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Login Page

Login Page:

TICKETING

1.Goto MOH ;;..'I"i: i ll‘l(f‘(';NS(')[.l.l-‘;
admissions.morsemuseum .0rg

PLEASE LOGIN

2.Each user will have his/her own sign roont®: | convergence

in credentials. LGS pee— -
3. We do not limit the number of user sk
licenses/accounts.

4. Sharing of user accounts is highly -
discouraged.

5. Each user can be configured with a
unique set of permissions according to
their role/function.
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Household Lookup Page:
1. Go to “Household Lookup”
2. Check to see if the customer is already a member.

3.You can search for a customer by first and last name, email, address, household account, organization or member #
and search for their account.

4.1f you are unable to locate their account by using the “Search Customer Accounts” button, use the “Search
memberships” button. *If you still can not locate that customer info, click “Create account” and follow the page below.

5.0nce you have located the account, Select the account..



<& convergence.net

Ticketing | Registration | Memberships | Retail

Web | Mobile | Kiosk | POS

Customer accounts creation

Household Accounts Creation

Organization Customer Account Processing

i In the Ieft hand naVigation go to Household Contact Information (*Required fields)
“Household Look up” S
. . First Name:* I: PG G
» Ask if the customer is currently a T I
member. ,,h:::;; :
Email:* g
+ If they are not and are purchasing Member No: (Converyencs internl (.
other tickets, click “create new uite / ap: [
account”. I T
State: [FL- Florida
« Request from the customer the e _ el
complete list of fields located on the o (el S _op (i + = = o s e
fo-rm page- and CIICk “SUBMIT”- ThIS AccountTvpe:MIousehold OR Organization) v|
will expedite the checkout process
When address etc. IS needed for | submit || New Search || Logout Account || Return to POS |I

payment and delivery of confir

 Then “Select” the appropriate
account.
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 Then locate “Make Purchase” in the o P '

sions.morsemuseum.org/management/order_purchase.asp

left hand navigation 8 e s M. | G G

File Edit View Favorites Tools Help

* Select venue "Morse Museum Online” RS
and Afﬂ“ate Type “A” or Ma|n . ‘ M STORE OPEN | J012 N L0123 1] NEWASIGHURS | - SOLD.QUT
Webstore” and Select Store “Main LT T A —
gleb Store” and then click "ENTER v .

. 18 nesenveo seating Affiliate Search: | [ search | click Search and select store below

Select Store:

* You will be taken to the product store
page where you can select your
desired product.

[ Enter Pos station

[0 Retain address information after purchase

ENTER STORE

« At the top of the page there will be
category buttons that contain your
different ticket types.

’a MANAGE AFFILIATES

« Click on the appropriate category to
see your desired product.
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Select a membership type, select
“ADD TO CART”.

'YOUR MEMBERSHIP NO:7700

Memberships

alid for 12 months from date of

Family

Price: $30.00
Good for 1 year from date of purchase.
Student

Price: $10.00
Student Membership
Individual

Price: $20.00
Individual Membership
Teacher

Price: $10.00
Teacher Membership

Back to Shopping

Back-office Membership purchase
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You will be taken to the membership
form page. Most of the member info
will be auto-filled with the household

account info that was provided. If there %\‘f.o

MEMBERSHIP - Contributing

Is a secondary adult and children qty,
please fill that out.

You will see at the bottom of the form
the number of included guest passes

they have on account and mention that

to the customer.

Submit the form and proceed to cart.

Back-office Memberships Form

View Cart  USER: convergence

Enter Your MEMBERSHIP Information

Please fill out the membership form below.

Primary Adult

Title First Name Last Name Suffix
Mrs. v daw test PhD.

Secondary Adult

Title First Name Last Name Suffix
Mr. - Kong Smith Sr.

Children / 4

Grandchildren

Note: (6) Membership Guest Pass tickets are included with this MEMBERSHIP and will be held on account.

Please fill in the contact ion for this

- 3424 West Ave

Suite / Apt: 450

City: Jalon

Zip:* 93767

Stata:
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Web | Mobile | Kiosk | POS

- If you select a donation, select an T e
amount from the drop down or key in
a dollar amount, then click “ADD TO

C ART”. Donation > £200.00
. . Other Amount: § 20.00 %
* You will be taken to the donation form
page.

« Add donor’s first and last name
(should be auto-filled by the customer
account info)

« Submit the form and proceed to cart.



Eoconvergencenet  Back-office Insider Lunch purchase

Web | Mobile | Kiosk | POS

- Select an Insider Lunch | L
(Registration), select the desired Price: $20.00 - I

session and quantity. N N -
* You will be taken to the registration < Ploase et  ession for is oven ’

A: Tue, Nov 15, 2016 12:00PM - 1:30PM OPEN

form page (should be auto-filled with R et
the household account info that was D: Tue, Aug 22, 2017 1200PM - 1:30PM OPEN
provided) Bz

« Submit the form and you be taken to
the Cart page.
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« Gothe _
admissions.morsemuseum.org/signup
s/affiliates.asp

» Fill out the entire application form

Creating a new Group

Address 1:*

Address 2:

Province/Other:

Country:*

Web Site URL: *

# admissions.morsemuseum.org

GROUP RESERVATIONS SIGN UP PAGE

Organization Name:*

Zip / Postal Code:*

The Charles Hosmer Morse Museum Group Reservation Sign up Page.
‘Organization Information: *(all fields required)

Only text characters can be entered

Coca-Cola

2233 Elmer Street

Oriando

CA - California -
87656

United States -

coca-cola.com
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MANAGEMENT

. CONSOLI

« Login to your account PN L A

« Click on Manage Sign ups e e
'8 ReserveD seaTiNG

Master Seating Maps
Pricing Seating Maps
Event Seating Maps
Pricing PLans
Assigned Seat Report
Online Allpcation

Import Ext. Holds
Box Office

Wiew/Edit Users
Change Passwornd
Affiliate Users
Kipsk Config
POS Layout

'B MAMAGE AFFILIATES

Active Affiliates
Cancelled Affiliates
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Web | Mobile | Kiosk | POS

(Separate by "". Leave blank to allow all addresses.)

Ticket Store User Name:

(Can Be Used Instead of Link) Convergence

*Ticket Types: | Group Tours

4 Group Tours Add-ons

Venues: 2 Morse Museum Onling

"Home Venue: ALL - Corporate Account E

(Separate by "". Leave blank to allow all addresses.)

Ticket Store User Name:

(Can Be Used Instead of Link) Convargense

*Ticket Types: & Group Tours
{8 Group Tours Add-ons
Venues @ Morse Museum Online

ALL - Corporate Account [

« Make sure that Group Tours, Pt B
G ro u p TO u rS Ad d _O n S an d M o rse Suppress Feas: Da not charge ticket or order fees for this Affiliate

Tax Selection Charge sales tax for this Affiliate B

Museum Online is checked off

Ticket Store Status: Open

Annual Ticket GoalLimit: 1000

» Select the appropriate payment

typ e Link Login Message: (this Is displayed on the Affiiate Link access page. Leave blank and the Store Welcome Messaga will b displayed by defaul)

Link Password Message: (Leave this blank for the default message)
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Web Mobile Kiosk POS

Select “Approved”
Click “Update Profile”
Then select “Assign Tickets”

Creating a new Grou

Account Representative Information

“First Name:

“Last Name:

*Title:

E-Mail (Management User Name):

Confirm E-Mail

Temporary Management Password:

*Telephone(Day):

Use Contact in Checkout:

Armand

Lemieux

Tour consultant
alemieux@diamendtours.com

alemieux@diamondtours com
Vip32287
800 336 5711

Populates checkout page during orders. (not for at-home

orders)

ext,

First Name {Alternate):
Last Name (Alternate):
Title (Aternate):
E-Mail (Alternate):

Telephone(Alternata):

Affiliate Sub-Users

Allow "Type 1 (Administrator)” Sub-Users to "Manage Users™ [_

Manage Sub-Users

Password Control - Primary
Account is NOT locked

Lock Account

New Password:

Update

NEW Password Aules:

{1} 8-15 characters in length
{2) Contain one lower case letter
(3) Contain any 2 of the following:
a) Uppercase letter
b) Number
c) Special character

In Process

+ Approved Update Profile

Declined
Cancelled

Confirmation Emails Assign Tickets
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ASSIGN TICKETS TO - Diamond Tours Inc (Fort Myers, FL)

* Click the green check and | seeveme a B sean
this icon will select all your

tl C ketS th at are fo r yo u r Ticket Ticket Type Pricing Code SKU Venue H;ﬂuo.lflr A;I'::::a;a Empﬁ\-::zae Otalanl::.lly W X
g ro u pS ] Group Reservation Group Tours 70100 MMWER 50.00 . 5 . % 1
° CIiCk “ASSIGN TICKETS” Group Tour Adult Group Tours Add-ons 60100 MMWER $4.00 . § y s 100

Group Tour Comp Group Tours Add-ons 60104 MMWEEB £0.00 ] 5 100

* You can also uncheck all o |
by CIlelng the red “X”_ Group Tour Home School Group Tours Add-ons 60103 MMWEEB £0.00 ] 5 100

) YO u Can C h eck an d Group Tour Leaders Group Tours Add-ons 60102 MMWEB £0.00 % - 100
unCheCk IndIVIduaI Group Tour Student Group Tours Add-ons BO101 MMWEB £1.00 % -
products an assign special 1 -
pnC'ng ASSIGM TICKETS RETURM TO PROFILE
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* Go to Household look up

« Then search for the
person’s name,
Organization, phone
number, Email, Member
No:

« Click “Search Customer
Accounts” you can also
try “Search Memberships”

* Otherwise select “Create
New Account”

* Fill out the complete form

Login our create a household account

Organization Customer Account Processing

Household Fast Lookup

Organization:
First Name:
Last Name:
Phone Number:
Emall:

MemberNo:

Account Type: ALL (Housenold OR Organization) |5

Imported HH#:
Imparted Constituent#:
Keywords: First Name, Last name, phone, email, and/or memberid
Include Customer Household Accounts
Search Customer Accounts

Search Memberships Create New Account

Account Search Results(first 1000 records) key: [PimayAcul] —[Famiy Member]| [Check Account Emall or Primary|

AcctiD Type Name Organization MemberiD{MemberNo) Member Exp ';‘L‘;’:::’s‘" Phone Emall Address city




Eoconvergencenet | ogin or create a household account

Web Mobile Kiosk POS

Organization Customer Account Processing

Household Fast Lookup

Organization:

« Select the appropriate

Last Name: tost

customer account by p—
clicking “SELECT”

Account Type: ALL (Housenola OR Organization) [

Imported HH#:

b I I Iel I O to “ MAKE Imported Constituents:
Keywords: First Name, Last name, phone, emall, and/or memberid

1] Inelude Customer Heusshold Aeeounts
I U I {C I I} \S E Search Customer Accounts Search Memberships Create New Account

Account Search Results(first 1000 records)  key: [FrimayAdult] —[FamilyMember| [Check Accouni Emal or Primary]

AcctiD  Type Name MemberiDy P Semb’  phone Emall Address city Zipcode
SELECT | 2020 Test, Cameron Testers 11188(7653) 18017 -1 1231231234 cmcphie@convergence.net 123 test cir tost town 12345
SELECT | 2010 tost, carrie 11124(7594) 14017 el cbarton@convergencenst 1235t Anytown i
SELECT | 2010 test, carrie 11124(7599) artano17 -1 cbarton@convergencenet 1235t Anytown mm
SELECT | 2010 tost, carrle 11124(7594) 14017 el cbarton@convergencenst 1235t Anytown i
SELECT | 2010 test, carrie 11124(7599) artan017 1 cbarton@convergencenet 123 St Anytown mm
SELECT | 2010 tost, carrle 11124(7594) 14017 el cbarton@convergencenst 1235t Anytown i
SELECT | 2010 test, carrie 11124(7599) artan017 -1 cbarton@convergencenet 123 St Anytown mm
SELECT | 2010 tost, carrle 11124(7598) 14017 - 1234567890  cbarton@convergencenst 1235t Anytown i
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ﬁﬁng‘ﬂegi::gn‘mmberships‘netail Group Reservatlons
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« Go to “Make Purchase” B acner

CONSOLE
STORE OPEN NEW SIGNUPS SOLD out

TICKETING BY
@l.x:rwugmm MAKE PURCHASE

» Select the desired preset group under
“Select Store” or use the General :
Group Reservations if this is a one- SRR | (-
tlme group Master Seating Maps. =

Pricing Seating Maps
Event Seating Maps

‘ | Search ‘Click Search and select store below

* *If the group plans to visit on a more T [t pos st
reg'_,”ar baS|S S|gn them up for thelr Imrd-E:_Hdds W (Fe e e e e e e o e

own group store. Go to: REEEir—
https://admissions.morsemuseum.org/ (e
signups/affiliates.asp. Your pm will

train you on this process.

* Click “ENTER STOREFE”
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<& convergence.net

Ticketing | Registration | Memberships | Retail

Web | Mobile | Kiosk | POS

Group Reservations

‘Welcome Convergence TEST group employees! Welcome to the Tickets & More Online Store

where you can buy discounted admission.

‘We hope you enjoy your visit!

1. Select the “GROUP TOURS” and
select “ADD TO CART” \ A
or

Group Tours

2. Select the day and time of arrival f
the group

‘Group Reservation

Group reservation package

3. At the bottom of each page the
availability of spaces displays so you
can select another day or time that

OPTIOMAL ACTIVITY AVAILABILITY

This Proegram has some optional add-on activities that
have reduced availabilities on this date. If important
activities to your visit have insufficient availability

on this date, please select a different date.

Group Tour Adult:  Avail. (77 - 100)

Group Tour Comp: Awvail. (77 - 100)

Group Tour Home School: Avail. (77 - 100) L\\,
Group Tour Leaders: Awvail. (77 - 100)

Group Tour Student: Awvail. (77 - 100)

Cancel Continue

Available  Unavailable  Selected

SELECT A DAY FOR: Group Reservation

Suits your group size\ 5 S

Available on Tuesday, November 01, 2016
O  vaLssLE!

Season 2016

Time: Tue,Nov 1,2016 9:45AM

Season 2016

Time: Tue,Nov 1,2016 10:00AM

Season 2016

Time: Tue,Nov 1,2016 10:15AM

Season 2016

Time: Tue,Nov 1,2016 10:30AM

Season 2016

Time: Tue,Nov 1,2016 10:45AM

Season 2016

Time: Tue,Nov 1,2016 11:00AM

Add To Cart

OPEN
OPEN

.
OPEN
OPEN
OPEN

OPEN
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Group Reservation - Season 2016

« Complete the groups registration
form and add the appropriate |
group tickets needed for the group s il
and click “CONTINUE” e -

Group Name*

Please fill out the group reservation tour form.

Smith Grocers

D 1
Please add the number of guests in your party
Item Qty Product or Event Selection Price 5 2 -
1 10= Group Tour Adult $4.00
Season 2016: Tue Nov 1,2015 10:00AM Avail - JES”HQ a gu|ded tour? YES -
12 and clder
2 Group Tour Comp Ik £0.00 .
|age level of your reservation? Grade 12 .
Season 2016: Tue,Nov 1,2016 10:00AM Avail -
S U (S ing Winter Park or Morse Museum?
3 0 - Group Tour Home School £0.00 g PHSE Select
Winter Park
= . Morse Museum
ease select your choice - . N
y special requirements for your group? Both
Group Tour Home School

Group Tour Leaders $0.00
wheel chair access needed
Flease select your choice - L

Group Tour Leaders
5 0 - Group Tour Student $1.00
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Registration Page:

1. Select the gty and session.

Insider Lunch Form Page

2.Add the customer information for
special event.

3.Click ‘Continue’ to add to cart before
you continue shopping - otherwise you
will lose the nhame and address
information.

Insider Lunch Add To Cart
Price: $20.00 Qty 2 v
Insider lunch
» ect a session for this event

A: Tue, Nov 15, 2016 12:00PM - 1:30PM OPEN
B: Tue, Feb 7, 2017 12:00PM - 1:30PM OPEN

C: Tue, Apr 11, 2017 12:00PM - 1:30PM OPEN
D: Tue, Aug 22, 2017 12:00PM - 1:30PM OPEN

Registration View Cart  USER: convergence

Insider Lunch - B

Please fill out the registration form below.

Last Name 1

Is this a member or a guest?

irst N Last Name
Larry ith
Is this a member or a guest? Guest
Cancel Cominue
rickenme oy
ms and Conditions | Privacy Statem mer Sen & convergence.net
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Shopping Cart Page

Shopping Cart Page:

* View all items that have
been added for this order.

Review Your Cart USER: convergence

* Click the “CHECKOUT”
Your shopping cart contains products you have selected for this order. You may return to the ticket
listing page by clicking on the Back to Shopping button to add to your order. You may also change your
to checkout or select g ks e ” ke e

quantity for any item in the cart.

“BACK TO SHOPPING” to
add other products to the Shopping Cart

C art Product Name aty Price Subtotal
.
Donation 1 $1,000.00 $1,000.00 m

* You can also enter a g D e owe N
promo code if there is a D e e

*** Name: daw test 7700 ***

current offer available. e e e

Subtotal: $1,070.00
Tax (if applicable): $0.00
Order Total: $1,070.00

YOUR MEMBERSHIP NO: 7700

Have a Promo Code*? m

'YOUR MEMBERSHIP NO:7700
*Promo Code not required to complete your order.

Membership No. 7700 accepted.
Discount applied to your total: $0.00
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Il

Checkout Page:

THE CH josME
MORSE MUSEUM
of American Art

1. The customer account info should autofill o _
the checkout page. e e (
bad );:‘\‘:3:,‘. \ S =tes || \
2.Add any missing fields that are unique for Cheskomt , Vs comvorgres
this transaction.

3. Select “NEXT”

Please enter your purchaser information below. Make sure your email address is correct to insure proper
delivery of your Morse Museum order to your personal email inbox! If you use a spam filter, please set it
to accept email from issit org at check

Billing Information

Please enter your billing information. (*Required fields not checked in USER override mode)

Title: Mrs.

First Name:* T

Last Name:* test

Suffix: PhD.
Address:* 3424 West Ave
Suite / Apt: 450

City:* Jalon

Zip* 93767

State:* FL - Florida

E-mail:* dawn@convergence.net
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Payment Page:

1. The customer account info should autofill the payment

page.

2. Add any missing fields that are unique for this

transaction.

3. Determine the type of payment the customer wishes to
make under “Payment Type”.

4. Choices are check, cash, comp, credit card, PO, Pending
and many more. This can be scaled back based on your

policies.
5. Select “SUBMIT”

Payment Page

Guest Pass 1 $0.00
** Name: daw test ***
** Season 2016: Tuesday, November 01, 2018 9:30AM-4:00PM =

Insider Lunch 1 $20.00

*** Name: daw test
*** B: Tuesday, February 07, 2017 12:00PM-1:30PM =

Subtotal:
Tax (it applicable):

Total:

Payment Information

Please enter your billing information exactly as it appears on your statement.

Billing Address:*

Suite / Apt:
City:* Jalen
State:* FL - Florida
Zip / Postal Code:* 93767
Payment Type:* ¥ Visa
Mastercard
Name:* American Express
Discover
Card Number:* e
Check
Purchase Order
Security Code: Complimentary (Comp)
Use a Credit (do not enter credit card #'s)
Card Expiration: Meney Order

Department Transfer
IMPORTANT! Do NOT enter credit card ni ~ Grant
selected above which are NOT creditcart  Pending (Unknown)

$0.00

$20.00

$20.00
$0.00

ftypes
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1.  For check payments,
choose “CHECK”
payment type, add your
name and enter the
check and click
“‘SUBMIT” to complete
transaction.

2.  *If you do not have the
check in hand leave the
“Other Number” blank
which will allow the
payment for the order
to pend and flag to
collect payment at a
later time.

Check Payment

Payment Type:® Check

Name:* Karen Smith *

IMPORTANT! Do NOT enter credit card numbers in the input box below. This input box is only used for payment types
selected above which are NOT credit cards {i.e. check or PO numbers).
Other Number: HARRT
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Confirmation page:

1. You will receive a confirmation of the order
with a confirmation number.

2. The customer will immediately receive a
confirmation via email.

Confirmation Page

THE CHARLES HOSMEF

MORSE MUSEUM Q‘:

Art

'YOUR MEMBERSHIP NO:7700

Place New Order

USER: convergence

You will also receive an email with a copy of this confirmation and a link to view and print your eTicket.
All tickets in your order will be contained in one PDF file which may be saved and printed from your

computer.

PURCHASE CONFIRMATION

Thank you for your order!

Your confirmation number is: 9721

Purchase INFORMATION:
daw test

3424 West Ave

450

Jalon

FL, 93767

111-111-1111

Location: Morse Museum Online

Product Name Qty Price
Donation 1 $1,000.00
Contributing 1 $50.00

*** Name: daw test 7700 ***

Subtotal

$1,000.00

$50.00
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. If the purchase includes a membership select “Card Print” at the end of the payment transaction. Key in
the last name, address, last 4 digits of credit card, phone number, member# or order id.

. When you find the correct account, click on the link and it will autofill the member’s info.
. You can add additional unique info to the member processing page.
. Click ‘Start Webcam’ to take the customers photo, click ‘Upload’ and ‘Save’ it and select ‘Print Card’. This

may take several seconds. *Morse will not be collecting photos.

..............
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. To issue a refund, go to Order Fast =~ oo
Look up in the left hand navigation R
and search for the customer’s last

Current Status: ORDERED

name, order id, or member number. View All eTickets

eMail eTickets as LINK
| Create Contract | eMail eTickets as ATTACH

. Select the correct order. You can
identify the correct order by looking at et mermater

Order ID: 9723 |

the add reSS N Sunday, September 25, 2016 9:57AM (Pacific Time)

eMail Address:

Update Barcodes |

Current Barcode Summary:

- Acct ID: *** unassigned **** __Apply Cust. Acct. 1. 5010100998007058 X
. Select order id to reach the ORDER

, Us Motes:

D ETAI L pag e . tel: :i))T1luTifi?2ctairTI’e;rr?1;i:Io(iilax:used)

Fax: iii) Click on X to "void' or "redeem’
Voided Barcodes:

b At the top Of the page you Can Venue: Morse Museum Online
perform a full refund by selecting E——
“CANCEL ORDER”. You will be asked  rerestizne: 7o Addew e
a series of questions in regards to S——
notifying the customer
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Go to the order detail (same as F\full
refunds)

For partial refunds, the rule is to always
adjust the price of the products first by
clicking in the link next to the cart
contents to the desired price to match
the planned partial refund. So the
balance is always showing as $0.

Select to “MAKE PAYMENT”

Partial Refunds

Venue: Morse Museum Online
Total: $20.00

Promo Code:

Membership No.: 7701

Payment Information Make Payment

Check Received
Number: #4567 (12:00:00 AM)
Amount: $20.00
Management User: convergence
Ordered: 9/25/2016 9:57AM (Pacific Time)
Paid: 9/25/2016 9:57AM (Pacific Time)
IP Address: 71.236.183.26

Order Amount:
Total Payments:

Balance Due:

Product Name Add to cart

Individual

*** Name: __ 7701 ***

$20.00
$20.00
0.00

Order Notes
Add New Note:

Enter notes

here

Add Notes

Qty Price/Ea Extended

1 $20.00
SubTotal:

Taxes (if applicable):
Total:

$20.00
$0.00

$20.00
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» Select the payment type for the
refund

« Add any notes about the refund
« Key in the refund amount.
» Click “SUBMIT".

« Click “BACK TO ORDER
DETAILS”

Partial Refunds

Make Payments

Please select
Enter New Payment Record Infor| - .4 card
Payment Type: *
Check

PO /Check No. or
Note: E

Never put a CREDIT CARD, SOCIAL
these numbers are NOT to be store

Money Order

JDepartment Transfer

Grant
External Credit Card
Refund (decreases payment total)

I in this field. It is a secunty risk to do so, as
brd your customers' privacy.

Amount:

Apply Credit (this is not 'credit card")

Adjustment (neg. or pos. amountsx)

Submit

BACK to ORDER DETAIL

'Purchase Order' entry is only allowed as the first payment type entered for this order from this management page AND if
the initial payment type at time of order is 'PENDING/UNKNOWRN' or 'PAY AT THE GATE. Only one (1) purchase order

number per order is allowed.

Current Payment Information
Check Received

Number/Note: #4567 (12:00:00 AM)

Amount: $20.00

Management User: convergence
Ordered: 9/25/2016 9:57 AM {Pac
Paid: 9/25/2016 9:57 AM (Pacific
IP Address: 71.236.183.26

afic Time)

Time)




<& convergence.net

Ticketing | Registration | Memberships | Retail

Web | Mobile | Kiosk | POS

. To RENEW a
membership for a
customer, visit
“Household lookup”

. Ask for the customer’s
name, email or
membership# and
click “SEARCH
CUSTOMER
ACCOUNTS”

. Scroll down and click
“SELECT” to pull up
their account

Memberships Renewals

Organization Customer Account Processing

Household Fast Lookup

Organization: l:l
First Name: l:l
Phone Number: l:l

Email: dawn77777@convergenc
Memberno: ]
Account Type: |ALL {Household OR Organization) Vl

Imported Constituent#: l:l

Keywords: First Name, Last name, phone, email, and/or memberid

Include Customer Household Accounts [

| Search Customer Accounts | | Search Memberships ‘ | Create New Account H Return to POS |

Account Search Results(first 1000 records)  key: [Primary Adult Family Member Check Account Email or Primary

MemberlD Member

AcctID Type Name Organization {(MemberNo) Member Exp Status Phone Email Al
2023 o] Test, Dawn 11197(7660) 9/19/2018 -1 dawn77777@convergence.net 1
SELECT |2023 o test, test 11197(7660) 9/19/2018 -1 111-111-1111 dawn77777@convergence.net 1




<& convergence.net

Ticketing | Registration | Memberships | Retail

Web | Mobile | Kiosk | POS

Membership Renewals

. Scroll down and you will see “Membership/Season Passes”

. If the membership is eligible for renewal, select the same membership type and/or
upgrade the customer to a new level of membership. *Please note you must issue a new
member card if the membership level changes

. Once you select your n

level and click “Renewal” you will be taken into the store to
complete your membershi

urchase.

Memberships / Season Passes

1D No Name Product -{Il_irvel) Amount Expiration Date Status OrderID OrN¥gr Date

182519 E% Individual Individual $20.00 7/27/2017

Member Notes: Import:

Donations / Adoptions

Tier P Order
ID No Name Product (Level) Type Amount Expiration Status OrderID B




> convergencenet New or Renewed Membership - Letters
Ticketing ‘ Registration ‘ Memberships ‘ Retail

Web | Mobile | Kiosk | POS

* For new members and new
member renewals, select a date _
range of your recent membership s oo

I (Appeal)
Sign ups. Select Medis
Start Date: |September Vl |2016 Vl

End Date: [September V| [2016 v]
° Se I eCt [ U n p ri nted Ca rd S/I ette rs” Time Adjust: Number of hours to shift order time (from Midnight Padific Time)
ec!

and click “SEARCH”

- Expire: hin 30 day (Prior)
Back Off 5
ac ice =l thin 30 day ago (Post)
Renewed List

. . = - Unprinted cards/]
« Then click the link “Print all with e T
M S_Word Letter Template” and Summary (wide format) report for ALL from 9/24/2016 to 9/25/2016
. spGetSeasonPass2 @VenuelD = null, @campaignlD = 0, @medialD = 0, @dtDate = '9/24/2016', @dtDate? = '9/25/2016 11:59:5% PM', @searchKeyword = ", @sortField = 'D
download the letters in the word e
d f t d . t Me;!; &:ﬁ; Name Member Number Product Venue :rd;rm |
oc format and print. “ i

7701 Individual MMWEB  9/25/2016

E, zip/postal, order ID, or member number

* You can also use the keyword
search if you would like to print
just one membership letter.


https://admissions.morsemuseum.org/management/print_letterTemplate.asp?memberIds=18526

<& convergence.net
Ticketing | Registration | Memberships | Retail
Web | Mobile | Kiosk | POS

Print a batch of renewal member letters
that are about to expire, recently expired,
4 weeks expired and/or 5 months
expired

All memberships in that have not been
renewed will display as Renewal Letter 1
(4 weeks ahead of expiration), Renewal
Letter 2 (1 week after expiration),
Renewal Letter 3 (4 weeks after
expiration), and Renewal 4 Letter (5
months expired).

Use the key word search to view specific
members

If letters have been printed they will not
display again unless they are not
renewed based off the next time line of
expiration. If this needs to be reset,
please notify your program manager.

Membership Renewal Reminder Letters

MEMBERSHIP REPORT

Select Venue:
Select Campaign:
(Appeal)

Select Media:
Type:

Start Date:

End Date:

Time Adjust:
Payment/Origin:
Format:

Keyword

Back Office

All d

- AL Campaigns [

Sep!

or B (23 | 206 |

septemoer [ | 22 ) 2016 [

0 ) Numberof hours to shift order ime (from Midnight Pacific Time)
ALL B

Renewal Letters B

last name, zip/postal, order ID, o member number

Show only back office orders

Search
Expart To MailChimp

Primary Nam Product Nams
Gary Minor Famiy
Noah Kanter Individual

erie Engel Teach

elley Hatfi Teach
Candace Cassid Benefactor
Frederick Drys Teacher
James Leg Famiy
Madelyn Flam Teaeher
Dee Smith Famiy
Connie Stauat individual

Purchase Date

1271012015

12/10/2015

11312015

12/1/2015

11412015

14/10/2015

8/15/2015

1271012015

80312016

127172015

Expiration Date

1152016
1412016
1132016
14372016
111312016
11/372016
141212016
11212016
141212016

11212016




