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How to Edit Neighbor & Household
Information

If you need to make changes to a neighbor’s information, use
the following guide. Common changes include but are not
limited to:

e Last name

e Phone number

e Address

e Household members and status (Active, Inactive, Perma-
nently Inactive, Deceased)

e SNAP Status

e Proxy Information

1. Logintothe home
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Search for the desired neighbor’s profile by either Name,
Address, Date of Birth, Phone #, or Alt. Id. In the follow-
ing example, we are searching for a hypothetical neighbor
Darren Smith.

. Click the ‘plus sign’ to the left of the neighbor’s name and

address. Make sure you are selecting the correct neigh-

bor/household if multiple profiles show up.
Click ‘View Household Info’

. Make any changes necessary
. Scroll down to the very bottom and click ‘Save’












