
Groups, Memberships, and Household 

Accounts Online Training Manual



Login Page:

1.Go to 
admissions.morsemuseum.org 

2.Each user will have his/her own sign 
in credentials.

3. We do not limit the number of user 
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.

Login Page



Household Accounts - Existing Members

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.If 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.Once you have located the account, Select the account..



Household Accounts Creation

Customer accounts creation

• In the left hand navigation go to 
“Household Look up”

• Ask if the customer is currently a 
member.

• If they are not and are purchasing 
other tickets, click “create new 
account”.

• Request from the customer the 
complete list of fields located on the 
form page and Click “SUBMIT”. This 
will expedite the checkout process 
when address etc. is needed for 
payment and delivery of confirmation,.

• Then “Select” the appropriate 
account.



Back-office purchase

• Then locate “Make Purchase” in the 
left hand navigation

• Select venue “Morse Museum Online” 
and Affiliate Type “All or Main 
Webstore” and Select Store “Main 
Web Store” and then click “ENTER 
STORE”.

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

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

• Click on the appropriate category to 
see your desired product.



Back-office Membership purchase

• Select a membership type, select 
“ADD TO CART”.



Back-office Memberships Form

• 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 
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 Donation purchase

• If you select a donation, select  an 
amount from the drop down or key in 
a dollar amount, then click “ADD TO 
CART”.

• 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. 



Back-office Insider Lunch purchase

• Select an Insider Lunch 
(Registration), select the desired 
session and quantity.

• You will be taken to the registration 
form page (should be auto-filled with 
the household account info that was 
provided)

• Submit the form and you be taken to 
the Cart page.



Creating a new Group

• Go the 
admissions.morsemuseum.org/signup
s/affiliates.asp

• Fill out the entire application form



Creating a new Group

• Login to your account 

• Click on Manage Sign ups



Creating a new Group

• Make sure that Group Tours, 
Group Tours Add-ons and Morse 
Museum Online is checked off

• Select the appropriate payment 
type



Creating a new Group

• Select “Approved”

• Click “Update Profile”

• Then select “Assign Tickets”



Creating a new Group

• Click the green check and 
this icon will select all your 
tickets that are for your 
groups. 

• Click “ASSIGN TICKETS”

• You can also uncheck all 
by clicking the red “X”.

• You can check and 
uncheck individual 
products an assign special 
pricing



Login our create a household account

• 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 or create a household account

• Select the appropriate 
customer account by 
clicking “SELECT”

• Then go to “MAKE 
PURCHASE”



Group Reservations

• Go to “Make Purchase”

• Select the desired preset group under 
“Select Store” or use the General 
Group Reservations if this is a one-
time group

• *If the group plans to visit on a more 
regular basis sign them up for their 
own group store. Go to: 
https://admissions.morsemuseum.org/
signups/affiliates.asp. Your pm will 
train you on this process.

• Click “ENTER STORE”

https://admissions.morsemuseum.org/signups/affiliates.asp


Group Reservations

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

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

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



Group Reservations Form

• Complete the groups registration 
form and add the appropriate 
group tickets needed for the group 
and click “CONTINUE”



Insider Lunch Form Page

Registration Page:

1. Select the qty and session. 

2.Add the customer information for 

special event.

3.Click ‘Continue’ to add to cart before 

you continue shopping - otherwise you 

will lose the name and address 

information.



Shopping Cart Page

Shopping Cart Page:

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

• Click the “CHECKOUT” 
to checkout or select 
“BACK TO SHOPPING” to 
add other products to the 
cart. 

• You can also enter a 
promo code if there is a 
current offer available.



Checkout Page

Checkout Page:

1. The customer account info should autofill 
the checkout page.

2.Add any missing fields that are unique for 
this transaction.

3. Select “NEXT”



Payment Page

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”



Check Payment

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.



Confirmation Page

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.



Membership Activation

• 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.



Refunds

• To issue a refund, go to Order Fast 
Look up in the left hand navigation 
and search for the customer’s last 
name, order id, or member number.

• Select the correct order. You can 
identify the correct order by looking at 
the address.

• Select order id to reach the ORDER 
DETAIL page.

• At the top of the page you can 
perform a full refund by selecting 
“CANCEL ORDER”. You will be asked 
a series of questions in regards to 
notifying the customer



Partial Refunds

• 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

• 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”



Memberships Renewals

• 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



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 new level and click “Renewal” you will be taken into the store to 
complete your membership purchase.



New or Renewed Membership - Letters

• For new members and new 
member renewals, select a date 
range of your recent membership 
sign ups. 

• Select “Unprinted cards/letters” 
and click “SEARCH”

• Then click the link “Print all with 
MS-Word Letter Template” and 
download the letters in the word 
doc format and print.

• 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


Membership Renewal Reminder Letters

• 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.


