Building a Membership Program
1. Log In to Administration.
2. Click the House icon, and then open the Blue sales folder where you will be building your Membership. If you need to build a Membership sales folder, see Creating a Sales Organization Folder in Administration for more instructions.  
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3. Open the Membership folder and click the Membership icon.
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4. In the Membership field, right-click and select New. The Membership: New window will appear.
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5. In the General tab, fill out the following information:
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A. Internal Name: Required. Name of the membership that will appear in the AMS Sales Screen. Can be a shortened name. 
B. External Name: Required. Title of the membership program that will appear to customers online.

C. Sales Line Type: Required. Defines the actual items being sold (i.e. Membership, Passes, etc.).
D. Specify Renewal Grace Period: Allows expired members to renew a certain amount of days after their membership has expired. 
E. Prompt For Renewal: Will notify the customer (online) and box office staff (in AMS or POS) a certain amount of days before a membership is due to expire.
F. Project Code: This can be a customized code that would be used for internal reporting.
G. Enable: (required) This needs to be checked to make the membership program is active. 
H. Membership ID must be input at time of purchase: Requires that you enter the member number in for every order.
I. Approval is required for membership activation: Will not allow a customer to access their benefits until a staff member has approved and activated the membership.
J. Expiration Type:
· Static Expiration: All memberships will expire on the same day, no matter when they were purchased. Best used for film festivals, fairs, etc. that have static dates. 
· Sliding Expiration: No matter when a membership is purchased it will expire a specific number of months later. Best used for year-round theatres.
K. End of Month Expiration: Allows the membership to expire at the end of the month instead of the exact date that the membership was purchased. This is only available for Sliding Expiration memberships. 
 
6. Click the Sales Channels tab to place the on-sale dates and times for the membership. NOTE: Make sure to extend your End Date to a future date, so that the membership stays on sale as long as needed. Agile recommends at least a few years.
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7. The Delivery tab allows you to choose how your members will receive their member cards. Check the box next to the appropriate delivery method(s). NOTE: If your organization has hired Agile to process and fulfill your memberships, please make sure to check the appropriate Agile Fulfilled delivery option and enter the date to start the fulfillment. You can also enter any notes for our fulfillment team. For instructions on how to do this, please see Agile Fulfillment Delivery Switch.
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8. Access Buyer Types allows you to choose the different Buyer Types that will be allowed to sell this membership. This is a required function. In most cases, it is best to add all your active buyer types here.
a) Select the organization from the drop-down. 
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b) Select the buyer type from the drop-down.
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c) Click the Green plus sign to add the buyer type to the list below.
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9. The Short Descriptives tab is where you will be able to put a short synopsis or description of what is available through this membership.
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10. The Description tab is where you will place a longer description about the membership.
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11. The Extra HTML tab allows you to add long, descriptive information for this membership.
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12. The Confirmation tab is where you can add any information that you would like the customer to know when they complete the order (i.e. Thank you for purchasing this Membership. You should receive your membership in the mail within 5 to 10 business days from purchase.)
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13. Click the Image tab to upload any marketing image for the Membership.
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14. Click Apply to save your changes and OK to close the window. 
 
*Note: The next step in building a membership program is to build your Member Benefits Groups. Do not build the membership prices until you have created your Member Benefits Groups.

Setting up Member Benefit Groups
15. In your Membership folder, select Benefit Groups. 
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16. Right-click in the Benefit Group field and select New. 
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17. Name the Membership Group. This is usually the same name as the membership type or level. If your benefits change from year to year, we strongly suggest adding the year to the benefit name (i.e. 2017 Flex Season Benefit).
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18. Add a description for this Benefit Group that includes a description and list of the benefits that this level receives. This can be used for internal reference as well as a way to merge Member Benefit information onto your Member Welcome Letters.
29. Click Apply and OK. 

Building Your Membership Prices
20. In the Membership folder, select the membership program in the Membership area under which the price will be built.
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21. In the Membership Prices area, right-click and select New. 
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22. In the Membership Price: New window, right-click in the Price box and select New Price.
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23. The Price: New window will appear.
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A. Choose the applicable Sales Line and Sales Line Type.
B. Enter in the Name of the price. This will not be seen by the customer, but it should be easily identifiable for accounting purposes. We recommend being very detailed in the price name (i.e. ABC Venue Adult, Subscription Adult, Gold Member Price, etc.).
C. If it is a complimentary price, check the box next to Complimentary.
D. The Notes tab is for internal use only and will not be seen by the customer.
24. Click Apply and then OK.
25. In the Price Distribution: New window, right-click and select New.
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· Price Category: select Price from the drop-down menu.
Amount: enter in the amount of the item being sold.
· Tax Rate: select the correct tax rate, if applicable.     
· Unredeemed/Redeemed Account: choose the appropriate Revenue Payment Accounts here from the drop-down.
· Select Apply and then OK.
NOTE: If the price also includes a fee, repeat the above steps but choose Fee in the Price Category.
· Effective Sale Date: choose the date the price should be effective. This can be set in the future and Agile will automatically change the price at the set time.
[image: ]
· Fair Market Value: enter in the value of the item being sold. 
26. Click Apply and then OK once all the pricing information has been created.
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A. Select the Sales Channel where this price will be available for purchase.
B. Set the Price Type. Customers will see this name, so make sure to choose something that is clear.
C. Set the Level. Agile recommends that organizations group all their memberships by level. For example, a student membership and a student complimentary membership would both use "Student" for the Level.
D. Select the Functional Area. Select Level 1 - Restricted Price for any price that should not be for sale to the general public.
E. Select the Card Format.
F. Choose Card Per Member if the membership type allows for multiple cards to be printed OR Single Card if only one card per membership will be printed.
G. Set your Expiration Date: This determines the duration of the membership. For Static Expiration memberships, choose the exact date that the membership is due to expire (i.e. Festival Passes expire on Jan 1, 2020). For Sliding Expiration memberships, choose how many months the membership is available (i.e. Membership is valid for 12 months).
H. Set your Display Sequence: The display sequence determines in what order the memberships will be displayed online and in AMS.
I. Select your Quantity Restriction: Min and Max: This limits how many memberships may be bought at a time.
J. Select your Multiple Customers: Min and Max: This limits how many customer names are on a membership (i.e. for dual memberships, set the min and the max to 2).
K. Make sure your Price is Enabled. 
L. If you would like to include a Service Fee, make sure the Include Service Fee box is checked. 
M. For renewal prices, make sure to check the box next to Membership Renewal. 
N. Allow 12-Month Pledge: Checking this box allows customers to pay for the membership in monthly installments. This option is for Donor Perfect clients only and must have a Safe Save merchant account.
27. The Description tab allows you to add a description of this Membership Price.
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28. Under the Card Image tab you can add the image you want to show up on the card.
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29. If this price should only be accessed via a promotion code, add that code under the Promotion tab. See Promotional Codes: Creating and Attaching Codes to Prices for more information.
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30. The Questions tab allows the client to add order questions for customers to answer before completing checkout. See Creating Order Questions for more information. Move the question from the Available Questions column to the Selected Questions column to activate the questions for this price.
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31. The Membership Benefits tab is where you will attach the benefits for this membership level. This step cannot be skipped. If you do not add the Member Benefit Group(s) to the price, members will not be able to access their benefits online or at the box office. Follow the steps below:
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A. Right-click in the window and select New.
B. Select the correct benefit from the Benefit Group drop-down. 
C. For a Static Expiration Membership, choose the Effective Start Date and the Effective End Date for the exact dates you want the benefits to be valid for. For a Sliding Expiration Membership, set the Effective End Offset to the number of months the membership benefits will be available.

32. Account Benefits Tab

[image: ]
A. Right-click in the window and select New Static or New Sliding.
B. Select the correct benefit from the Benefit Group drop-down. 
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C. For a Static Expiration Membership, choose the Effective Start Date and the Effective End Date for the exact dates you want the benefits to be valid. For a Sliding Expiration Membership, set the Effective End Offset to the number of months the membership benefits will be available.
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D. Check Attach to Membership if all members on the membership should have access to this benefit. If this is unchecked, this benefit will only allow the purchaser of the Catalog item (ticket packs) access to this benefit.
E. Check Require Active Membership if the customer's membership must be active for them to receive their benefits. 
33. The Donor Management Tab: This is only available for Donor Perfect clients. Select the appropriate items from the dropdowns. See these articles for more details on this tab: Gift Properties and Other Item Properties. 
34. The Auto-Renewal Tab: here you can set up this membership price to be available for automatic renewal. Make sure that the Allow Auto Renewal box is checked. Select the renewal price from the drop-down as well as a delivery method. Finally, define the how many days before the renewal the customer will be notified. 
[image: ]
35. Click Apply and then OK. To add multiple sales channels, click Add New and change the sales channel on the General Tab. 
 
Building a Benefit
36. Select the Benefit Group icon. [image: ] Select the first Benefit Group you created. 
37. In the Benefit field, right-click and select New.
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38. Select the type of benefit.
A. Event/Showing Benefit: Points to a Showing or Event ticket type (most commonly used).
B. Catalog Benefit: Allows to add a Merchandise or Concessions type benefit.
C. Membership Benefit: Allows for a benefit for another membership (i.e. if festival passes are built as memberships, use this option).
D. Package Benefit: Allow for a benefit of a package. 
E. Show Benefit: Points to a particular Show ticket type (for example, if the member should have access to all the performances of a particular Show, use this benefit).
39. Once you are in the Benefit window, fill out the following information: 
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A. Benefit Name: Name the Benefit. (i.e. Member Discount)
B. Organization: Select your Organization.
C. Sales Line Type: This points to the Sales Line Type on the event/show/membership/etc. that the benefit is redeemed for.
D. Sales Folder: Choose the specific folder or select All.
E. Specific Event/Showing: If a benefit is only valid for a specific event/showing, click the Magnifying Glass icon to select it from a sales folder.
[image: ]
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F. Specify Tier: Select the inventory for which this benefit should be redeemed. If you keep this blank, it will point to all Tiers. 
G. Specify Ticket Type: Select the ticket type you built under your events for which the benefit will be redeemed. 
H. Specify Max Per Item: Set the benefit per item, e.g. customers may buy two tickets per event/show at the membership price. 
I. Specify Max Per Membership: Set the benefit per membership, e.g. customers may buy two tickets total at the membership price. 
J. Specify Start Time Window: Enter in the amount of time that must occur between showings. This prevents customers from using their benefits on two concurrent showings. 
K. Brief Description: For organizations that would like their customers to be able to view to their benefits online, enter the following information into the Brief Description text box so that the information appears in their account area online:
· "Total %maxitem%" will show the total number of items allowed with this benefit. 
· "Used %ordered%" will show the total number of benefits that have already been used.
· "Remain %remain%" will show the total number of benefits that they have left to use. 
 
[bookmark: _GoBack][image: ]
 
40. Click Apply and OK. 
*PLEASE DOUBLE-CHECK THESE STEPS, AS YOUR BENEFITS WILL NOT WORK CORRECTLY IF YOU HAVE POINTED TO THE INCORRECT TICKET TYPE. It is recommended that you test all benefits online and in-house with sample membership levels prior to selling memberships to customers.
	

image2.png
Membership!




image3.png
Sales Line Type Expration Type

i
f

Membership

[ o=

Properties

Delete.

Import

1D Requied  Enabled




image4.png
A Membership: New

\? AT Membership

General | Soles Channel  Deivery Access Buyer Types  Ticket Verbiage  Short Descrptives  Descrption  Extra HTML _ Confimation Text  Images  Notes

Internal Name: ‘

External Name ‘

St St
] Specify Renewal Grace Period  [§ ] e

01 Prompt For Renel g 2] Days Eefore Expiraton

po =

] Member ID must be input t fme of purchase.

Expraion Type
@ Siatic Expiration

O Siding Expiration (] End Of Month Expiation





image5.png
[ AMS Box Offce Sales 0172172020 1200 AW G+ | 1273172022 1159 M (3~

] Web Bex Offce Sales

(& Web Oriine Saes (0172172020 1200 AW G~ | 1273172022 159 M (3~

] Gate Contrl Scanned Entry





image6.png
A Membership: New - x

g -

General | Soles Chanmel  Delivery | Access Buyer Types | Ticket Verbiage | Short Descrptives  Descrption  Extra HTHL _ Confimation Text  images _ Notes
[ Ml (Agile Fulfiled)

] Print At Home

] Print Immediately

& Standerd Mail

il Call





image7.jpeg
Organization: [Agile Demo Sandbox -





image8.jpeg
Buyer Type:





image9.png
Buyer Type:




image10.png
Kayce Boehm

Buyer Type
Web - Box Offce Sales





image11.png
Short Descriptive 1

Short Descriptive 2

Short Description





image12.png
- -b/uBSES=E
B hODX AR





image13.png
2 - biuBPEEIEE:
JRAEE OO AR





image14.png
s New Roman - 3 b/ uBPEESE
JREA LODX DA R

8 o [ 3 70





image15.png
[T— ETEe X

002_NoreenSii2_lipg
002_NoreenSiil2_|thumb ipg

002_ShortDocumentaresA 1 th.
002_ShotsbyStudertsA_Lipg
002_ShotsbyStudentsA_| thumt
002_ShortsbyUMB Lipg
002_TimeFreakStilmanreacheso
002_TimeFreakStilmanreacheso
003_ExtraordinaryFeatsoftheSev

003_Top_Spin_Lipg
004_Bradstl01_Lipg

004 laminadeoro02._lipg
005_LaToma_1_lipg
005_TheRerter_1 Lipg
006_LibraryofDust_Lipg
006_TheEaglemansiag_1 lipg
007_ShortDocumertaresB_Lipg
007_Swich,





image16.png
) AT Membership
£8 Membership





image17.jpeg
Bronze Member Beneft

§
(2682
dno1s 1yeusg

Benet Group Name
Gold Member Beneft




image18.png
A Benciit Group: New

/= ATMembership

Description





image19.png
Membership





image20.png
Membership Price

Web Advanced  Adult
AMS BoOfice  Adult

[T

Properties
Delete.

Preview Ticket




image21.jpeg
Comp  Pice  Total

F: $10000  $10000

$10000  $10000





image22.png
A Price: New

S‘Su—--s-a

General Notes

Sales Line Membership

Sales Line Type | Membership

Name I

Complimentary [

Enabled

Delete New Prce Date:





image23.png
A Price Distribution: New

=
oort [Pttt | Uredomedfoomrt [ TaTon
=
Effective Sale Date [01/21/2020 120000AM [ __DS'te Category Totals
Pice
Fair Market Value (0.0 B
e
O
] Override Effective Event Date: —_—
Tou
] Variable Price.
o = | = [ =





image24.png
A Price Distribution: Price -

((Q  Membership

V) Beachsonr-s0m0

General
Frice Category Price
Amount 1) z
Tax Rate

Unredesmed Account | Membership Revenue.

Aoply





image25.png
Effective Sale Date [08/23/2015 120000 AM [~

[] Override Effciive Event Date:
] Variable Price:
o0 7 - pw =

Delete

oK.




image26.png
Name. Comp  Fice  Toul

Fim B Price Fase  s4500  $4500

Premere Fase  SI0000 10000

Ak Fise  $500  $2500

Sudert Fose  S6000  $G00

Chid 13 & under Fase  SS000  $5000

85+ Senior Fase  SH000  S3000

Ssles Channel

Price Type

Lo [E—

Funcional Area Level 0- Defauk Unvesred Pre v, (0] Allow 12-Month Fedge:

Card Format No Ticket Pt & Soles Occurred
(® Card Per Member O Single Card

Exgiraion Toesdoy _ Septemoer 8.2015 [~

DS

Quanty Resricion [JMinPerOder | %] []MexPerOrter

Muliple Customers

[IMinCustomers 0 3] [] Max Customers

Add New

Delete oK Cancel Aoply





image27.png
5 b/ UBPEEZE
JRAEE FODX AR





image28.png
A Membership Price: latinum Pass - 0%

FEEEE

5] TCFF magnel clp KO_tnumbipg
] tcf membersip g

3] TCFF Posteripg

8] TCFF Poster rumbipg

8] TCFF scar KOipg

8] TCFF scar KO_thumb g

] TCFF Vapurbote -green KO pg
8] TCFF Vapurbote -green KO_the
{:] teenage paparazzo ltest y1og
{8 teenage paparazzo ltest ty_thun
3] TeenagePaparazzo,_thumb png
3] Teenage Paparazzoong

8] Teenoge_Paparezzo_thur prg
3] TemFimNght1 g

8] TemnFimNight1_Thumb ipg

3] TemFimNight2ipg

8] TemFimNigh2_Thumb ipg

8l thig

8] THE STATEt it nav g

8] THE STATE shitnay_thumb
3] Theatre Barmeritong

3] Theate Barmerpng

3] TheseGs pg

8] TheseGrs_Trumbipg

3] The_Gel_Who_Played_wih_Fre_
8] thingaboutfoks g

8] Thinlepg





image29.png
Available Promations

Discourt 1





image30.png
Available Questions Selected Questions

How did you hear about us?





image31.png
Beneit Group Name
Fim Buff Benft

Effective Stat Date
9/8/2015 1200 AW

Bffective End Date
9/8/2015 11:59 PM





image32.png
A Membership Price: New

Il—l-:l-u

General Descrption Card Image _PromotionsQuestions _ Member Benefts Account Benefts _ Auto Renewal

Beneit Group Name

Effective Stat Date Efective End Date  Attach To Member

New Sliding

Add New





image33.jpeg
Thursday . October 04 2018 115959 PM

] Attach to Membership
0] Reauire Active Membership

E3

D e





image34.jpeg
A :New

@ Agile Demo Sandbax

Effective Dates

Bencfit Group.
(Buckettovs e

Effective Start Date
[Wednesday. October 04.2017120001AM [~

Effective End Date
Thusday . October 04 2018 115959PM G~

] Attach to Membership
0] Reauire Active Membership





image35.png
A Membership Price: New

General Descrption Card Image  Promotions  Questions  Member Benefts  Accourt Benefts Ato Renemal

Alow Ao Reneval
Renewal Membecship rice (e enewal picss o) <
Renewa DelveryMetod (o devry piss o) <

Days Before Expiation to Auto Renew

‘Send Auto Renewal Order Confirmation

This is 2 subscription (1] A Subscripion i automatically st o renew during te intial purchase

Add New Delete oK.





image36.jpeg
3} Benefit Group




image37.png
Benefit

Beneft Name.
Flex Season Berift

= o]

Properties

Event/Showing Benefit
Catelog Benefit
Membership Benlit
Package Benefit

Show Benefit





image38.jpeg
A Benefit

/ﬁ:Tp ‘Sandcastle Membership

General Notes
Beneit Name
Organization
Sales Line Type
Sales Folder

‘Specifc EventiShowing
‘Specify Tier

‘Specify Ticket Type
‘Specify Max Per liem
‘Specify Max Per Membership

‘Specify Start Time Window

Brief Description

Enabled

[Dscoun Tkt

‘Agie Demo Sandbox.
Event - Adission

s
O 38 (i oo
ol s

2] (emasitem)

2] (Minutes) (%window’)

2] (amaxtotal%, “ordered’%, %remain®)

U ordrd. Remanng: “romant

fe:3. Upto %maxitem? per item for a otal of %maxtotal”2]

oK.





image39.jpeg
‘Specifc Event/Showing





image40.jpeg
A Event/Showing

Event/Showing

5 Agie Demo Sandbox
‘Concessions and Merchandise

‘Sandcastie Membership

Date [Wednesday. October 42,2017 [+

Name. Start Date.
wyzfim 10/4/2017 40000 PM
Hany Potier Marathon 10/4/2017 6:0000 PM
Godfather: Pat Il The. 10/9/2017 13000 PM
Godiather, The 10/9/2017 70000 PM
‘Shawshank Redemption, .. 10/10/2017 73000 PM
Ctizen Kane 10/10/20178:30:00 PM
‘Schinders List 10/11/2017 800:00 PM
‘Sunset Biv. 10122017 120000 P
Ctizen Kane 10/12/2017 200:00 PM
Casablanca 10/12/2017 700:00 PM
Raging Bul 10122017 830:00 PM

‘Schinders List 10/13/2017 120000 P

Event Type.
Daly Feature.

Daly Feature.
Daly Feature.
Dally Feature.
Dally Feature
Dally Feature.
Daly Feature.
Daly Feature.
Daly Feature.
Dally Feature.
Daly Feature.

Active
Te.
Te
Te
Te
Te
Tne
Te
Te.
Te
Te
Te
Te





image41.jpeg
theses provides the phrase that,
[when used in the Brief Description,
will display a facet of

in members' account area onlin

remain’:)

igns MUST be lowercase
to display properly onli





image1.png
& 48 AgieTheare

j Gate Contol

3 CustomerRelations
% Questions

System Messages
W 2015 Agile Film Festival
W AT Concessions

W AT Events

@ AT Fund Development
AT GiftCard

5 Membership
£33 Benefit Group

S price




