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Asthe primary contact for your organization, you have ttepabilityto makeadd and update its contacts and
upgrade your record in th&rant Makers Directy. Updating youiinformation is a simple press!

1. Loginto agmconnect.org
Go towww.agmconnect.org dick onfor GrantMakers on the left sideandunder Quick Linksclick on
Update Your ProfileTo login, ater yourusername and password. Your username is your email address. If
you do not knowyour passwordenter your email address in tHeorgot Your Passworfield and it will be sent
to you. If you are having problems with this, please confe@iMdirectly.

2. Update Your Personal Information
After you successfully login, yeull be taken toyour account pagePlease note théabson the top of the

page

My Info = My Logon Info My Organization(s) = My Transactions My Groups/ Hewsketters

On the first tabMy Info, please erify your name, address, telephone, email and other contact information.
Please rakeany necessarghanges to your record.he screen should look likhis:

|
.ﬂgm Member & Partner
~—’ Directory

e Home Search MyInfo

J My Info |_| My Logon Info |_| My Organization(s) |_| My Transactions |_| My Groups/Newsletters L

View and edit your personal information here. Be sure to cick "Save” when you are done.

Prefix First* M.1. Last * Suffix
Hame ||AG|'\-"| | | ||Par1ner ||

Title

Nickname

Address 55 Court St
Suite 543

City [Bosten | State[MA | zip[02108
Secondary Address

Address |

City | state| |zip

|Add an Email Address |




3. Change Your Username/Password

(If necessaryYo change youogin andpassword, go tvly Logontab. You do not need to do anything here if
you do not want to change your passwértf you would like to change your password (it must be at least 6

characters long) or update your emaiénter the new information and presSave

You can manage your own usaername(email address) & password. Last Activity Monday, June 25, 2007

Your password must be 6 characters long and should contain lettters and numbers.

User Name (Email) |partner@agm
Password 123456

Partnerfssociate PartnerEditor

Save

4. ' LIRFGS | 2dzNJ hNEBIFYAT I A2y Q&

b - Last Login Monday, June 25, 2007
Please Update your information and then click "Save” i35 Tadkaiit None
Contact Name AGM Partner Last Password Change Monday, June 18, 2007

LYF2NXYI GAZ2Y

Toview and changeyo® NH I YA T I G A 2 y Q aMyOgganzaidridai dné ofick theramelofthe

organization youhat would like to view

Note: If you manage multiple organizations, the following steps will need to be repeated for each one.

J My Info U My Logon Infou My Organization(s) U My Transactions U My Groups/Newsletters

Please check your membership’s expiration date and Renew/Upgrade as needed.

Organization Organization MemberShip
Membershipsg

Member Type Expiration
Associated Grant Makers

i Partner-Fellow || 01-Jan-2020 | PayPal Renew/Upgrade | Check Renew/Upgrade

Member Type Expiration

Test Orgapjzation T
| Partner-Associate

~] 01-May-2009 | PayPal Renew/Upgrade | Check Renew/Upgrade

This will take you to the organization page withew set oftabs. On the firstab, General you can edit your
organizatior® mailing addressmission statemenaind otherbasicinformation. TheGeneral Tatshould

appear as below:

Return to previous page ...

J General |_| Phones U Org Type/Renew u Contacts |_| Transactions |_| Directory |_

General Organization Information

Legal Mame: |Tesl Organization | Established: |1905 || YearOnly (v“
Sort Mame: iTesl Org | FT Staff: 5 |

Acronym: |TOAGM | PT Staff: [0 |

Alt Name: |The Test Organization for AGM | Volunteers: |_6 |

Address 1: |55 Court 5t | Website: |www.agmconnectorg ‘
Address 2 [Suite 543 | TaxID  [123456-77 |
Address 3: | | FY End : | Mar [VJ
City/State/Zp ~ [Boslon |[ma | jp2108 | Founder  [Mr. Test |

To test and serve the AGH Database!

Mission Statement:

Active: Yes ' Mo



Choose thé’honestab to modifyyourtelephone and fax numbers.

Phone Number Type Priority
781-575-0423 [|[work  [v]|[1 [v]|Delete

%J

[Save and Next] [ Cancel I

5. Check Org Type
Click theOrg Type/Renewtab and review the settings here. We recgndldded more categories to allow our
members to better cheacterize their organizationsldaise check this tab to see if your organization is listed
correctly.

General Phones Org Type/Renew
Org Type
“Nonprofit Organization iv] | Delete

" Grantmaker-bank charitable trust
L Grantmaker-community foundation
Grantmaker-corporate foundation
Grantmaker-corporate giving program Exp
Grantmaker-family foundation 1/2020
|| Grantmaker-operating foundation -
Grantmaker-other
- Grantmaker-philanthropic advisory service
[ Grantmaker-private independent foundation
Grantmaker-public charitable trust
Grantmaker-public foundation
Consultant
Nonprofit Organization
Student
Individual

6. Set Your GMD Grant Administrator
Critical StepEachfoundation needs to assignto atleast& O2y G OG G KS idBtdriSPd 2¢FK Ad
contact will be listed on the GMD record as the contact for grant applications.

Contact Name Primary Contact Type Administer
Executive Director 1"51 Delete
Partner, AGM :
Add
Bn = 1q' o
Test. Library O Billing
Executive Director Aud
Board Chair =
Staff elete
Test, Member | [ {Board Member/Trustee i
Grants Administrat
r Program Manager
Consultant Delete
Test. GMD O
Add
Add New

[Save and NextJ [ Cancel ]




7. Modify/Add Cortacts
To changerganizationstaff and trustee contact informatioriollow the instructions in the previous
paragraph andjo to Contacts then click on the persd@ name to see their account.

J General u Phones I_I Org Type/Renew u Contacts H

Contact Name Primary Contact Type Administer

Executive Dirsctor [+] |Delete
Partner, AGM e — ——
Add

Delete

Test, Library O
Add

| Executive Director || |Delste
Test, Member | [] ===
Add

Board_Member,fT_rusi{VEi Delete
Test, GMD 0 e
Add

Add New
Fr

W

[Save andNexi] [ Cancel ]

You can add newersomel by clicking theAdd Newbutton. If you are adding a new contact, you must
complete theContactand Accounttabs and choos&ave & Closd-eel free toadd as many staff members and
trusteesasyoullike.

Contact Account Groups

Please be sure to use a full email addresghe username. Passwords have a 6 @waer minimum but can
be whatever you chooseThe new contact will now be able to access all of the AGM member resources.
Please contact AGM if you need to remove any contacts.

8. Updating YoumDirectory Record
The firal tab for the organization is where you provide detaile” ¥ 2 NY' I G A2y | 62 dzi & 2 dzNJ

grant making activities for the Grant Makers Directory:

Return to previous page ...

J General U Phones |_| Org Type/Renew u Contacts U Transactions U Directory U Journal

AGM is asking that you provide as much detail on your grantmaking as is possible. You can choose to make this information available to:

= AGM Staff Only
= AGM Staff & Grantmaking members
= AGM Grantmakers Directory subscribers

We hope you will provide this key information so that AGM can provide its members with various statistical reports on our members. You will be
able to benchmark yourselves against your peers, gain a perspective on funding activities and other data. Please use the Contact Us link at the
bottom of the page if you have questions.

Add or Edit this organization's AGM GrantMaﬂh\r Directory record.
p—y




Youcannavigate the pages bpllowingthe steps in the left panel. Be suredseSave& Nextto move
forward in the questionnaire:

You can preview what yowecord will look like on th&inishpage.When you choose Finish, you will be
returned to your orgnizationpage and the record will be submitted to AGM for review. Once it is approved
by AGM (turnaround is usually less than one week) the updated infoomappearsin the GMD.

9. Done!
Thank you foryour participation!

If you need any assistangaleasecontactNate Marsh
at nmarsh@agmconnect.org
or call 617426-2606 X.38.



mailto:nmarsh@agmconnect.org

