Assigning admin status to a member DEMOLAY
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This guide provides a straightforward, step-by-step approach to assigning admin
status to a member within the eScribe system. By following these instructions, users
can efficiently navigate the platform, ensuring the right individuals gain the necessary
administrative privileges. It is a valuable resource for maintaining organizational
structure and enhancing member engagement. Whether you're new to the system or
need a quick refresher, this guide simplifies the process.
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2  Click "Members"
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3  Click "Edit Members"
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4 Search for the member's record
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5 Click on the members record's name
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6  Click the eye icon button field under the "Organization Admin" to expand the area.
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7 Select the jurisdiction option if it's available from the jurisdiction dropdown.
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8  Select the organizations the member will be an admin for.
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10 Confirm by clicking the "Ok" button field to confirm the action.
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