
Make sure you are on your organization’s portal page.  

  



Step 1: Click people 

 

  



Step 2: Click Options next to the member you wish to be the administrator. 

 

 

 

  



Step 5: Select  Administrator 

Step 6: Click Submit Query 

 

 

  

Step 5 

Step 6 



This page should reflect that they are an administrator. 

 


