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1. Start by accessing the Settings menu from the blue North Star icon.

2. Navigate to Ticketing.
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3. Open 'Memberships.'

4. Switch to Membership Settings to confirm your renewal configurations.
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5. Adjust the standard renewal period, which is defaulted to 30 days. This is the window 
during which an upgrade costs only the difference between levels (greater than Standard 
Renewal Period), not the full new rate (within Standard Renewal Period).

6. Set the renewal grace period, which is how you want lapsed renewals to reflect in your 
internal reporting. This field represents the number of days after expiration that a member 
will be considered as lapsed.
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7. Customize discounts to encourage early membership renewals. The Early Renewal Dis-
count is extended to members that renew the same membership level before the Standard 
Renewal Period.

8. Click Save to secure your updates.
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9. Click Museum Floor to open the floor view and continue your membership renewal or 
upgrade.

10. Connect to an available station to proceed with transactions.
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11. Head to the Memberships tab to choose renewal or upgrade options for visitors.

12. Add member details to personalize the membership renewal or upgrade.
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13. Select the member you wish to renew or upgrade for a streamlined experience.

14. Acknowledge the membership addition so you can continue with checkout.
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15. Click Renew to easily extend a member's museum benefits for another year.

16. Or, you can upgrade the member to a premium tier for even more advantages.
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17. Alternatively, choose Downgrade if the member wants a simpler or more affordable 
membership plan.

18. In this case, let's walk through a straightforward renewal to extend museum privileges.
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19. Select optional add-ons to boost value for members.

20. Click Continue to finalize your renewal.
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21. Click Renew to confirm and process the membership renewal for your guest.

22. Acknowledge the confirmation to keep moving forward with your transaction.
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23. Click Pay Now to complete your membership renewal or upgrade, and proceed to the 
next step.

24. Select the member's preferred payment method and follow the prompts through to 
completion!

View online

https://app.arcade.software/share/c8Mh9I8F1vf8iGRuviAE

