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1. Click the blue North Star icon.
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Settings
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Notifications Donations Integrations Branding Hours and Closures Misc Staff Email
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Private Event Inquiries
Manage all staff who receive email notifications for private event inquiries.

@

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 (purchase, renew, upgrade, downgrade).

2. Click "Fundraising."

Muse
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@ draising

22 3 Ticketing

aa -oCIS tegrations Branding Hours and Closures Misc Staff Email
< Operations

“s Roles
[3 Reports

B Email Templates Accounting ~ations for private event inquiries.

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."
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Fundraising Dashboard

@ Createacontact v Createatask /3 Recorda pledge

8 Recent donations
Date Donor Name

- 8/27/26  Jen Mendoza

9/06/26  Corrine Bailey

= 9/01/26

& 9/13/26  Jerusha Schmalzel
8/26/26  Lula Adams

& Today's tasks

Favorited campaigns

30th Anniversary

Campaign

General Fund

General Fund

Scholarship Fund

General Fund

2026 Capital Campaign

‘Commitment Type

Donation

Donation

Donation

Donation

Donation

There are no incomplete tasks due teday

27.97%

Payment Type

Money

Money

Money

Money

Money

2026 Capital Campaign

Frequency

One-time

Monthly

One-time

Monthly

Monthly

4. Begin typing the constituent name you're looking for into the 'Search by name' field.
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n Individuals

4 Individuals Organizations Al
8 Q search by name
qj First Name
® Joshua
— Megan
Jake
]
Carl
John
& will
Megan
Josh
Amanda
Jane
Mary
Mary

Last Name

Meyer

Matthews-Gill

Francis

Matthews

Benton

Gill

Test

Fraser

Adams

Johnson

Johnson

Membership Status

Active

Never Member

Active

Active

Active

Active

Never Member

Never Member

Never Member

Active

Never Member

Never Member

View online

Location

Tillamook, OR

= View Lists

Sort by

Last Activity

9/10/26

8/28/26

76/26

715/26

7/27/26

7/09/26

7/08/26

Amount
$22500
$2500 :
$1800 i
$500 1
$500
0.60%

% Filter

Fiscal Year Value

$21350 :
$7500
$000
5000
$000
$000 }
$500
§7950 &
$5000
$000
$000
$0.00
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5. Select your intended result from the search suggestions.
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Individuals

(o Individuals

X Jen Mendoza

3

a

First Name

Jen

@

()

Organizations

All

Last Name

Mendoza

Membership Sta

Active

6. To edit the constituent contact information, click 'Edit all' in the Contact Details section.

Muse

F-3
n Plan Family
B

Expires on 8/31/27

Member since 2026

133

Contact Details

@ 2

Active

There are no relationships

@ Tasks

Phone Primary
+18885555555
[ ] Email Primary
jen.mendoza+visitor@museso
frware.ai There are no tasks
“
Address Primary
1234 Main St NW Atlanta, GA
30318, USA )
History
] Sonder - All(28)  Notes (0)  Activities (1) ~ Communications (0)  Revenue (21)  Documents (0)
i Formal
Salltation @ JenMendoza $25.00 recurring donation has finished
Mendoza Tuesday, August 18, 2026 at 8:55 am
nformal
Jen @ Ben Wrigl dated membership from Individual to Individual expiring 09/30/2026
Friday, August 14, 2026 at 9:35 ar
Show less @ Jen Mendoza bought the Individual membership for $100.00 12 months
Friday, August 14, 2026 at 8:34 am
@ Ben Wright updated membership from Individual to Individual expiring 08/31/2026
Friday, August 14, 2026 at 9:24 am
Household Add Household
@ JenMendoza donated $125.00

No active household residency

Friday, August 07, 2026 at 2:27 pm

View online

Change Log (2)

Add Task
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7. From here, you have the option to edit name, address, phone, and email.

Edit Indil

First name* Last name*

Jen Mendoza

Preferred name

Address
® Street Address P.O. Box

1234 Main St NW, Atlanta, GA 30318, USA

Apartment/suite (optional)

8. Once you've made your edits, click "Save."

A Address P.O. Box

Main St NW, Atlanta, GA 30318, USA

tment/suite (optional)

other address

= - +1 888-555-5555

phone number

jen.mendoza+visitor@musesoftware.ai

email address

View online

x
Q
@

a

©
1}
[}

2

=
E

)
=l

(7}



https://app.arcade.software/share/YIBMYoGgUOv0jKMCUwCB

