Managing Email Templates

Learn how to access, preview, and edit your museum's automated email
communication templates. This guide provides a clear walkthrough of the
configuration settings to ensure your constituent messaging remains up to date and

professional.

1 Click on the blue North Star icon.

Settings
22 Notifications Donations Integrations Branding Hours and Closures Misc Staff Email
— L] »
= Private Event Inquiries

Manage all staff who receive emall 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.
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2  Click "Email Templates"

Muse
2l

Donations

tInquiries

Bt
3 Settings

nquiries

Integrations

Branding Hours and Closures

ho receive email notifications for private event inquiries.

ho receive email notifications for group visit inquiries.

int Ticket Sales

ho receive email notifications for museum event ticket sales.

Misc

Staff Email

3 From here, you can view a list of our standard email templates

Muse
2l

Email Templates

29

Name
e Museum user invitation
= Museum role assignment

Museum Invoice Email

Private Event Payment Received
Email

Purchase Confirmation

Private Event Inquiry

Connect with Muse

Membership Details

Gift Card Details

Description

Invites new users to create their account

Notifies users of role changes

Sends the user an email after invoice creation

Sends to all users who have notifications enabled in
the Settings module

Sends the user an email after completing an online
purchase

Sends to the relevant museum staff when a request for
a private event or group visit is received from the
purchase page.

Sent to staff members when their email is being
connected to Muse

Sends the user an email after purchasing a
membership

Sends the user an email after purchasing a gift card
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Scheduled

@

Edit Sending Email Address

Active?

x
[=]
©
a
T
@
@
2
=
=
g
=]
w

x
O
©
a
o
(7]
o
£
=
E
8
.
7]




4 You can activate any of the automated email templates by toggling the boolean to

on/off accordingly.

2
Event Ticket Sold
-
= Membership Details (Group)
= Refund Confirmation
@ Registration Cancellation

Registration Confirmation

Waitlist Confirmation

Waitlist Entry

Waitlist Spot Available

Waitlist Withdrawal
Scheduled Program Notification
(Single Session)

Program Purchase Information
Required

Scheduled Pledge Instaliment
Payment Link

5 To manage an email template, click the vertical ellipses to the far right of the row,

Sends the museum staff when event ticket sold

Sends the user an email after purchasing a group
membership

Sends the user an email after a refund is issued

Sent to registrants when their registration is canceled
Sent to program registrants after successful
registration

Sent to waitlisted registrants when moved to
confirmed status

Sent to waitlisted registrants when they sign up for the
waitlist

Sent to staff when a registration is cancelled

Sent to waitlisted registrants when they withdraw from
the waitlist

Sent to program registrants n hours/days before/after

s PG (® 1day before

Sends to the Constituent who purchased a Program to
complete the signup Forms

Sent to donors n hours/days before/after the due date @ 1 day before

where you have options to Edit, Delete or Clone.

WISHINS 2P USian2 \wivupy

29
28
Refund Confirmation
—
n
Registration Cancellation
X

Registration Confirmation

Waitlist Confirmation

Waitlist Entry

Waitlist Spot Available

Waitlist Withdrawal
Scheduled Program Notification
(Single Session)

Program Purchase Information
Required

Scheduled Pledge Instaliment
Payment Link

membership

Sends the user an email after a refund is issued

Sent to registrants when their registration is canceled
Sent to program registrants after successful
registration

Sent to waitlisted registrants when moved to
confirmed status

Sent to waitlisted registrants when they sign up for the
waitlist

Sent to staff when a registration is cancelled

Sent to waitlisted registrants when they withdraw from
the waitlist

Sent to program registrants n hours/days before/after

i ol (® 1day before

Sends to the Constituent who purchased a Program to
complete the signup Forms

Sent to donors n hours/days before/after the due date @ 1 day before

Made with Scribe - https://scribehow.com

Edit

Solote”
Balohe’

Clone

=
[*]
o
o
k]
@
o
2
P
E
8
o
]

=
[*]
©
o
T
@
o
L
=
=
S
=5
@




Editing the template allows you to modify the Email Subject and Body, as well as
utilize Al suggested copy.

X

Configtre the English (US) content for this email template by
updating the fields below. Terms that are placed within asterisks
(e.g., *FIRSTNAME#*) are mail merge terms that are dynamic.

Subject / Use Al to suggest copy

Your Next Pledge Installment

Body

Dear *CONSTITUENTTITLE* *CONSTITUENTFIRSTNAME*
*CONSTITUENTLASTNAME*,

Submit feedback

Thank you again for your generous pledge to *MUSEUM#*.
Your next pledge instaliment is due
*INSTALLMENTDUEDATE *.

Click the button below to pay directly, or contact us to make
other arrangements.

WWith cinmrara annraciatinn

7 Select the "Email preview" tab to see the end user view.

X
Edit scheduled pledge installment payment
link

Email content 3 Email settings

Muse &5~
F 9

Dear “CONSTITUENTTITLE* *CONSTITUENTFIRSTNAME*
*CONSTITUENTLASTNAME™,

Thank you again for your generous pledge to *"MUSEUM®. Your
next pledge installment is due "INSTALLMENTDUEDATE".
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Click the button below to pay directly, or contact us to make other
arrangements.

With sincere appreciation,
The *"MUSEUM* team
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Click "Email settings" to configure settings specific to each template like
timebound rules, etc.

Edit scheduled pledge Instaliment payment
link

Email content Email preview

Days before scheduled start

1

9  Click "Save changes" when finished.

kEdit scheduled pledge instaliment payment
link
Email content Email preview Email settings

Days before scheduled start

L

Email Templates

Made with Scribe - https://scribehow.com

X
[3]
(]

o

k]
@
5]

2

=
&

a
=

(7]

Submit feedback




10

Muse
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Email Templates

a8
29
Name.-=
e Museum user (nvitation
= Museuri role assignment

Museum Invoice Email

Private Event Payment Received
Email

Purchase Confirmation

Private Event Inquiry

Connect with Muse
Membership Details

Gift Card Details

11

Muse
il

Email Templates

f=1-3
R
Name
=5 Museum user invitation
= Muszum role assignment

Museum iiivoice Email

Private Event Payment Received
Email

Purchase Confirmation

Private Event Inquiry

Connect with Muse

Membership Details

Gift Card Details

Description

Invites new users to create their account

Notifies users of role changes

Sends the user an email after invoice creation

Sends to all users who have notifications enabled in
the Settings module

Sends the user an email after completing an online
purchase

Sends to the relevant museum staff when a request for
a private event or group visit is received from the
purchase page.

Sent to staff members when their email is being
connected to Muse

Sends the user an email after purchasing a

membership

Sends the user an email after purchasing a gift card

Description

Invites new users to create their account

Notifies users of role changes

Sends the user an email after invoice creation

Sends to all users who have notifications enabled in
the Settings module

Sends the user an email after completing an online
purchase

Sends to the relevant museum staff when a request for
a private event or group visit is received from the
purchase page.

Sent to staff members when their email is being
connected to Muse

Sends the user an email after purchasing a
membership

Sends the user an email after purchasing a gift card

Made with Scribe - https://scribehow.com
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The "Museum role assignment"” email template notifies users of a role change.

Edit Sending Email Address
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The "Museum user invitation" email template is sent to new users when you invite
them to create their account.
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1 The "Museum Invoice Email" email template sends the patron an email after an

invoice is created.

Muse
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Email Templates

a8
29
Name
e Museum user invitation
= Museum role assignment

Muszum Invoice Email

Private Twant'Payment Received
Email

Purchase Confirmation
Private Event Inquiry

Connect with Muse
Membership Details

Gift Card Details

Description

Invites new users to create their account

Notifies users of role changes

Sends the user an email after invoice creation

Sends to all users who have notifications enabled in
the Settings module

Sends the user an email after completing an online
purchase

Sends to the relevant museum staff when a request for
a private event or group visit is received from the
purchase page.

Sent to staff members when their email is being
connected to Muse

Sends the user an email after purchasing a
membership

Sends the user an email after purchasing a gift card

Made with Scribe - https://scribehow.com
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The "Private Event Payment Received Email" email template is sent to staff
members who have notifications enabled in the Settings module.

13

See Settings > Settings > Notifications to enable staff to receive these
notifications.

@
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Email Templates Edit Sending Email Address

28
29

Name Description Scheduled Active?
=5 Museum user invitation Invites new users to create their account [ o]
= Museum role assignment Notifies users of role changes

14

Museuntiiiveice Email

Private Event Payment Received
Emal

Purchase Confirmation

Private Event Inquiry

Connect with Muse

Membership Details

Gift Card Details

Migrated Membership Details

Sends the user an email after invoice creation

Sends to all users who have notifications enabled in
the Settings module

Sends the user an email after completing an online
purchase

Sends to the relevant museum staff when a request for
a private event or group visit is received from the
purchase page.

Sent to staff members when their email is being
connected to Muse

Sends the user an email after purchasing a
membership

Sends the user an email after purchasing a gift card

Sends the user an email after purchasing a

The "Purchase Confirmation" email template sends the patron an email after
they've completed an online purchase via e-commerce.

Email Templates

Edit Sending Email Address

a8
e

Name Description Scheduled Active?
— Museum user invitation Invites new users to create their account &
= Museum role assignment Notifies users of role changes

Museum Invoice Email

Private Event Payment Received
Emait

['urchase Corfirmation

Private Event Inquiry

Connect with Muse

Membership Details

Gift Card Details

Migrated Membership Details

Program Registration Purchase

Matificatinn

Sends the user an email after invoice creation

Sends to all users who have notifications enabled in
the Settings module

Sends the user an email after completing an online
purchase

Sends to the relevant museum staff when a request for
a private event or group visit is received from the
purchase page.

Sent to staff members when their email is being
connected to Muse

Sends the user an email after purchasing a
membership

Sends the user an email after purchasing a gift card

Sends the user an email after purchasing a
membership

Sends to the relevant museum staff when a program
registration purchase was done from the purchase

Made with Scribe - https://scribehow.com

3
[
©

o

k=]
@
(5}

2

=
=

]
=

(7]

k9
o
©
2
T
[
(5}
2
P
=
g
=
(7]




15 The "Private Event Inquiry" email template is sent to staff members when a
request for a private event or group visit is received from the e-commerce site.

22
a9
Name Description Scheduled Active?
= Museum user invitation Invites new users to create their account [ o] :
= Museum role assignment Notifies users of role changes
@ Museum Invoice Email Sends the user an email after invoice creation
Private Event Payment Received Sends to all users who have notifications enabled in .
Email the Settings module 3

Sends the user an email after completing an online
purchase

Sends to the relevant museum staff when a request for
Prilrate Event Infjuiry a private event or group visit is received from the
purchase page.

Sent to staff members when their email is being
connected to Muse

Purchase Confirmation
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Connect with Muse

Sends the user an email after purchasing a

Membership Detail
lembership Details membership

Gift Card Details Sends the user an email after purchasing a gift card

Sends the user an email after purchasing a
membership

Sends to the relevant museum staff when a program
registration purchase was done from the purchase
page.

Migrated Membership Details

Program Registration Purchase
Notification

Event Ticket Sold Sends the museum staff when event ticket sold
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16 The "Connect with Muse" email template is sent to staff members when their
email is connected to Muse.

See Settings > Settings > Staff Email to enable staff to receive these

notifications.
2
Name
== Museum user invitation
= Museum role assignment

Museum Invoice Email

Private Event Payment Received
Email

Purchase Confirmation

Private Event Inquiry

Connhect with Muse

Membership Details

Gift Card Details

Migrated Membership Details

Program Registration Purchase
Notification

Event Ticket Sold

Description

Invites new users to create their account

Notifies users of role changes

Sends the user an email after invoice creation

Sends to all users who have notifications enabled in
the Settings module

Sends the user an email after completing an online
purchase

Sends to the relevant museum staff when a request for
a private event or group visit is received from the
purchase page.

Sent to staff members when their email is being
connected to Muse

Sends the user an email after purchasing a
membership

Sends the user an email after purchasing a gift card

Sends the user an email after purchasing a
membership

Sends to the relevant museum staff when a program
registration purchase was done from the purchase
page.

Sends the museum staff when event ticket sold
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17 The "Membership Details" email template is sent to the patron after purchasing
an individual membership.

Muse
2l

Connect with Muse

% Mgmbership Details

= Gift Card Details

= Migrated Membership Details
Program Registration Purchase

@ Notification

Event Ticket Sold

Membership Details (Group)

Refund Confirmation

Registration Cancellation

Registration Confirmation

Waitlist Confirmation

purchase page.

Sent to staff members when their email is being
connected to Muse

Sends the user an email after purchasing a
membership

Sends the user an email after purchasing a gift card

Sends the user an email after purchasing a
membership

Sends to the relevant museum staff when a program
registration purchase was done from the purchase
page.

Sends the museum staff when event ticket sold

Sends the user an email after purchasing a group
membership

Sends the user an email after a refund is issued

Sent to registrants when their registration is canceled
Sent to program registrants after successful
registration

Sent to waitlisted registrants when moved to
confirmed status

Made with Scribe - https://scribehow.com
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18 The "Gift Card Details" email template sends the patron an email containing their

redemption code after purchasing a gift card.

Muse
2l

Connect with Muse
Membership Details
Gift Cird Details

Migrated Membership Details

Program Registration Purchase
Notification

& 8 i BBH

Event Ticket Sold

Membership Details (Group)

Refund Confirmation

Registration Cancellation

Registration Confirmation

Waitlist Confirmation

purchase page.

Sent to staff members when their email is being
connected to Muse

Sends the user an email after purchasing a
membership

Sends the user an email after purchasing a gift card

Sends the user an email after purchasing a
membership

Sends to the relevant museum staff when a program
registration purchase was done from the purchase
page.

Sends the museum staff when event ticket sold

Sends the user an email after purchasing a group
membership

Sends the user an email after a refund is issued

Sent to registrants when their registration is canceled
Sent to program registrants after successful
registration

Sent to waitlisted registrants when moved to
confirmed status
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The "Migrated Membership Details" email template sends museum patrons
instructions on how to manage their membership in the Muse platform
post-migration. This is a one-time notification typically sent immediately following
go-live and is currently manually triggered by your Muse Implementation Lead.

19

Muse
il

Connect with Muse
Membership Details
Gift Card Details

Migrated Membership Details

Program kegistration Purchase
Notification

& B 4 BBE

Event Ticket Sold

Membership Details (Group)

Refund Confirmation

Registration Cancellation

Registration Confirmation

Waitlist Confirmation

purchase page.

Sent to staff members when their email is being
connected to Muse

Sends the user an email after purchasing a
membership

Sends the user an email after purchasing a gift card

Sends the user an email after purchasing a
membership

Sends to the relevant museum staff when a program
registration purchase was done from the purchase
page.

Sends the museum staff when event ticket sold

Sends the user an email after purchasing a group
membership

Sends the user an email after a refund is issued

Sent to registrants when their registration is canceled
Sent to program registrants after successful
registration

Sent to waitlisted registrants when moved to
confirmed status

Made with Scribe - https://scribehow.com
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20 The "Program Registration Purchase Notification" email template is sent to staff
members when a program registration purchase was completed online.

Muse (M)

purchase page.

Sent to staff members when their email is being

Connect with Muse
connected to Muse

Sent to program registrants after successful

Registration Confirmation y .
registration

Sent to waitlisted registrants when moved to
confirmed status

J-1-} 5 i ;
oy < e ends the user an email after purchasing a :
Membership Details b & :
= Gift Card Details Sends the user an email after purchasing a gift card [ o} :
" . . Sends the user an email after purchasing a
bz Migrated Membership Details amberhis [ o}
5 = Sends to the relevant museum staff when a program
Program Registration Purchase 3 g
L registration purchase was done from the purchase c
@ Notitication ™
page. ]
©
N o
Event Ticket Sold Sends the museum staff when event ticket sold ‘) : g
2
y g =
Membership Details (Group) Sends the yser an email after purchasing a group 0 =
membership o
=
7]
Refund Confirmation Sends the user an email after a refund is issued D
Registration Cancellation Sent to registrants when their registration is canceled & :

Waitlist Confirmation

21 The "Event Ticket Sold" email template is sent to staff members when an event
ticket is sold.

rF 9
purchase page.
CorRactwith Mise Sent to staff members when their email is being
28
a8

connected to Muse

Membership Details Sends the user an email after purchasing a

Sent to program registrants after successful

Registration Confirmation : e
registration

Sent to waitlisted registrants when moved to

Waitlist Confirmation :
confirmed status

Sent to waitlisted registrants when they sign up for the
waitlist

membership ‘)
= Gift Card Details Sends the user an email after purchasing a gift card .)
= 5 ’ Sends the user an email after purchasing a .
Migrated Membership Detail :
= igrated Membership Details membership [ o] :
’ g Sends to the relevant museum staff when a program
Program Registration Purchase 4 : o
T registration purchase was done from the purchase .) :
3 Notificatian =
page. (3]
(]
; 7 a
Eviant Ticket Scjd Sends the museum staff when event ticket sold [ o] 3
2
= Sends the user an email after purchasing a grou| =
Membersnip Details (Group) : P Ll & £
membership a
=
(2]
Refund Confirmation Sends the user an email after a refund is issued O
Registration Cancellation Sent to registrants when their registration is canceled ‘)

Waitlist Entry

Made with Scribe - https://scribehow.com



22 The "Membership Details (Group)" email template sends an email to the patron
after purchasing a group membership (membership levels which contain more

than one member).

“ Connect with Muse
f=1-3
8

Membership Details

= Gift Card Details

= Migrated Membership Details
Program Registration Purchase

@ Notification

Event Ticket Sold
Mémbership D.s tails (Group)
Refund Confirmation
Registration Cancellation
Registration Confirmation
Waitlist Confirmation
Waitlist Entry

Waitlist Spot Available

Sent to staff members when their email is being
connected to Muse

Sends the user an email after purchasing a
membership

Sends the user an email after purchasing a gift card

Sends the user an email after purchasing a
membership

Sends to the relevant museum staff when a program
registration purchase was done from the purchase
page.

Sends the museum staff when event ticket sold

Sends the user an email after purchasing a group
membership

Sends the user an email after a refund is issued

Sent to registrants when their registration is canceled
Sent to program registrants after successful
registration

Sent to waitlisted registrants when moved to
confirmed status

Sent to waitlisted registrants when they sign up for the
waitlist

Sent to staff when a registration is cancelled
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3 The "Refund Confirmation" email template is sent to the patron after a refund is

issued.
ﬁ Membership Details
= Gift Card Details
= Migrated Membership Details
Program Registration Purchase
@ Notification

Event Ticket Sold
Membershio Details (Group)
Refx.nd Confirmdtion
Registration Cancellation
Registration Confirmation
Waitlist Confirmation
Waitlist Entry

Waitlist Spot Available

Waitlist Withdrawal

Sends the user an email after purchasing a
membership

Sends the user an email after purchasing a gift card

Sends the user an email after purchasing a
membership

Sends to the relevant museum staff when a program
registration purchase was done from the purchase
page.

Sends the museum staff when event ticket sold

Sends the user an email after purchasing a group
membership

Sends the user an email after a refund is issued

Sent to registrants when their registration is canceled
Sent to program registrants after successful
registration

Sent to waitlisted registrants when moved to
confirmed status

Sent to waitlisted registrants when they sign up for the
waitlist

Sent to staff when a registration is cancelled

Sent to waitlisted registrants when they withdraw from
the waitlist

Made with Scribe - https://scribehow.com
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24 The "Registration Cancellation" email template is sent to program registrants

when their registration is cancelled.

% Membership Details

= Gift Card Details

= Migrated Membership Details
Program Registration Purchase

@ Notification

Event Ticket Sold

Membership Details (Group)

Refund.Confirmation

Ragistration Chincellation

Registration Confirmation

Waitlist Confirmation

Waitlist Entry

Waitlist Spot Available

Waitlist Withdrawal

5 The "Registration Confirmation" email template is sent to program registrants

Sends the user an email after purchasing a
membership

Sends the user an email after purchasing a gift card

Sends the user an email after purchasing a
membership

Sends to the relevant museum staff when a program
registration purchase was done from the purchase
page.

Sends the museum staff when event ticket sold

Sends the user an email after purchasing a group
membership

Sends the user an email after a refund is issued

Sent to registrants when their registration is canceled
Sent to program registrants after successful
registration

Sent to waitlisted registrants when moved to
confirmed status

Sent to waitlisted registrants when they sign up for the
waitlist

Sent to staff when a registration is cancelled

Sent to waitlisted registrants when they withdraw from
the waitlist

after successful registration.

5
H Program Registration Purchase
Notification
f=1-3
e

Event Ticket Sold

—
i Membership Details (Group)
= Refund Confirmation

@ Registration Cancellation

Registration Confirmation

Waitlist Confirmation

Waitlist Entry

Waitlist Spot Available

Waitlist Withdrawal
Scheduled Program Notification
(Single Session)

Program Purchase Infaormation
Required

mempersnip

Sends to the relevant museum staff when a program
registration purchase was done from the purchase
page.

Sends the museum staff when event ticket sold

Sends the user an email after purchasing a group
membership

Sends the user an email after a refund is issued

Sent to registrants when their registration is canceled
Sent to program registrants after successful
registration

Sent to waitlisted registrants when moved to
confirmed status

Sent to waitlisted registrants when they sign up for the
waitlist

Sent to staff when a registration is cancelled

Sent to waitlisted registrants when they withdraw from
the waitlist

Sent to program registrants n hours/days before/after
the Program

Sends to the Constituent who purchased a Program to
complete the signup Forms

Made with Scribe - https://scribehow.com
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26 The "Waitlist Confirmation" email template is sent to waitlisted registrants when
they are moved to a confirmed status.

n Program Registration Purchase
Notification

Event Ticket Sold

—
= Membership Details (Group)
= Refund Confirmation

@ Registration Cancellation

R.ec:mration Confirmation
: Waitlist Corifirmation

Waitlist Entry

Waitlist Spot Available

Waitlist Withdrawal
Scheduled Program Notification
(Single Session)

Program Purchase Information
Required

Scheduled Pledge Installment
Payment Link

27 The "Waitlist Entry" email template is sent to waitlisted registrants when they sign

up for the waitlist.

o
Event Ticket Sold
-
% Membership Details (Group)
= Refund Confirmation
@ Registration Cancellation

Registration Confirmation
Wairli:t Confirmation
Waitlist Ent'y

Waitlist Spot Available

Waitlist Withdrawal
Scheduled Program Notification
(Single Session)

Program Purchase Information
Required

Scheduled Pledge Installment
Payment Link

Sends 1o the relevant museum statt wnen a program
registration purchase was done from the purchase
page.

Sends the museum staff when event ticket sold

Sends the user an email after purchasing a group
membership

Sends the user an email after a refund is issued

Sent to registrants when their registration is canceled
Sent to program registrants after successful
registration

Sent to waitlisted registrants when moved to
confirmed status

Sent to waitlisted registrants when they sign up for the
waitlist

Sent to staff when a registration is cancelled

Sent to waitlisted registrants when they withdraw from
the waitlist

Sent to program registrants n hours/days before/after

the Program @ 1'day before

Sends to the Constituent who purchased a Program to
complete the signup Forms

Sent to donors n hours/days before/after the due date @ 1 day before

Sends the museum staff when event ticket sold

Sends the user an email after purchasing a group
membership

Sends the user an email after a refund is issued

Sent to registrants when their registration is canceled
Sent to program registrants after successful
registration

Sent to waitlisted registrants when moved to
confirmed status

Sent to waitlisted registrants when they sign up for the
waitlist

Sent to staff when a registration is cancelled

Sent to waitlisted registrants when they withdraw from
the waitlist

Sent to program registrants n hours/days before/after

the Program @ Hdayibetoe

Sends to the Constituent who purchased a Program to
complete the signup Forms

Sent to donors n hours/days before/after the due date @ 1 day before

Made with Scribe - https://scribehow.com

£ 4
[}
@
a
O
o
(2]
2
=
I=
o
=
7}

x
[
@
a
k=]
@
(5]
2
p
=
a
=
(7]

15



28 The "Waitlist Spot Available" email template is sent to staff members when a

registration is cancelled.

oy
Event Ticket Sold
-
= Membership Details (Group)
= Refund Confirmation
@ Registration Cancellation

Registration Confirmation
Waitlist Confirmation
Waitlist Entry

Waitlist Spat Available
Waitlist Withdrawal

Scheduled Program Notification
(Single Session)

Program Purchase Information
Required

Scheduled Pledge Installment
Payment Link

29 The "Waitlist Withdrawal" email template is sent to waitlisted registrants when

Sends the museum staff when event ticket sold

Sends the user an email after purchasing a group
membership

Sends the user an email after a refund is issued

Sent to registrants when their registration is canceled
Sent to program registrants after successful
registration

Sent to waitlisted registrants when moved to
confirmed status

Sent to waitlisted registrants when they sign up for the
waitlist

Sent to staff when a registration is cancelled
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Sent to program registrants n hours/days before/after
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Sends the museum staff when event ticket sold

Sends the user an email after purchasing a group
membership

Sends the user an email after a refund is issued

Sent to registrants when their registration is canceled
Sent to program registrants after successful
registration

Sent to waitlisted registrants when moved to
confirmed status

Sent to waitlisted registrants when they sign up for the
waitlist

Sent to staff when a registration is cancelled

Sent to waitlisted registrants when they withdraw from
the waitlist
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Sends to the Constituent who purchased a Program to
complete the signup Forms

Sent to donors n hours/days before/after the due date @ 1 day before
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30 The "Scheduled Program Notification (Single Session)" email template is sent to

program registrants n
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31 The "Program Purchase Information Required" email template sends to the

hours/days before/after the program.

Sends the museum staff when event ticket sold

Sends the user an email after purchasing a group
membership

Sends the user an email after a refund is issued

Sent to registrants when their registration is canceled
Sent to program registrants after successful
registration

Sent to waitlisted registrants when moved to
confirmed status

Sent to waitlisted registrants when they sign up for the
waitlist

Sent to staff when a registration is cancelled

Sent to waitlisted registrants when they withdraw from
the waitlist

Sent to program registrants n hours/days before/after

the Program @ Sdgvibelon

Sends to the Constituent who purchased a Program to
complete the signup Forms

Sent to donors n hours/days before/after the due date @ 1 day before
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program registrant to complete required forms when the program is purchased

on the Museum Floor.

oy
Event Ticket Sold
e
% Membership Details (Group)
= Refund Confirmation
@ Registration Cancellation

Registration Confirmation

Waitlist Confirmation

Waitlist Entry

Waitlist Spot Available

Waitlist Withdrawal
Scheduled Program Notification
{Single Sission)

Program Pt rchase Information
Required 4

Scheduled Pledge Installment
Payment Link

Sends the museum staff when event ticket sold

Sends the user an email after purchasing a group
membership

Sends the user an email after a refund is issued

Sent to registrants when their registration is canceled
Sent to program registrants after successful
registration

Sent to waitlisted registrants when moved to
confirmed status

Sent to waitlisted registrants when they sign up for the
waitlist

Sent to staff when a registration is cancelled

Sent to waitlisted registrants when they withdraw from
the waitlist

Sent to program registrants n hours/days before/after

the Program @ Iidayibstore

Sends to the Constituent who purchased a Program to
complete the signup Forms

Sent to donors n hours/days before/after the due date @ 1 day before
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32 The "Scheduled Pledge Installment Payment Link" email template sends to donors
n hours/days before/after the payment due date.

22
29

Event Ticket Sold Sends the museum staff when event ticket sold :
= Sends the user an email after purchasing a grou .
= Membership Details (Group) p P gragiaup :

membership

= Refund Confirmation Sends the user an email after a refund is issued :
@ Registration Cancellation Sent to registrants when their registration is canceled

Sent to program registrants after successful

Registration Confirmation 5 5
registration

Sent to waitlisted registrants when moved to
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Waitlist Entry Ser.n.to waitlisted registrants when they sign up for the
waitlist
Waitlist Spot Available Sent to staff when a registration is cancelled

Waitlist Withdrawal Sent to waitlisted registrants when they withdraw from

the waitlist
Sc.hedu\ed P.rogram Notification Sent to program registrants n hours/days before/after @ 1 day before
(Single Session) the Program
Program Purchase Information Sends to the Constituent who purchased a Program to .
Reqdired % complete the signup Forms c
s 1
Sy 0° Instaliment Sent to donors n hours/days before/after the due date (© 1day before

Payment Link
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