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Overview

Once created, any details on a member records can be edited in Passport, as long as the organisation has set at

least one field to Editable or Compulsory in the Field Configuration section.

Step-by-Step

Step 1: Navigate to the Member list

In the left-hand menu, click Members > LIST MEMBERS

Step 2: View the member's record

Locate the member record you want to edit, and on the right-hand side, click the VIEW (magnifying glass) icon



Step 3: Edit the member details

The member's record will open. To edit the member's details, click the VIEW ALL DETAILS button

Step 4: Update the member's details

Enter the new information into the fields, or change any existing information. When you have finished, press

the Update Member button to save your changes
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