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How to Cancel a Membership
Learn how to efficiently locate specific member profiles and cancel their membership
records within the Muse software portal.

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

3 Click "Memberships" in the Ticketing menu.
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4 Select the Memberships tab at the top of the list.

5 Search for the membership you wish to cancel in the 'Search by name' field.
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6 Click the vertical ellipsis icon for the desired member record.

7 Click "View membership"
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8 Click the Edit pencil icon next to the 'Membership Level' section.

9 Select the date the member would like to set as their new expiration date.
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10 Click "Update Membership."

Tip! This does not refund any monies for paid memberships, so if you and the
member agreed upon a refund transaction, this must be handled in the system of
origin.


