General Fund Donation Money Monthly $2500 ]
g
€z 8/22/26 Amanda Fraser General Fund Donation Money Monthly $2500 } ]
2
=
8/26/26 Lula Adams 2026 Capital Campaign Donation Money Monthly $500 ¢ _E
3
& Today's tasks

There are no incomplete tasks due teday

Favorited campaigns

30th Anniversary 27.07% 2026 Capital Campaign 0.60%

4. To create your list of constituent tags, click on the "Tags" tab.
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m Letter T|
g Global Threshold
® $250.00
- Template Management =
— - o
No-Consideration Template () 5
]
b4
Dear *CONSTITUENTTITLE* *CONSTITUENTFIRSTNAME* *CONSTITUENTLASTNAME=*, ﬁ
£
a
Thank you for your generous contribution of *AMOUNT* made to the The Muse Collective on *DATEOFCONTRIBUTION*. Your support plays a vital rele in the success of our educational programs, @
exhibition and preservation efforts. We are incredibly grateful for your generosity and commitment to our mission.
B

As required for tax purposes, please note that no goods or services were provided in exchange for your contribution.
Please retain this letter for your records. Should you have any questions or need additional documentation, feel free to contact us.

With sincere appreciation,

In-Kind Template ()
Dear *CONSTITUENTTITLE# *CONSTITUENTFIRSTNAME* *CONSTITUENTLASTNAME*,

Thank you for your generous contribution of the following on *DATEOFCONTRIBUTION*:
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5. Click 'Add Tag'
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6. 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.

Cancel
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7. Click "Add" to build out your list of tags.

Add Tag

Name

Trustee]

Cancel

8. To remove a tag from the list, click the trash can icon to the right of the listed tag.

Submit feedback
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9. 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.

Success!
Thetag has b

Delete this Tag?

Upon deletion, Trustee tag will be
removed from all Constituents. This
action cannot be undone. Do you wish to
continue?
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