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STEP 1
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STEP 2
Click on People
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STEP 3
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STEP 4

Click on the person you wish to add as Billing contact
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STEP 5
Click on Edit
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STEP 6
Click on Search School (School staff) or District (District staff)(s)
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STEP 7
Search the organziation you will assign her to be a Billing contact
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Sex Need to add a new organization in your Relationships database? Click Here Date of Birth
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STEP 8

Check on the Organization
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STEP 9
Click on the option button
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STEP 10
Click on Mark as Key Contact
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STEP 1
Check on Billing
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STEP 12
Click on OK
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STEP 13

Cancel

A prompt will appear advising the update
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STEP 14

Click on dropdown trigger
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STEP 15
Click on Update Key Contact

a2 [ X

¥r Update Key Contact
% Send Email

@ Delete

1ces

@ Deactivate the Person

& Engagifii 9 of 1



STEP 16

Uncheck Billing if you wish to change or update it.
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STEP 17
Click on OK
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