Introduction to Your MCC Account

The new platform being used by Monmouth Civic Chorus (AudienceView Professional or AVP),
allows you to create an MCC Account in order to manage your personal information, review your
donations, view orders and print tickets.

Your MCC Account is based on your email address and an MCC Account password.

This tutorial will help you set up your MCC Account and will walk you through what can be done
within the account feature. Text references to links or buttons or places where text needs to be
entered, are shown in bold text; green arrows point to where those links, buttons and
information can be found on each screen in the new system.

Links to each section of this document are provided below for your convenience:

Home Page 2
Donation Screen 3
Login Screen 4
Set Password Screen 5
Set Password Email from Ovation Tix Customer Service 7
Password Form 8
Successful Login Screen 9
Register 10
The Account Feature 12
My Account Screen 13
My Account - My Profile Screen 14

My Profile Form 15

My Account - Donations Screen 16
Donations - Overview 18
Donations - Recurring 19
Donations - History 20

My Account - Order History Screen 21
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Home Page

The Monmouth Civic Chorus Home Page is shown below. As of February 2021, only the
donation screens are on the new platform. This means that your new MCC Account can only be
created from the Donation Screen. To get to the Donation Screen click on the Donate link on
the Home Page.

You do NOT need to make a donation to create your MCC Account.

Monmouth Civic Chorus

Close to Perfect, Close ta Home

Joy to the World: From Our Homes to Yours

MCC's annual holiday concert at the :
g a little joy to the world
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Donation Screen

To create your MCC Account, start by clicking on the Login link in the top right corner of the
Donation Screen. The Login Screen will be displayed.

Monmouth Civic Chorus

Chose to Perfect, Close toy Flosne,

How You Can Support MCC With Your Donations!
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Login Screen

Dont have an

Account?

Register

Forgot Password?

If you are seeing the Login Screen for the first time, then your account is not yet activated.
You will need to either:

1. set a password for an email address you have shared with MCC or

2. regqister your email address with MCC and create a password

If you have already created your MCC Account, enter your Email Address and Password into
the corresponding fields on the Login Screen and click the Login button. The system will
refresh the screen you are on and include your name in the upper right corner. Refer to the
Successful Login Screen to see what this looks like.
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Set Password Screen

MCC may already have your email address from earlier ticket purchases or donations. Those
email addresses are now on the new platform. If you receive email from MCC or you have
provided your email address to MCC or you are not sure, then follow these Set Password
instructions.

Enter your Email and then click the Forgot Password link.

Login
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If your email address IS NOT in our system, you will receive an error message as shown
below and will need to use the Register button to set up your account.

wmall alexandergraham @bell.com
NG @Ntered was not founc

If your email address IS in our system, you will see a message saying that an email has been
sent to you. Check your email to see if you have received a message from Ovation Tix
Customer Service.

If you do not receive an email, try again by clicking on the Resend Email button.

If this still does not work, please contact MCC at (732) 933-9333 or email MCC at
development@monmonmouthcivicchorus.org.
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Set Password Email from Ovation Tix Customer Service

The email from Ovation Tix Customer Service looks like the picture below.

Monmouth Civic Chorus Passwdrd Reset inbox x

OvationTix Customer Service <customerservice@ovationtix.com> 12:03 PM (15 minutes ago)

tome =

You have requested a password reset for your Monmouth Civic Chorus account.

Please click the link below to create a new password,
https:/iweb.ovationtix.com/irs/consumerPassword/reset/3544 5/1995804/1613062987904 —
This link will expire after 24 hours.

Sent from OvationTix. Please do not reply to this email.

Click the link embedded in the email you receive. It will take you to the Password Form.
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Password Form

Enter a Password into the Password field and then re-enter the same password into the
Retype Password field. Note that your password is case-sensitive.

CALENDAR SUPPORT MCC WITH YOUR DONATIONS! MY ACCOUNT SHOPPING CART

When your password has been typed and retyped, click the Reset Password button.

The Reset Password button will automatically close the existing window above and take you to
a new window to log into the system.

You have successfully reset your password. "_

Please log in or create an account:

Enter your e-mall
—_—pp address:

| am a new customer.
-_— ® | am a returning

customer,
and my password is:

don't know my password.

The system will acknowledge that you have successfully reset your password (see text in the
yellow banner at the top of this screen).

To log into the system from this form, enter your e-mail address, tick the ‘l am a returning
customer’ button, enter your newly created password and click the Continue button.

The Continue button will return you to the Donations Screen where you will see your name in
the upper right corner which means you have successfully created an MCC Account in the new
system. Refer to the Successful Login Screen to see what this looks like.
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Successful Login Screen

When you have successfully logged into your MCC Account, you will see a user icon (4 ) and
your first name with the first letter of your last name shown in the upper right corner.

m] m) o
Calendar How You Can Support MCC With Your Donaticns! 8 Kathy W Qr

Monmouth Civic Chorus

Close to Perfect, Close to Home

How You Can Support MCC With Your Donations!

You can now access the Account Feature.
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Register

If MCC does not have your email address or you received an error message when you tried to
use your email address, then you will register for your account. Click the Register button on the
Login Screen.

Dont have an

The screen is refreshed and the Create Account form is shown.

Create Account

f rat Narme Last Narma

United States

Though it is not obvious, all of the information on the form is required,
with the exception of “Title”. The country is automatically selected for you.

When you have completed the form, click the Add Account button.
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The system will let you know that you have successfully set up your account with a
congratulatory message.

Click the ‘< Login to your account’ link on this message.
You will be returned to the_Login Screen
where you can enter your email address
and newly created password
in order to access the Account Feature.

11 February 14, 2021



The Account Feature

To access the Account Feature, log into your account (see_Login Screen) and then click on the
user icon (2 ) or any part of your name shown in the upper right corner.

(m] m] o
Calendar How You Can Support MCC With Your Donations! 8 Kathy W Er

Monmouth Civic Chorus

Close to Perfect, Close to Home

Two options are available to you through this link:
1. My Account
2. Logout

Calendar How You Can Support MCC With Your Donations! 3 Kathy W "_j_r
My Account

Logout

Monmouth Civic Chorus

Close to Perfect, Close ta Home

Click on the My Account link. The screen will refresh and you will see the My Account Screen.
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My Account Screen

The My Account screen will let you:

1. Change your personal information (My Profile)
2. Manage your Donations (Donations)
3. View Orders/Print Available Tickets (Order History)

Monmouth Civic Chorus

] My Pirofils Drash iz ki Ol Hribary

Wi Ml Bocoiilully HeQsd I 10 yoest oRliied BLCOUITL
Mo Ehat you hares kogges] in, wou =il be sbis o perfioe the

Fosllemiriy it

Change your personal information »

Thym B WO o SN TR BT DRy charnem T e oetia

Manage your Donations »

BAamaga (TR MECLITI R SOratre W e WO OO, e

View Orders / Print Available
Tickets »

O un page o will B abie i e ey oroer P e pleced. med
prre or g | o [ - Tokst Aacsage
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My Account - My Profile Screen

To make changes to information like your name, address, phone, email address and/or
password, click the “Change your personal information >>” link, click on the “My Profile” link
or click on the “My Profile” tab. All three will take you to the My Profile Form.

|-Hm|lulyFrnﬁh Donations = Order History

You have successfully logged in to your online account.

MNow that you have logged in, you will be able to perform the
following actions:

- Change your personal information »

.- Click hafe Lo visil the "My Profla” page
This |s where you can make any necessary changes io your profile

Manage your Donations »

Click hese to visil the “Donations” page
Manage your recurring donations and view your donations history

View Orders / Print Available
Tickets »

Click here for your Order Histony

On this page, you will be able {0 see every order you have placed, and
print {or repnint) your E-TicketRecaipt.

The complete profile form is shown on the next page.

14 February 14, 2021



My Profile Form

Home ‘ My Profile | Donations | Order History

My Profile

Here you can make any necessary changes to your profile. If you would like to change your
password, feel free to do so. When you are finished making changes, click the "Save" button at the

bottom of the page to update your account.

Login information

Enter your email address and a password so you can securely access all your account information.

Login Email iYour Email Address

Password

Retype Password

Password Hini]

Customer Information

—
—

Please enter the billing address of your credit card. If you would like your tickets shipped to a

different address, you may enter it at "Shipping Information."

Title | v]

First Name Your First Name

Last Name i‘rour Last Name

Institution/Organization |

Billing Address |Your Address

City |Your City

* State |NJ - New Jersey v

Country [United States

=

Zip ir‘(our Zip _|

Phone [Your Phone

Shipping Information:

Please enter the shipping address, if different from billing

First Name: |

Last Name: |

Shipping Address: |
|

City: |

State/Province: |

Country: | - select -

Y|

Zip/Postal Code: | 1
L
by email. [details / privacy]

B «— —

LT e —

Homa | My Profils = Donationd  Orger History

A pOu SBF TG By TRORESNTY DPAFQE D yOuF Drofie ¥ pou eoukd e 10 Change your

Yes! I'd like to receive occasional news and special offers from MCC

s, e e o 5 0 Pt s oo Sriesd! maaiorg chieges, cich T “Saws” Sulion: #f P

Bofiom of e Dage o uose your somurt

Login information

S o et ko ot et s [T . e i i < i e e
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Loqin Information

Your email address will be shown in the
Login Email field as will a hint, if you enter
one.

Passwords are not visible. However, you
can change your password here by typing
it into the Password field and then retyping
it into the Retype Password field.

Customer Information

The Customer Information section is used
to change your address or phone
information.

If you want a second person from your

household included on mailings, enter

his/her name into the first Billing Address

field and enter your physical address into

the second Billing Address field. This is

done to ensure that address labels are
properly formatted.

Shipping Information

Fill in the shipping address if it is different
from the billing address. This address is
used for mailing concert tickets. Tickets

can also be printed online.

By default, you are automatically
registered to receive emails from MCC. If
you do not wish to receive emails,
uncheck the “Yes! .. by email” box.

Click the Save button when you have
completed your updates.

After the Save button is clicked, the
screen does not change but a yellow
message bar appears at the top of the
screen confirming that the account
information has been updated.
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My Account - Donations Screen

Important Note:
All past contributions made to MCC have been migrated to the new platform.
However, donations may not appear under My Account-Donations right away.

Please allow 5 business days after creating your new MCC Account,
before viewing Donations.

If you still have a problem after waiting, please contact MCC at (732) 933-9333 or
email MCC at development@monmonmouthcivicchorus.org.

To review or print any donations you have made to MCC over the years, click the “Manage
Your Donations >>" link, click on the “Donations” link or click on the “Donations” tab. All
three will take you to the Donations screen.

Home | My Profile  Donations | Order History
You have successlully bogged in to your anling sscount

Miow Bhad you harve loggsd in, you will be abla o paiform ts
Tollcmwierg aclions

Change your personal information »

Then i whaen pou CIN rakn sy nestesary Shanges i you profie

T  Manage your Donations »
__.' CAink v ) veul] P CDoraiorn e
Marans Pl reciming doraiaons s vk oo donetnea oy

View Orders / Print Available
Tickels »

e e B s VST My
0 P gl i ol P A LD el Dy S praci P i, el
pret for reprek) yoar E-TicoslThecespt
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The Donation Screen is divided into three sections:
1. Overview
2. Recurring
3. History

Clicking on a section title will expand the screen and show the information relevant to that
particular section.

Home My Profile | Donations | Order History

— [

Total Donations for 2021 $0.00

Yoar Total Donated To Date Report

2020 $250.00 Yiew & Print YTD Raport

2008 150,00 View & Print Annual Repan

2018 $200,00 Yigw & Print Annual Repon

2017 $200.00 Viaw & Print Annual Repon

2018 $100.00 View & Print Annual Repor

Total Donations to date $900.00
g RECURRNG
—.' HISTORY
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Donations - Overview

Home | MyProfle | Oonations | Ovder Histary
S T (97 prin of ho Danatns

Total Donations

for 2021 £0.00

Yoar Tatal Danated To Date Report

2000 150,00 Viaw & Print YTO Repont
FE] 150,00 Viaw & Print Annual Repart
e 00,00 Viaw & Print Annual Repon
T 0000 Wiew & Print Annual Repon
2016 $100.00 Viaw & Print Annual Bepard

Total Donations to

date $900.00

RECLURRING
HERTOHY

Year Total Donated To Dale Report

- —

M You will see a list showing your total

-—
date you have made to MCC across

screan provides an Overview of your
donations 1o MCC.

You will see your Total Donations for
the current year.

donations for all of the years you
have been giving (in example shown,
5 years).

You will see the Total Donations to

all of the years of your giving. Please
note that our contributions records
only go back 1o late 2003,

Adjacent to each donation is a View & Print ..
Report link. Click thiz link to see the details for

18

20 §250.00 Viaw & Print YTO Roport -
1k $180.00 iew & Print Annual Repart that particular vear’s donations.
When you view the Annual (or YTD) Report, you
- th Clvic C will see a list of each individual donation made

Your Last Name, First Name
Annual Donation Summary for 2010 as of Fedruary 12, 2021

Denatiens for the year of 1020: -
1430 RO L7 aert WILh Arvad Teempmrt #5050 0
Summary
Arevishl Supgart R0 O
Totsd
15000

during that calendar year. The details includa:
- Date of the donation

- Paymant type

- Campaign to which the donation was applied
= Amount of the donation

In this example, only one donation was made
during the 2020 year.

This report can be printed using your Browser.

February 14, 2021



Donations - Recurring

Recurring Donations is a new feature that MCC will use now that we are on a platform that
supports this capability. Instructions on how to use this feature will be available by the end of
February 2021.
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Donations - History

The Donation-History section of the screen lists each individual donation made by you. It
provides the:

date

campaign name

amount

order number

person to be recognized for the contribution
additional notes

D=a Campaign Amoisnt Order Detalls
m Wﬂrﬂfﬂ'pﬂ'mhmrﬂmz'ﬂd
BT T
o Annual Support 35050 PRT44TT408 N A e o e

Recognitien: Your rama o person fa be recogiased
@619  Annual Support  $15000  PRT44TTAO0N Molss: Patron C.ampaign Dianaian
Rocognition: Your rama o persan fa be recorioed
Motes: Armual Patron Campaign Danstian
Rocognitien: Your rama or parsan b ba racogrised
#1416 Annual Support  S100000  PRT44TTAN  Thers is @ Corporate Malch
Motes: Anrual Patren Campaign DonaSion
Wum Your name or parson fo be recogrizsd

W tuama (Dhoraliaon; aooarmparnst

wrne Annual Support 320000 PRT44TTAT0

2T Wit S15000  PRT44TTENZ

m Yoour mamea o persan ia be recogrized
1220020 Annual Suppert 525000  PRTSAMASIA L oo vl Pitees Carmpaiin Diraien

The column labeled “Order” (aka Order ID) is a link and will show you additional details
regarding a particular donation as you can see on the following screen. Note that you can Print
this information via the Print Now button.

Print Now

Doration Adorowisdgmant: Monmoutn Chic Chans

Dionation: $300.00

Cats:
O Seplasber T, 1018 m|
ASSoun:
§200.00

Campaign:

Arnual Suppor

Intha nama cf

Wour rami or person i be recognized

Donor Notes:
Ainnuai Patron Campaign Donation
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My Account - Order History Screen

All donations and orders are listed on the Order History screen.

Home = MyProfile Donations | Order History

PRTH0MITEY  February 3, 3021 132 PM

PRTATTABAZ  January 13, 2021 104 PM Ortie Refuraiee
PRTHISAET  Deosmber 20, 2020 1200 AM Oloraton |k Suppot )
PRT44TTADG  Seplembed 18, 2019 1200 AM Donaton (Arvsal Support )
PRT4ATTEND  September 7, 2018 1100 AM Donaton | Anmul Suooon)
PRT4ATTA0E  June 1, 3017 1200 AM Donaton (Arvusl Supao)
PRF44TTAIZ  Fobruary T, 2017 12:00AM Donaton (Vinuoso)]
PRT44TT411  Seplomber 14, 2018 1200 AM Diorahon [Arrual Support)

$0.00

0o

$250 00
$150 00
200 00
$50 00
§150.00
§100.00

3000
5000
0 00
$150 00
5300 00
$50.00

80.00
#aoo
K00
jLidr]
oo
S0.00

Order History

Listed balow arn [he crders you have placsd To pevd (or reped) your £ ket Rscspl, chok e b labeied “clck bare. in view ard print * On tha
Tellowing page. click the prirder icon [of press TTRLP) 1 ol o page

‘Wiaw and Prnl Racogl =

‘wiaw and Print Recoipl »
Wiaw and Print Bacaipl »
View and Panl Raceg! s

Wiaw and Print Raceipt »

§150.00
$10a.00

oo
#0.00

‘Wi and Pant ool s
‘wiew and Print Recowpt »

*

The Order ID is a link to additional details.

Wi Pyt i *
ST Compirte
Soies Type: wcs
Order Takar: Joh Buind

Your Name
Your Address
Your City, State, Zip
Your Emall Addrass
Ovder Dots: Tuesdoy. Febeuary 7, 7017 ot T200 AM [EDT)

Wl Lioommouth Cres Chomus

Total Price:  §150.00
Fayment
Freo-text Questions
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When you click the View/Print Ticket
link or you click the View and Print
Receipt link, a new screen is shown
summarizing some of the information
from the order. Use the Print Now
button to print out this information.

e e A e

Fempicen I

-
(=
—
i
L
i e v 2
“Wons NiThi 0 arScn 12 D s ogpied

Dorer Moles:
Wit Didulll o aeodemidania
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