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First Step: Log into the Database, once you are logged in this is how the screen will 
appear. Please select the Relationships tab. 

Click Here
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Next Step: After you select the Relationships tab, you will see three options. 
Select the ”Members” tab.  

Click Here
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You should see all of your members within your organization listed on this page. You
can then select your organization from this page by clicking on your division name like 
below. 

Click Here
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After you select your division the page should appear like this with your division 
information. Select the “edit” tab to update your division information. 

Click Here
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Start by filling in ALL Information on the “basic information” tab. Please remember that 
this page is for your division information, so any information that is filled in on this tab 
should be only related to the division and not a member of the division.  
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Continue to edit the last information from the “basic information” section. 
You will not be able to edit the “Accounting Details”, this is where all division transactions can 
be found. 
Make sure to select ”save” to save all information on that page before moving to a new tab.

Can not edit

Click here

All accounting information related to your division 
will appear below once registration occurs. 
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A green tab will appear like this, that will let you know it has been saved and updated.
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Once you have finished filling out the “Basic Information” tab please move on to fill 
out the “Additional Information” tab. Please make sure to fill in ALL information on this 
tab as well!
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Once all information is filled out on this tab you can go ahead and click save to make sure 
that all of the information is kept for your division. 

Can not edit

Click here

All accounting information related to this 
organization will appear once registration occurs. 
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A green tab will appear like this, that will let you know it has been saved and updated.
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You can not edit the people section, this section shows the members in your division. 
From this page you can navigate to a member if you would like to do so by clicking on 
their name. 

Can not edit

Click here if you would like to 
navigate to David’s Profile
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You will not need to ever edit this page, this section will show a related organization 
that connects to your organization. 

Do not edit
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You can not edit the “key contacts” section. This section will show all of your key 
contacts within your division. For now, the only key contacts that are within divisions 
are the “Billing Contact”. 

Can not edit

Can not edit
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You can not edit the “documents” section.  This section is for showing any division 
documents. 

Can not edit


