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1. Click the blue North Star icon.
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Private Event Inquiries
Manage all staff who receive email notifications for private event inquiries.
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Group Visit Inquiries
Manage all staff who receive email notifications for group visit inquiries.
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Museum Event Ticket Sales
Manage all staff who receive email notifications for museum event ticket sales.

Manage

Program Registration Updates
Manage all staff who receive email notifications for program registrations or

Manage

Membership Updates

Manage all staff who receive email notifications for ip updates (purch:

, 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. Click "Constituents" in the navigation menu.
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g Dashboard
I~ Dashboard »nation @ Create a contact « Create a task &3 Record a pledge
a8 nts
'r Name Campaign ‘Commitment Type Payment Type Frequency Amount
] Campaigns . 7
Nright 2026 Capital Campaign Donation Money One-time $15000
Donations Nright 2026 Capital Campaign Donation Money One-time $10000
& Events lesté General Fund Donation Money One-time $10000 ¥
g
@ Tasks Nright 2026 Capital Campaign Donation Money One-time $7500 @ i
=
General Fund Donation Money One-time $500 E
Reports S
w
& Settings
There are no incomplete tasks due teday
ns
ersary 27.05% 2026 Capital Campaign 058%
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4 Individuals Organizations Al = View Lists
8 Q search by name Sort by
@ First Name Last Name Membership Status Location Last Activity Fiscal Year Value
® John Benton Active = N $000
will B Active - - $000
x
3
Megan Gill Never Member Tillamook, OR 7/16/26 $500 % 8
@ 8
Josh Test Never Member 2 7/15/26 §7950 i 3
= 8
5
Amanda Fraser Never Member - 7/27/26 $50.00 H
& Jane Adams Active - - $000
Mary Johnson Never Member - 7/09/26 $000 i
Mary Johnson Never Member - 7/08/26 $000
Qliver Gunderson Active - - $000 }
Phyllis Gunderson Active San Francisco, CA 7/07/26 $31360  }
John Smoltz Active s - $000 ©
Jules Adams Active -- - $000
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5. Use Filter Category to focus on constituent attributes.
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Save search
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View saved searches

First Name Last Name Membership Status
John Benton Active
will B Active

6. Click the blue "+" to apply the criteria.
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Last Name Membership Status Location Last Activity Fiscal Year Value

Benton Active - 2 $0.00 :
B Active - -- $0.00 H
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7. Click ‘Apply.
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Filter Category ~ 4+ =
w
& Save search Risit
View saved searches
First Name Last Name Membership Status Location Last Activity Fiscal Year Value
John Benton Active - - $0.00
Wil B Active - - $0.00
Megan Gill Never Member Tillamook, OR 7/16/26 $5.00
Josh Test Never Member - 715/26 $79.50
8. Select all individuals in the filtered list by clicking the header checkbox.
Criteria
. » -
BB Membership v Status v|| s w:
4 s
Add another criterion
= Filter Categor -
=)
Save search
View saved searches
e First Name Last Name Membership Status
John Benton Active
Will B Active
Jane Adams Active
Oliver Gunderson Active
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9. Choose Add to List to organize the selected constituents.

2 Search for an individual or organization
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Reset

10. Click "Create List" and follow the prompts.

Add to List

63 constituents selected

Name + Cr

Museum Visitors 26Q1

Active Members who last visited last year

Individuals who donated > $0 since Jan. 1, 2026

Cancel
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11. Enter a clear, descriptive name for your list.

Create List

63 constituents selected

Name*

O

Cancel

12. Press Create to instantly save your new Active Members list.

Create List
63 constituents selected

Name*

Active Members as of 8/7/28§|

Cancel
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