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1. Start by opening the main menu from 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

Membership Updates

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

, renew, upgrade, downgrade).

2. Navigate to 'Fundraising.'

Muse
N

22 i3 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.

@ Settings
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. From within the Fundraising Dashboard, you can review recent donations at a glance to

track your fundraising performance.
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- & Recordadonation (@) Createacontact v Createatask <3 Recorda pledge
ey Recent ddnations
Donor Name Campaign

=g

7/30/26  Jen Mendoza General Fund
7/30/26  Jen Mendoza General Fund
= 7/30/26  Jen Mendoza General Fund
- 7/30/26  Jen Mendoza General Fund

7/30/26  Jen Mendoza General Fund
& Today's tasks

Subject

Call Ben about gala attendance
Email Sam regarding pledge commitment

Favorited campaigns

27.05%

30th Anniversary

$8,115 raised
—

$30,000 Goal

Commitment Type Payment Type

Verbal Money
Verbal Money
Verbal Money
Verbal Money

Verbal Money

2026 Capital Campaign

$18,805 raised
-

4. Stay on top of current activities by checking today's fundraising tasks.

7/30/26 Jen Mendoza
= 7/30/26  Jen Mendoza
ﬁﬁ 7/30/26  Jen Mendoza
a 7/30/26  Jen Mendoza

7/30/26  Jen Mendoza

@

| tasks
= Subject
V3 Call Ben about gala attendance

Email Sam regarding pledge commitment

Favorited campaigns

30th Anniversary

$8,115 raised

g

General Fund

General Fund

General Fund

General Fund

General Fund

27.05%

$30,000 Goal

View online

Frequency Amount
One-time $2.08
One-time $2.08
One-time $2.08 5
]
3
One-time $2.08 4
2
=2
One-time $2.08 E
@
Assignee Due Date
Chris Bilbro 8/04/26
Chris Bilbro 8/04/26

0.38%

$5,000,000 Goal

— T o
Verbal Mon
Verbal Mon
Verbal Mon
Verbal Mon
Verbal Mon

2026 Capital Campaign

$18,805 raised
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5. Instantly monitor your most important campaigns in the Favorited Campaigns section.

a 7/30/26  Jen Mendoza General Fund Verbal Mo
7/30/26  Jen Mendoza General Fund Verbal Mon
Today's tasks
‘ Subject
v Call Ben about gala attendance
Email Sam regarding pledge commitment
@ F campaigns
30th Anniversary 27.05% 2026 Capital Campaign
$8,115 raised $30,000 Goal $18,805 raised
-
New Building Fund
$1,010 raised
-
6. Log a new donation with just one click to keep your records up to date.
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l’;’ @ @ a donation @ Create a contact V& Create a task #2 Record a pledge
8 Recent donations
Date Donor Name Campaign Commitment Type Payr
Sy
7/30/26  Jen Mendoza General Fund Verbal Mon
7/30/26  Jen Mendoza General Fund Verbal Mon
- 7/30/26  Jen Mendoza General Fund Verbal Mon
o 7/30/26 Jen Mendoza General Fund Verbal Mon
7/30/26  Jen Mendoza General Fund Verbal Mon
(=)

Today's tasks

Subject
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7. This form can also be located under Fundraising &gt; Donations &gt; Add Donation.

New Donation

C@nt*
~—~

[ Q Search for an individual or organization

® New individual fh New organization

Gift type*
Campaign* Designation*
General Fund ¥ Unrestricted

Donation attribution
Make this donation anonymous

In Honor/Memory Of

Soft credits

8. Add a new contact to easily expand your donor base.

Muse Q. Search for an individual or organization
F 9

H Fundraising Dashboard

I~ @ Record a donation @ Create a contact ./ Create a task <2 Record a pledge
8 Recent donations

Date Donor Name Campaign Commitment Type
4

7/30/26  Jen Mendoza General Fund Verbal
7/30/26  Jen Mendoza General Fund Verbal
- 7/30/26  Jen Mendoza General Fund Verbal
. 7/30/26  Jen Mendoza General Fund Verbal
7/30/26  Jen Mendoza General Fund Verbal
B
@ Today's tasks

Subject
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9. This form can also be found under Fundraising &gt; Constituents &gt; Individuals &gt; Add
Individual.

New Individual

@e* Last name*

Preferred name

Address
@ Street Address P.0. Box

Street address

Apartment/suite (optional)

10. Create a new fundraising task to drive your team’s productivity.
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28 Recent donations

Date Donor Name Campaign Commitment Type
a

7/30/26  Jen Mendoza General Fund Verbal
7/30/26  Jen Mendoza General Fund Verbal
‘E)gj 7/30/26  Jen Mendoza General Fund Verbal
. 7/30/26 Jen Mendoza General Fund Verbal
7/30/26  Jen Mendoza General Fund Verbal
=
@ Today's tasks

Subject
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11. This form can also be found under Fundraising &gt; Tasks &gt; Add Task.

Due date*

8/04/2026

Status*

Incomplete

Assignee*

Jen Mendoza

Constituent

Q. Search by name

12. Record a pledge to track future donations and commitments.

Q Search for an individual or organization

Indraising Dashboard

§) Record a donation @ Create a contact v Create a task 2 pledge

sent donations

late Donor Name Campaign Commitment Type Payment Type
/30/26  Jen Mendoza General Fund Verbal Money

/30/26  Jen Mendoza General Fund Verbal Money

/30/26  Jen Mendoza General Fund Verbal Money

/30/26  Jen Mendoza General Fund Verbal Money

/30/26 Jen Mendoza General Fund Verbal Money

lay’s tasks

Subject
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13. Add a pledge for a new individual to maximize donor opportunities.

New Pledge

Constituent*

Q [Search for an individual or organization

(d Nevrindividual

fh New organization

Commitment type*

Campaign* Designation*
General Fund v Unrestricted
Upload files
&

14. Or, you can add a pledge for a new organization to broaden your campaign reach.

New Pledge

Constituent*

Q Search for an individual or organization

@ New individual th Neization

Commitment type*

Campaign* Designation*

General Fund

Upload files
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15. The form that follows is the same pledge form that can be found under Fundraising &gt;

Donations &gt; Add Pledge.

Pledge

Constituent*

{ Q ESearch for an individual or organization

@ New individual £h New organization

Commitment type*

Campaign* Designation*

General Fund v

Upload files

Muse Q Search for an individual or organization
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@ Record a donation @ create a contact v Create a task &2 Record a pledge

Recent donations

Date Donor Name Campaign ‘Commitment Type Payment Type Frequency
7130/26  Jen Mendoza General Fund Verbal Money One-time
7/30/26 Jen Mendoza General Fund Verbal Money One-time
EE 7/30/26 Jen Mendoza General Fund Verbal Money One-time
@ 7/30/26  Jen Mendoza General Fund Verbal Money One-time
7/30/26 Jen Mendoza General Fund Verbal Money One-time
® Today's tasks
Subject Assignee
Call Ben about gala attendance & Chris Bilbro
Email Sam regarding pledge commitment & Chris Bilbro

Favorited campaigns

30th Anniversary 17 2705% 2026 Capital Campaign
$8,115 raised $30,000 Goal $18,805 raised
-

View online

Amount

$208 :

$208

$208 : [
8
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$208 3

s208 : 5
5
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Due Date

8/04/26

8/04/26 H

0.38%

$5,000,000 Goal


https://app.arcade.software/share/ZXRG32u5I02SvcLZgXXZ

