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STEP 1

Click on Relationships

STEP 2

Click on Organizations
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STEP 3

Click on the star if you want to make this organization a favorite

STEP 4

Click on the dlter icon to dlter an5 sort your list of organizations
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STEP 6

Click on the 5rop5own menus to chose your criteria

STEP 7

Click on the wrench icon to get to settings
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STEP Y

,ou can either sortx e/port list of organizations or rearrange the
 columns8view

STEP 9

Click on an organization to view 5etails
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STEP 0

To a55 or change the organization iconx click on the image 

STEP 1U

,ou can choose an avatar or uploa5 your own image
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STEP 11

Click on .ploa5 when dnishe5

STEP 12

Click on the pencil icon to up5ate the name 
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STEP 13

Click on the checkmark when dnishe5

STEP 14

,ou have the option to a55 a tag to the organizationG  
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STEP 16

,ou can choose from the list or type a new one in the te/t del5

STEP 17

Click on Deneral betails to view organization 5etails 

The Basic Information tab has all of the details related to the organization, such as address, 
phone, etc.
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STEP 1Y

The People taK lists all of the people in your organization

STEP 19

Click on Relate5 Organizations to view any parent or other relate5
 organizations
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STEP 10

Click on 3ey Contacts to view 

STEP 2U

Click on Committees to view any committees the organization may Ke
 associate5 with
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STEP 21

Click on bocuments to view any store5 5ocuments
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