
Made with Scribe - https://scribehow.com 1

How to Edit Constituent Information
Learn how to locate a specific constituent within your database and update their
profile information. This guide provides a quick workflow to ensure your donor data
remains accurate and up to date.

1 Click the blue North Star icon.
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2 Click "Fundraising."

3 Click "Constituents."
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4 Begin typing the constituent name you're looking for into the 'Search by name'
field

5 Select your intended result from the search suggestions
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6 Click anywhere in the resultant row to open the constituent profile.

7 To edit the constituent contact information, click 'Edit all' in the Contact Details
section.
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8 From here, you have the option to edit name, address, phone, and email. Once
you've made your edits, click "Save."


