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® Associated Grant Makers

Keeping Your Organizational Information Up to Date

Asthe primary contact for your organization, you have thecapability to make changedo your
profile including updating org information and addingadditional contacts. It is import to keep your
information as current as possibleto avoid service interruptions andto keepeveryonehappy.

The process is simple anghainlesd
1. Login

Go towww.agmconnect.org
Click on for Grant Seekers on the left sideand under Quick Links, click on Update Your Profile.

To login, enter your username and pasword. Your usernamehould beyour email address. If you
do not know your password,enter your email address in theForgot Your Password field and it
will be sent to you. If you are having problems with this, please contadiGMdirectly.

2. Update Your Personal Information

After you successfully login, yowvill be taken to your account pagePlease note thaabs on the top
of the page

My Info | | My Logon Info My Organization(s) = My Transactions My Groups [ Hewsketters

On the first tab,My Info, please \erify your name, address, telephone, email and other contact
information. Please nake any necessarychanges to your recordThe screen should look like this:

(]
.ﬂgm Member & Partner

~—’ Directory
. Home Search Mylnfo
J My Info |_| My Logon Info |_| My Organization(s) u My Transactions u My Groups/Newsletters L

View and edit your personal information here. Be sure to dick "Save” when you are done.
Add an Email Address
Prefix First® MLI Last*® Suffix
Name |AGM | ‘Pannsr H:l

Title

Nickname

Address 55 Court St
Suite 543

City Boston State[MA | zip[02108
Secondary Address

Address ‘

|
City State|  |Zip



http://www.agmconnect.org/

3. Change Your Username/Password
(Optional) To change yourogin and password, go toMy Logon tab. If you would like to change
your password (it must be at least 6 characters long) or update your emailenter the new
information and pressSave.

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

Your password mus.l:be & cﬁ?ractem long and showld contain lettters and numbers. Last Login Monday, June 25, 2007
Please Update your information and then dlick "Save" liast Todkoit ey

Contact Name AGM Partner Last Password Change Monday, June 18, 2007
User Name (Email) |partner@agm

Password 123456

PartnerAssociate PartnerEditor

Save

4. Update Your Organization’s Information
Toviewandchangeyouor gani zat i on’ s MyOrganizatiomdtaband clickghe t o
name of the organization you would like to view

J My Info U My Logon Infol_l My Organization(s)U My Transactionsu My Groups/Newsletters

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

Organization| Organization MemberShip
Memberships

Member Type Expiration

Associated Grant Makers | .
01-Jan-2020 | PayPal Renew/Upgrade | Check Renew/Upgrade

Expiration

Test Or jzation )
{ ) * || 01-May-2009 | PayPal Renew/Upgrade | Check Renew/Upgrade

This will take you to the organization page witha new set oftabs. On the firsttab, General, you can
edit your organization’s mailing addressmission statement and otherbasic information. The
General Tab should appear as below:

Return to previous page ...

J Generall_l Phones u Org Type/Renew H Contacts H Tra nsacﬁonsl_l Directory L
Legal Name: ‘Test QOrganization | Established: ‘1905 ||Year0n|y ‘fv}|
Sort Name: iTestOrg | FT Staff b |
Acronym: TOAGM | PTStaff 0 |
Alt Name: ‘The Test Organization for AGM | Volunteers: ‘6 |
Address 1: ‘55 Court St | Website: ‘www agmconnectorg ‘
Address 2: Suite 543 | Tax ID 123-456-77
Address 3: ‘ | FYEnd: | Mar ]
City/State/Zip {BOSTOH | MA "02108 | Founder:  Mr. Test |

To test and serve the AGM Database!

Mission Statement:

Active: Yes ' 'No

Choose thePhones tab to modify your telephone and fax numbers.



5. Add New Contacts
To changeorganization staff and trustee contact informationfollow the instructions in the

previous paragraph and go to Contacts, then click on the persofs name to see their accountYou
can add newpersonnel by clicking the Add New button.

J General U Phones U 0Org Type/Renew |_| Contacts u

Contact Name Primary Contact Type Administer

Executive Director |+ |Delete
Partner, AGM - - :

Add

[ Biling [v] |Delete

Test, Library O
Add

Executive Directar |v] | Delete
Test, Member | [] =

Add

Bbard Member,f'l:rusl\/ Delete
Test GMD O e e

Add

Add New
Add few

ki)

[Save and Next] [ Cancel ]

If you are adding a new contact, you must complete th@ntact and Account tabs and chooseSave
& Close.

Please be sure taise a full email addresgor the username. Passwords have a 6 character 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.

Thank you foryour participation! If you need any assistancgleasecontactthe Partners Manager-
Nate Marsh ammarsh@agmconnect.org or call 617-426-2606 x138.



