CIRCLE OF SERVICE FOUNDATION

Supporting great organizations to enhance community, opportunity and well-being

How to Update Contact or Organization Information

Click here to watch the video on how update contact or organization information.

This how-to guide and accompanying video will give you step-by-step instructions on how to update the profiles
for your organization information and contacts that are affiliated with your organization.

Please note: If you are a first-time user who registered based on an Organizational search that prepopulated with
incorrected data, you can edit the information based on instructions below.

1. Login to the grantee portal at https://circleofservice.us-1.smartsimple.com/ to modify your applications.

2. After logging in to your home page click on the pencil icon in the upper right corner (see red circle below).

Naomi Judd

PLANNED PARENTHOOD ADVOCATES OF WISCONSIN INC
LHartnett07+05@gmail.com

3. Onthis page, you can edit your personal contact information, as well as your organizational information.

4. Update any fields that should be revised.
QO Sinctsor goics
Mrs. Naomi Judd

* First Name: | Naomi *Organization: PLANNED PARENTHOOD ADVOCATES OF WISCONSIN INC (]

*Last Name:  Judd * Address: | 1234 South Michigan Avenue

Middle Initial or Name:

* Title:

Prefix:

Suffinc:

* Phone:

Phone Extension:

Address 2:

* City:

Mrs.

* Zip Code:

123-456-7880

* Email:

* State

* Country:

Chicago

lliinois v
60605-25%6

United States ~

LHartnett07+05@gmail com

5. When revisions are completed, click “Save.”

6. If your Organization Profile need to be updated for fields such as Mission statement, Year Founded, or various
names, return to home page.


https://circleofservice.us-1.smartsimple.com/
https://youtu.be/LvZp5KWhQ4E

7. Click the “Home” button in the upper right corner (see red box below).

Home ‘_- ﬂ

*Qrganization: PLANNED PARENTHOOD ADVOCATES OF WISCONSIN INC [

* Addrega: | 1224 South Michigan Avenue

Address 2;
*Eity: | Chicago
*State: | Ilinals -

*2ip Code: | ADADS-2596
* Country: | United States iy

*Email: | LHartnettd7+05@mgmail.com

8. On the home page, click on the link of your Organization’s Name (see example below).

9. When revisions
are completed, click

Naomi Judd

PLANNED PARENTHOQD ADVOCATES OF WISCONSIN INC
% =

" ”
Save.
QU g ore A @
PLANNED PARENTHOOD ADVOCATES OF WISCONSIN INC >®
izati PLA! 0D ADVOCATES INC = Office Address: | 302 N JACKSON ST
Phene: Office Address 2:
e iy T
e - =
*State: | Wisconsin ~

EIN Number:  39.1673012
* Zip Code: | 532025904

ADDITIONAL INFORMATION

* Organization Name / Doing Business As Name

‘Ghange this o-the name by which you are most commanly known, '] 1R records. 1 ¥ b
Planned Parenthood Acvocates of Wisconsin
* Organization Executive Comact

This should e ihe Executive Direstor, CEO, President elc. For iversities or huspitals, » senior departmert

e a grant, i P or Agreement.

Haomi Judd

* Mission Statement

test

* Year Founded

1954
* Organization Background

test

* Proforred Payment Method

Please Select ~

10. Upon completion return to the grantee portal home or log out.
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