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STEP 1

Click on Relationships

% .

==

r.A
L
LJ

My Area

—

Relationships

e 0 D

i

STEP 2
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Click on People
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STEP 3

Click on All People
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STEP 4
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Click on the person you wish to edit
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STEP 5

Scroll to the Organization

Tag(s):  +
RNV ACCOUNTING DETAILS | EVENTS AND TRAINING

GENERAL DETAILS

Basic Information  Committees

Contact Details

POLITICAL INFORMATION ~ ACTIVITY LOG

Organization *

European Association

Department:
Position: Deputy Director [Tl

Nicole Ramseur & Friends

Department:
Position: Leadership Director

\

Email Address [Z5)

serena@yopmail.com

Golf Handicap

STEP 6
Click on Edit

& Engagifii

Phone Number
(555) 555-5555

Food Allergies
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STEP 7

Click on Add Position to add another position or department to an existing
organization.

STEP 8

Select Department and Position from the dropdown list

»nfiguration

>

EELFELTLR  Search Organization(s)
@ European Association  Mark as Primary

Department:

Position: Deputy Director S

Add Position I

& Nicole Ramseur & Friends

Department:

Position: Leadership Director [ ¢ @

Select Currently working in the position (if applicable) and enter dates. Click on Done when

finished.
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Add a Position for Williams, Serena at European Association

Department *

Select Department
Position ™
Select Position
[ Currently working in this position

Start Date * End Date *

Jan 03, 2024 i) MMM DD, YYYY
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STEP 9

Click on Position and select one from the drop down menu

Add a Position for Williams, Serena at European Association

Department *

Operations Department

Position *

[ Select Position

[ Currently working in this position

Start Date * End Date *

Jan 03, 2024 ] MMM DD, YYYY

= -

STEP 10

Click on Done
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STEP 11

You can view the new department / position

Tag(s): | +

Basic Information Committees

== o | |

Contact Details *

[IFELEEULLA  Search Organization(s)

European Association  Mark as Primary

Department: Travel Department
Position: Deputy Director |

Department: Operations Department
Position: District Coordinator [EFEl ¢ @
Jan 03, 2024 - present

[ Add Position ]

o
& Nicole Ramseur & Friends

Department: Travel Department
Position: Leadership Director S o

Email Address * 50 Phone Number * [T

STEP 12

Click on Save to save final changes

Serena's Preferences
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