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Managing Memberships and Membership Setting
Learn how to efficiently manage member records, search for specific constituents,
and configure membership settings within the Muse Software platform. This guide
provides a walkthrough for processing memberships, performing bulk actions, and
adjusting administrative preferences to ensure streamlined visitor management.

1 Click the blue North Star icon.
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2 Select 'Ticketing' from the list.

3 Select 'Memberships' from the navigation menu.
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4 Click the "Memberships" tab.

5 The memberships list is a list of all Primary Members. You can see their name
listed in the "Primary Member" column.
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Tip! If you search for any named members/guests on a membership, the search
result will show you the associated Primary Member tied to said membership.

6 The membership level is displayed in the "Level" column.
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7 The membership status is displayed in the "Current Status" column.

8 The date the member joined is displayed in the "Join Date" column.
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9 The date of the most recent membership renewal is displayed in the "Last
Renewal" column.

10 The membership expiration date is displayed in the "Expiration" column.

Member Search
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11 Click the "Search by name" field to search for any constituent tied to a
membership.

12 In the dropdown field next to search, you can alpha sort,
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13 or sort by Expiration Date.

14 Click "Bulk Actions" to create a tag for your email marketing platform or to export
the list to CSV.
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15 Click "Filter" to apply filters by Level, Status and Date.

Membership Management
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16 Type the member name you wish to locate into the 'Search by Name' field.

17 Click the three dots to the right of the member row to open the actions menu.
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18 From here, you can View Membership, Email membership details, View
constituent, and Print membership card.

19 Select 'View membership' from the menu.
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20 A pop-up window will display with the Primary Member name, contact
information, membership details, and other named members.

21 Select 'Email membership details' from the actions menu.
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22 A pop-up window will display allowing you to email membership details, including
digital membership card, to the email address provided.

23 Select 'View constituent' from the actions menu.
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24 Selecting this option will take you to the full constituent record, which is also
located under Settings > Fundraising > Constituents

25 Select 'Print membership card' from the actions menu.
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26 From here, a pop-up window will display where you have the option to print a
membership card for any Primary or Secondary members named on the
membership.

27 Back on the Memberships list view, click "Add Membership" to add a membership
without any revenue. This process works well when you wish to sell
complimentary memberships.
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28 In the following pop-up window, you're asked to confirm the Membership Level
you'd like to assign to the constituent.

29 Click "Select End Date" to update when you'd like the membership to expire.
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30 Click "Add Membership Number" to create a Member ID, or the system will
automatically create one upon saving these details.

31 The "Send Membership Details by Email" toggle allows you to decide whether to
send the Membership Details email to the member.
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32 Enter First Name, Last Name, Email and Phone Number for the "Primary Member"
assigned to this membership.

33 Click "Add" to save the new membership.
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34 Click here.

Membership Settings

35 Next, click "Settings" from the top navigation menu under Ticketing >
Memberships to configure a few important membership settings.
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36 First, utilize the checkbox to 'Include check-ins in museum admissions reporting'
which allows you to count or exclude Member admissions in the Admissions
report within Muse. We recommend keeping this box checked.

37 Next, enter a "Standard Renewal Period (Days Before Expiration)" to set how far in
advance a member may renew. This setting will also dictate what happens during
a membership upgrade or downgrade.
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38 Enter a "Renewal Grace Period (Days After Expiration)" to set how long after a
member expires where they can still receive benefits.

39 Enter an "Early renewal discount %" to set a percentage off the membership if a
member renews before their expiration date. This discount is triggered when a
renewal is executed PRIOR to the timeframe specified in the Standard Renewal
Period field.


