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How To Add/Remove A Person
Created on Apr 6, 2023 by Maria Curtis

This is ONLY available to the Primary contact for the account. 

1 Login to your AASC account VIEW PAGE →

If you need help login in and accessing your Member Compass click on the link below to lean

how to login.
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2 Got to your Member Compass VIEW PAGE →

3
Go to Member Compass - Apartment Association of Southern
Colorado

VIEW PAGE →
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4 Click on People VIEW PAGE →

5 Click on Edit Profile VIEW PAGE →
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6 Click on × VIEW PAGE →

7 Click on Give Management Access VIEW PAGE →
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8 Click on Remove person VIEW PAGE →

9 Click on No VIEW PAGE →
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10
Click on Are you sure you want to remove this person from Test
Company (TEST)?

VIEW PAGE →

11 Click on No VIEW PAGE →
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12 Click on Add Person VIEW PAGE →

13 Click on × VIEW PAGE →
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14 Click on Company (ONlY FOR ACCOUNT PRIMARIES) VIEW PAGE →

15 Company (ONlY FOR ACCOUNT PRIMARIES) VIEW PAGE →

In Company, you can update your Companies contact information, add logo's, and social media

handles.
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16 You can edit your Companies CONTACT INFORMATION VIEW PAGE →

Here you can edit/add

Company email

Company phone number

Company mobile number

Company fax

Company website
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17 You can edit your BILLING ADDRESS VIEW PAGE →

Edit your Billing Address

18 You can edit your SHIPPING ADDRESS VIEW PAGE →

Edit shipping addres or click Copy Billing Address
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19 You can edit your INTERNAL NOTES VIEW PAGE →

Here you can edit/add

NAA ID

What area of Colorado do you serve?

Areas of Expertise

Number of Employees

Referred by

How did you hear about us?
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20 You can edit your MARKETING information VIEW PAGE →

Here you can edit/add

Facebook URL

LinkedIn URL

Instagram Handle

Twitter Handle

Company Logo

Organization Overview
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21 You can add SPECIAL OFFERS VIEW PAGE →

Here you can edit/add any special offers your company might be offering.

22 You can edit your DIRECTORY GALLERY images VIEW PAGE →
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23 Don't forget Click on Save VIEW PAGE →

Do not forget to scroll up and click SAVE.

https://dubble.so/guides/how-to-addremove-a-person-7beabuhiczagqluurn23
https://www.aaschq.org/member-compass

