Editing Member Directory Profile/Information

1. Access the online member portal at hitps://rgdsn.app.neoncrm.com/login.
2. Enter your Username/Email and Password and click Login.
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3. Select the Membership Directory Profile on the left-hand side under Portal
Pages.
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4. If you would like to opt out of appearing in the Membership Directory, turn the
Appear in Membership Directory button off, scroll to the bottom of the screen and
click Submit.
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5. If you would like to upload a profile photo (recommended), click Upload a Profile
Photo, click Upload to select the desired photo, move the circle to center the
picture as desired, click Next and then click Save as Profile Picture.
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6. If you would like to have your profile picture viewable in your online portal but not
viewable to other members in the Member Directory, turn off the Include Photo in
Membership Directory button.
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7. Enter and/or remove the following information that will be viewable to others in
the Membership Directory:
a. First Name, Last Name (required — cannot remove)
b. Email (optional — can remove so not viewable in Membership Directory)
c. Phone (optional — can remove)
d. Company (optional — can remove)
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8. If you are a Parent/Caregiver of an individual with Down Syndrome, enter the
following information (strongly recommended) and click Submit:
a. Child with Down Syndrome First Name
b. Child with Down Syndrome Last Name
c. Age of Child with Down Syndrome
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9. You will receive a confirmation note that you have successfully updated your
Membership Directory profile.
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10.To access the Member Directory, click on Member Directory on the left-hand side
under Portal Pages.
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11. The directory will appear in List View by default. This can be changed to Grid
View by selecting the Grid View icon == at the top right-hand side of the page.
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12.The Membership Directory is searchable by member First Name, Last Name,
Company Name and/or Age of Child with Down Syndrome.



