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STEP 1

Click on Relationships
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STEP 2

Click on Organizations
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STEP 3

Click on the organization you wish to update
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STEP 4

Click on People
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Atlantic North School District
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Pacific NorthWest School District]
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STEP 5

Click on the person you wish to make the key contact

o @ 3Tl SO 8 Add a Person v

O Favorites Search Name Q Title
O @ * James Evans
O @ * ( L@ Patty Jackson
()] @ * ° Bob Jones
O @ * n Sally Ray
STEP 6
Click on the three dots
9 Diana Prince v
PID: PJQL7606 Status: Active Patty's Preferences &~ X
Activity Log
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STEP 7
Click on Update Key Contact

9 Diana Prince v

PID: PJQL7606 Status: Active Pattv's Preferences & L) X

» [ Y7 Update Key Contact
¥ Send Email
irts Activity Log @ Delete

@ Deactivate the Person

STEP 8
Check the box or boxes you wish to enable

Update Key Contact of "Pacific Noi
District”

Select Contact type
O Select All

Billing

Listed as the billing contact for the o
during Registration.

O Member Organization Lead
Manages and accesses all member-i
administrative tasks on behalf of me
events, and serves as the single poin
association and their organization.

& Engagifii

50f 8



STEP 9
Click on OK

in Lead

sses all member-related reports and data, perform
s on behalf of members, registers members for
as the single point of contact between the

)ir organization.

STEP 10

Click back on the organization

nfiguration
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Contact Details

Organization *

ﬂ[]?aciﬁc NorthWest School Distr[ct]

Department: Finance Department
Position: Board Member

Show All Past Positions

@ Pacific Northwest Elementary School
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STEP 11
Click on Key Contacts

unting Details Interactions Political information Associated Items

People Related Organizations Key Contacts Committees Documents

STEP 12

And you will see the individual listed as a key contact and you can scroll over
to see the contact type.
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