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Purpose:

The purpose of these instructions is to provide directions for accessing your personal
profile information and to assist you in updating your contact and personal information
as needed. Your assistance in updating your information is an aid for keeping the
church’s information current for communications and gathering statistical information for
our congregation.

Rest assured that access to your information in Realm is secure and only you have
access to and the ability to change information in your profile. It is important that you
know however, that the Realm Administrator (Deacon Robert Murphy) also has
administrative rights to access and make changes to member profiles on an as needed
basis.

These instructions are also intended to empower you to manage your information and
help in the accuracy of your contact and personal information.
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How to Update Information in your
Personal Profile

D | B aoL-N x | AOLMz x | G Google x | [} WORDF x | < News- x | @ Login|l x | ) JoinMe x | < Home| x |  Busines x | & Ivocat x | + - 8 X

(% O Iﬁ https://e.onrealm.org/news 1’6 {‘:— @) z

N * i ©

Communications ~

. e ° Q

Inbox

Chat Your feed doesn't have any activity yet. Consider posting a welcome
message to get things started.
Events Start something.

Giving

Groups v
Serving

Directory

Support | Privacy | Terms of Use

The above screen is what you will see when you first log in to your Realm account.
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https://e.onrealm.org/profiles/241d753-7990-4921-9962-ab560150b1e2

In this screen you should click your name which appears in the upper right corner and
then click “My Profile” . Once you have done this the following screen will appear.
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Juliette Murphy

Communications v

Events
/' EditProfile B Manage Privacy
Giving
Family
Groups v Contact Information
e Robert Murphy
g Email Jmur749@aol.com Head
Serving -
Home (301)630-7973/Primary
Directory Mobile  (240) 393-9352 + Addfamily

Address 4707 Keppler P
Temple Hills, MD 20748-2100

Personal Information

Birth Date  July 6th

Support | Privacy | Terms of Use

This is the main display of your profile that shows a summary of fields of your profile.
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The above screen provides two tabs that are named “Contact Information” and
“Personal Information”

Contact Information

In the Contact Information Tab the following fields are available that you can review and
edit.

Name
Address
Phones
Email

Social Media

Note: To edit information in one or more of the above fields, you will need to click the
blue box with what looks like a pen for that field and you can edit the information for that
field. After you have made the change for a field, you click “Accept” (located at the
bottom of this window) and that change will be made.

IMPORTANT:: Once you have updated information in the “Contact Information” tab, you

must select the “Save” button to save the changes. Now you are ready to move to the
next tab “Personal Information” which is shown in the following screen.
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Edit Juliette Murphy

Contact Information Personal Information

Personal
Information
Tab

Save
button is
here

Communications ~
Events
Giving BASICS B LEADERS & GROUP MEMBERS
Groups ~ Birthdzy 07/06/1953 (o]
Gender Female X
Serving
Marital Status Married X
Director
Allergies -
DETAILS
Wedding Anniversary 713111993 ]

Personal Information

This screen displays your “Personal Information”. The personal information tab
contacts the following fields that you can review and edit. The available fields are:

Basic

Birthday
Gender
Marital Status
Allergies

Details

e Wedding Anniversary

Note: To make edits information in one or more of the above fields, you will need to
click the field and then make the needed change.

IMPORTANT: Once you have updated information in the “Personal Information” tab,

you must select the “Save” button to save the changes. If you do not click the “Save”
button, the changes will not be saved.
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Congratulations you have successfully updated your information in Realm. However, if
you need assistance please feel free to contact Dea. Robert Murphy and he will be glad
to answer your questions or walk you through the process of updating your personal

profile.
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