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Change your Organisation's Administrators,
Moderators and Members

1 Navigate to your organisation's page (by clicking on the round icon for your
personal account at top right and then selecting the organisation).
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2 Click "People" in the left hand menu of the Organisation page.

3 Removing someone from your organisation: Find the name of the person you
wish to remove and click Edit on the right of their row. Select 'Delete' to remove
their link with the organisation.

Click 'Ok' to confirm the action. You can still "Cancel" if you made a mistake, or add
someone back later if it's a temporary change. Deleting someone from your
organisation will not delete their personal account.
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4 Changing someone's status (or 'access level') within the organisation: Go through
the same steps if you wish to promote/downgrade someone's administrative
rights within the organisation, choosing 'Promote' or 'Demote' as appropriate.

5 Adding a new administrator, moderator or member: first click 'Add'.
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6 Enter the name or email address of the person you wish to add, next select which
access level you wish to give them and then confirm by clicking 'Add'.

7 Adding multiple Members: use the invitation link or import organisation members
from a spreadsheet if you wish to add multiple Members (eg a large group of your
volunteers) to your organisation at the same time.


