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STEP 1

Click on Relationships

cY

e} My Area *

Relationships

£ Communication

Library

Revenue

N

Legislation

Events

i

B Accreditation

&5  Settings and Configuration

STEP 2

Click on People
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Welcome Crescerance Admin! ¢

Welcome to the Association! We're here to serve you.

Use the links on the left to:

« Browse our list of upcoming Events and Classes
« Update your profile by clicking your name in the top right and choo:
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STEP 3
Click on All People
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STEP 4
Click on Add a Person
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Favorites Search All People Q Primary Organization

@ * 0 Aladeen sdf 0 Association of Denver Pr,,
@ * Q Utkarsh Gupta 0 Sand Creek Township

* o Ben Stein 0 Association of Denver Pr.,
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STEP 5

Choose what type of person you are adding, Member, Non-Member or Staff
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STEP 6

Enter First Name
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STEP 7

Enter Last Name
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STEP 8

Click on Select Roles and select the role for the person you are adding
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STEP 9

Click on Search Organization(s) to add the person's organization
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STEP 10

Either search for an existing organization or add a new organization to the
database
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STEP 11

Enter an email address. If the person doesn't have an email address, click
on 'Don’t have an Email Address' and the system will auto-generate one
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STEP 12

Complete the address section
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City State Zip Code
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STEP 13

Click on Save or if you wish to send the person an invitation to complete the
setup process and create a password, Click on Save & Invite

Close m‘ Save & Invite

Current Department Email
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