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1. Click on Contacts

https://app.tango.us/app/workflow/531e0bfa-f979-41c0-b1f0-22c58c7e4311?utm_source=magicCopy&utm_medium=magicCopy&utm_campaign=workflow%20export%20links
https://app.tango.us/app/workflow/531e0bfa-f979-41c0-b1f0-22c58c7e4311?utm_source=magicCopy&utm_medium=magicCopy&utm_campaign=workflow%20export%20links
https://hba-uxprod.crm.dynamics.com/main.aspx?appid=561ce589-b117-ec11-b6e6-000d3a1c2eca&pagetype=entitylist&etn=contact&viewid=00000000-0000-0000-00aa-000010001004&viewType=1039


2. IN THE SEARCH BAR, TYPE THE LAST NAME AND FIRST FEW LETTERS
OF THE FIRST NAME OF THE PERSON YOU NEED TO UPDATE THE INFO
FOR3. DOUBLE CLICK IN THE AREA NEXT TO THE PERSON'S ACCOUNT
YOU WANT TO OPEN.

4. ON THE LEFT HAND SIDE OF THE SCREEN COPY THE "WEB LOGIN
NAME" TEXT BY HIGHLIGHTING THE TEXT AND CLICKING CONTROL+C



# Go to the HBA website (www.hbanet.org)

5. LOG INTO YOUR HBA ACCOUNT IF YOU ARE NOT ALREADY LOGGED IN.
THEN CLICK ON YOUR NAME IN THE TOP RIGHT HAND CORNER TO BE
TAKEN TO YOUR PROFILE.

https://hbanet.org/


6. CLICK ON MY REPORTS



7. CLICK ON THE SETTINGS ICON 



8. CLICK ON IMPERSONATION



9. PASTE THE WEB LOGIN NAME INTO THE FIELD BY PRESSING
CONTROL+V



10. CLICK ON IMPERSONATE



11. NOW YOU SHOULD BE LOGGED IN AS THE PERSON YOU ARE TRYING
TO UPDATE. CLICK ON PROFILE

12. CLICK ON THE PENCIL ICON NEXT TO PROFILE IMAGE CURRENTLY
SHOWING



13. CLICK REMOVE



14. SELECT BROWSE AND SELECT THE FILE IMAGE YOU WANT TO
INSERT



15. CLICK ON OK



16. CLICK ON PROFILE, AND MAKE SURE THE IMAGE IS APPEARING
CORRECTLY. YOU MAY NEED TO REPEAT STEPS 12-15 (AS THE SYSTEM
SOMETIMES DOESN'T SAVE THE CHANGE)



17. ONCE EVERYTHING IS CORRECT, YOU CAN SIMPLY CLICK ON LOG
OUT




