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1. Click the blue North Star icon.

2. Select 'Ticketing'
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3. Click 'Memberships' within the ticketing navigation menu.

4. Switch to the 'Settings' tab in Memberships to fine-tune member policies and options.
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5. 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.

6. 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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7. Enter a "Renewal Grace Period (Days After Expiration)" to set how long after a member 
expires where they can still receive benefits.

8. 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.
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9. Click 'Save' when finished.
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