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Edits in the Organizational Folder 

This document will walk through the process of editing and updating the contact 
and accounting information located in the Organization folder. 

 
1. Go to the Organization Information folder on the left side of the screen. 
 

 
 
2. Click the CONTACT INFORMATION tab.   
 

 
 
3. Here the contact person’s information can be edited and/or updated. 

 

 
 

 
4. Click SAVE. 
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Note:  The contact information will appear in the confirmation email that participants receive 
once they have registered. 
 
5. Click ACCOUNTING INFORMATION tab.  
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6. Here the following things can be edited and/or updated: 

A. Email address to receive email confirmations for each individual registered. 
B. Accounting address (where Active.com should send registration payments)  
 

 
  

7. Click SAVE. 
 


