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Step 1:
· Go to “My Profile” to access the Contacts page.
· Click “Contacts” within the Organization section as shown below.
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See examples from the screens below

· Click “Add New. “ 
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· Complete all fields as indicated below. (Don’t forget to choose your role).
· Click “Add.”
· Save your changes.
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[image: ]See New Contact added here, 




















Step 2: Editing a contact:  
· Click “Contacts” within the Organization section as shown below.
· Click edit.
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· The navigation pane below shows this user is updating the street address. 
· Once the changes have been made click “Update.” 
· The second navigation pane below show the contact has been edited and updated. [image: ]Edit the necessary fields. 
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Organization Contacts

Title Neme Phone# Email Primary
Key Principal NOAH STEELE (205) 4551212 DTSUAREZ1@GMAIL COM
Loan Officer  SVP JohnDavis  (334) 2132222 jdavis@testing com

Employes  Administrative Assistant_Felicia Glenn _(334) 354-9999 _fglenn@lesting co

Key Principal President GlenDavis  (334) 5557777 33455577778,
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Organization Contacts

New Organization Contact Information

FistName  [Glen ]
LastName [Davis ]
Role. [Key Principal V]
Title [President

J
Address Line 1200 Court Square |
AddressLine2 [Suite 100 ]
City [Montgomery |
|
J

State A
Zip Code: [36104
County [Montgomery vl

Primary Phone  [3345567777 ]
Primary Email  [3345667778] x]
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Tite Neme Phone# Email
Key Principal NOAH STEELE (205) 455-1212 DTSUAREZ1@GMAILCOM

Loan Officer  SVP JohnDavis  (334) 2132222 jdavis@testing com

Employes  Administrative Assistant_Felicia Glenn _(334) 354-9999 _fglenn@lesting co

Key Principal _President GlenDavis 3345557777 3345657778,
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Organization Contact Information

First Name. [Glen ]
Last Name [Davis ]
Role. [Key Principal V]

Title [President |
AddressLine 1 [100 Court Square ]
AddressLine2 | |
ciy [Montgomery ]
State [aC ]
Zip Code: [6104 ]
County [Montgomery V]

Primary Phone [(334) 555-7777

Primary Email 33455577778
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Organization Contact Information

Name:
Role:
Tie:
Address:

County:

Email

Glen Davis
Key Principal
President

100 Court Square
Montgomery, AL 36104

Montgomery

(334) 5557777
33455577778
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Online Applications Applicant organizations can submit an online application for any open rounds for programs.

My Organization Manage the information about your organization such as contact information, users,
partnerships, and partners.
My Profile

Manage your profile including your password, contact information, your organization information,
and other information about your organization.




