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1. Click on the blue North Star icon.

2. Select 'Ticketing'
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3. Select "Memberships" from the ticketing navigation menu.

4. Navigate to the Memberships tab to manage and view member details.
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5. Type the member name you wish to locate into the 'Search by Name' field.

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

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

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

12. Select 'View constituent' from the actions menu.
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13. Selecting this option will take you to the full constituent record, which is also located 
under Settings &gt; Fundraising &gt; Constituents

14. Select 'Print membership card' from the actions menu.

View online

https://app.arcade.software/share/VON6Bum92o7JW9fZuVyy


15. 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.

16. 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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17. In the following pop-up window, you're asked to confirm the Membership Level you'd like 
to assign to the constituent.

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

20. The "Send Membership Details by Email" toggle allows you to decide whether to send 
the Membership Details email to the member.

View online

https://app.arcade.software/share/VON6Bum92o7JW9fZuVyy


21. Enter First Name, Last Name, Email and Phone Number for the "Primary Member" as-
signed to this membership.

22. Click "Add" to save the new membership.
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