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1 Option One

The "Hello" page is the first page you will see when you log in.
 
To update the personal details, including communication preferences of anyone in your household, click the
word "here" highlighted by the arrow.
 
Alternatively... (see next page)
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2 Option Two

If you're already logged in and not on the "Hello" page, you can still update your details.  Hover over the
"Members" option to reveal the drop-down menu (which may have more or fewer items than this example,
depending on your church roles).
 
Click "Update Household."
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3 Scroll down the page

Your household and address will appear (the name and address are blurred out in this example).  To edit
individual people, you may need to scroll down the page.
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4 Click "Edit person"

This example is a one-person household.
Find the person whose details you wish to amend and click where it says, "Edit person."
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5 Scroll down to the relevant option

There are lots of pieces of data you may edit.
 
Scroll down to the one you need to change.
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6 Keep scrolling if necessary

There are lots of pieces of data you may edit.
 
Scroll down to the one you need to change.
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7 Change Communication Preferences if desired

If you wish to change communication or privacy preferences, these are at the bottom of the form.
 
Please make sure you click the option at the top of this image (i.e. "I give permission to receive email").  If
you don't click this, you will not receive ANY communications from us.
 
Keep scrolling down...
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8 Click "Save"

When you are finished, make sure you click "Save."
 
That's it.
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