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1. Click on the blue North Star icon.
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Donations Integrations Branding Hours and Closures Misc Staff Email

t Inquiries
ho receive email notifications for private event inquiries.

nquiries
ho receive email notifications for group visit inquiries.

:nt Ticket Sales

ho receive email notifications for museum event ticket sales.

jistration Updates

ho receive email notifications for program registrations or
 Updates
ho receive email notifications for ip updates (purchase, renew, upgrade, downgrade).

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

Muse ®
n Ticketing Dashboard

b R Createatickstiyps [ Creats amembership benefi

Today 7 Days 30 Days
o=
Tickets revenue Tickets sold Events reached capacity

- $0.00 0 0

3
75% capacity, whether past, current, or upcoming 8
°
g 3
&
@ Event capacity .§
2]
Event Name Date and Time Venue Capacity Sold % of Spots Sold ~ Status
Halloween Spooktacular Oct 31, 2026 at 8:00pm NIA 250 1 0% Upcoming
Annual Gala Dec 18, 2026 at 7:00pm Main Exhibition Hall 300 44 5% Upcoming

4. Navigate to the Memberships tab to manage and view member details.
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IC Ticket Types
Name (Z-A) v Bulk Actions ~ = Filter
5 Memberships
r Level Current Status Relative Status Join Date Last Renewal Expiration
- ”
@ Events ‘4‘:;""" Supporter Membership Active 123/26 s 1/04/27
o) t o = .
2, Programs i Individual Inactive 121/26 21727 3
F-
S it Famil Active 2/17/26 - 2/28/27 3
Reports 403 b 2
.E
7 ’,tsm Supporter Membership Active 1/09/26 A 1109/27 £
@ Settings F
ite 2 i -
Sos0 Family Inactive 5/19/26 5/18/27
e recht Indiividual Inactive 3123126 - 3/22/27
- Individual Inactive 3/22/26 - 32127
ar Wert =
2508 Supporter Membership Inactive 3/19/26 - 318/27
E?X; 2 Supporter Membership Inactive 1/09/26 - 4/30/26
""i'm Supporter Membership Wnaciive 3/23/26 = 322127
- Family Inactive 4)16/26 - 4p1s/27
1
S Individual Inactive 2/03/26 - 2/02/27
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5. Type the member name you wish to locate into the 'Search by Name' field.
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Primary Member

Ben Wright-Smith
MB36717754847

Will Wright
MB38795800005

John Wright
MB5575205403

Ben Wright
MB31159807830

Luette White
MB37623016950

Brandon Weibrecht
MB34290137054

Memberships

O

Add-Ons

Level

Supporter Membership

Individual

Family

Supporter Membership

Family

Individual

Settings

Current Status Relative Status

Active

Inactive

Active

Active

Inactive

Inactive

6. Click the three dots to the right of the member row to open the actions menu.

ership

rership

Current Status

Active

Inactive

Active

Active

Relative Status

Join Dz

1/23/2€

1121/26

2/17/26

1/09/2€

5/19/2€

3/23/2'

Add Membership

Name (Z-A) v Bulk Actions v
Join Date Last Renewal Expiration
1/23/26 -- 1/04/27
1/21/26 = 1121127
2/17/26 - 2/28/27
1/09/26 = 1/09/27
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7. From here, you can View Membership, Email membership details, View constituent, and

Print membership card.

Current Status Relative Status
ership Active
Inactive
Active
rership Active

8. Select 'View membership' from the menu.

Settings
Current Status Relative Status
wership Active
Inactive
Active
rership Active

Name (Z-A)

Join Date

1/23/26

1/21/26

2/17/26

1/09/26

Name (Z-A)

Join Date

1/23/26

1/21/26

2/17/26

1/09/26

View online

Last Renewal

Last Renewal

Bulk Actions = Filter

Expiration
1/04/27
View membership
Email membership details

View constituent

Print membership car

Add Membership

Bulk Actions v = Filter

Expiration
1/04/27
@N membership
Email membership details
View constituent

Print membership card

x
3]
@
2
o
o
2
=
=
a
=
7}

=
3]
@
2
°
@
2
=
=
8
3
7]



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

9. A pop-up window will display with the Primary Member name, contact information, mem-

bership details, and other named members.

Member Information

Ben Wright-Smith
L Primary Member

[ bwrightwfusdemo2@gmail.com
% No cell phone on file
® No address on file

Membership Level Membership Status
Supperter Membership Active

Join Date Expiration Date
1/23/2026 1/04/2027

Membership Number
MB36717754847

Other Members

Name Type Demographic
Kelli Wright-Smith Secondary Adult
Murphy Wright-Smith Guest Child

Unnamed Guest Guest Adult

One-time use passes: 0 remaining (S used)

10. Select 'Email membership details' from the actions menu.

Settings
Name (Z-A)
Current Status Relative Status Join Date
ership Active 1/23/26
Inactive 1/21/26
Active 2/17/26
rership Active 1/09/26

View online

Date of Birth

Last Renewal

Add Membership

Bulk Actions v

Expiration
1/04/27

View membership

= Filter

Email meip details

View constituent

Print membership

card

Submit feedback

Submit feedback
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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.

Email membership details

Send email to

bwrightwfu+demo2@gmail.com

® Sends a summary of Ben Wright-Smith's membership to the email above.

Cancel

12. Select 'View constituent' from the actions menu.

Name (Z-A) v Bulk Actions v = Filter
Current Status Relative Status Join Date Last Renewal Expiration
rership Active 1/23/26 - 1/04/27
Raclve 121/26 - View membership
Email membership details
Active 2/17/26 . B i

View constituen
rership Active 1/09/26 -

Print membership card

Submit feedback
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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
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& Return to All Constituents
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@ Ben-Smith

8 2 Send Email @ Record a Donation @ AddtolList B AddaNote £ Record a Pledge
=g ~ Overview Record a Gift
® $0.00 $0.00 1 1
Total Giving Total Recognition All-time visits Last 12 months visits
-
3
Pledges Donations Appeals Add to Appeal k-]
b4 g
2
£
£
= 8
@
[ No pledges have been registered
Membership View ~ Relationships Add Relationship
Supporter Active
Pl "
I Membership
Expires 104/27
Member since: 2626 There are no relationships

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

Name (Z-A) v Bulk Actions v = Filter
Current Status Relative Status Join Date Last Renewal Expiration

rership Active 1/23/26 -- 1104/27 :
Inactive 1/21/26 - View membership -
.
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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.

Print Membership card

Which member's card do you want to print?
Ben Wright-Smith (Primary)

Ben Wright-smith

Supporter
Hembership
1/e4/27
MRRT17754R47

Submit feedback

Gancel

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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-
=
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] Y ::’;s‘;’:;?;‘:;f;“m‘ Supporter Membership Active 123/26 = 104127
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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.

Enter Membership Details

Select Membership Type

Choose an option... O

Select End Date

8/28/2026

Add Membership Number

Send Membership Details by Email

«©

Primary Member

First Name Last Name

18. Click "Select End Date" to update when you'd like the membership to expire.

Enter Membership Details

Select Membership Type

Choose an option...

Select End Date

8/28/2026 O

Add Membership Number

Send Membership Details by Email

©

Primary Member

First Name Last Name
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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.

Enter Membership Details
Select Membership Type

Choose an option...

Select End Date

8/28/2026

Add Membership Number

O

Send Membership Details by Email

«©

Primary Member

First Name Last Name

Email Phone Number

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

Choose an option...

Select End Date

8/28/2026

Add Membership Number

Send Membership Details by Email
Primary Member

First Name Last Name

Email Phone Number

B - +1 201-555-0123
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21. Enter First Name, Last Name, Email and Phone Number for the "Primary Member" as-
signed to this membership.

Select End Date

8/28/2026

Add Membership Number

Send Membership Details by Email

©

Primary Member O

First Name Last Name

Email Phone Number

B -~ +1 201-555-0123

Add

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

rship Number

ership Details by Email

nber

ne Last Name

Phone Number

B - +1 201-555-0123
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