Changing a Family Membership to an Individual Account

1. Pull up the Contact Record for the Rider that will be closed, and set the rider’s status to Closed.
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2. The click on the Account listed under Account Name. Uncheck the Family Account box, and remove the rider that is being closed from the Account Name. (In this example we are removing Family1 and converting this to an indivudal account for Family2).  If needed, change the primary contact on the account to the remaining rider.  These options are all right at the top of the page. After making the changes, save the Account Record.
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3. Navigate to the remaining rider’s Contact Record.  You will see that the Account (PTA) associated with the account is now changed to the new name you just entered. 
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4. On the remaining Contact Record, change the Membership Type to Individual and Save. 
[bookmark: _GoBack][image: ]
image1.png
Contact
Familyl Example

Phone Account Name
Fa

DETAIL  RELATED RECORDS

Contact Type
Rider

v Contact Details

Name
Family1 Example

Preferred Name

Account Name
Family1 and Family2 Example - PTA

Family Account

Rider Status
Active

Account Balance@

Minimum Rider Balance

$100.00

Membership Type
Membership - Family

Internal Notes

Description

v Portal Access

Site Portal Accecs

1and Family2 Example - PTA

Rider Status DriverStatus
Active

Title@

Gender
Female

Birthdate
1171951

Primary Afflation@®
Community Playground

Contact ID
CPG-00092789

Driver Status

Email Manifest
)

Primary Language
English

Other Language

Bucinecs Portal Accece




image2.png
Committee Leader

v Contact Details

“Name

Salutation

~None--

First Name.

Familyl
*Last Name

Example

suffix

Preferred Name

Account Name.

[ Family1 and Family2 Example - PTA

Family Account
)

Rider Status

Active

~MNone--

v Active

Admin Inactive

Suspended

Closed

Internal Notes

#1

Cancel

Gender

Female

Birthdate
1171951

Primary Afflation @
3 community Playground

ContactID
CPG-00092789
Driver Status
~None--

Email Manifest.

a
Primary Languzge
English
Other Language:

~None--





image3.png
@ itnrides force.com/sitestaff/s/accounts/account/001420000TlomseAAA/family1-and-family2-example-pta

Account
Familyl and Family2 Example - PTA

Primary Contact Account Balance ‘Account Balance (inc. booked rides 30d)
Family1 Example 5000 5000
1S RELATEDLISTS

 Account Name

‘ Familyl and Family2 Example - PTA ‘

Parent Account @

Search Accounts...

&sgent Monthiy Balance Date: Contact Mail To

v Transportation Account

Account Balance Totsl Ride Charges
5000

Account Balance(inc booked rides 30d) @ Retundable Credc
$0.00 $0.00

Non-Refundable Credit

$0.00
v Billing Information
Preferred Payment Method Credit Card Expiration Year
~None- -
Credit Card Type Credit Card Expiation Month
~None- -

Last 4 Credit Card Number

e

+ Follow

New Contact

New Organization

Edit

v




image4.png
Contact
Family2 Example

Phone Account Name Rider status
Family2 Example - PTA Active

DETAIL  RELATED RECORDS

Contact Type
Rider

v Contact Details

Name
Family2 Example

Preferred Name

B Family2 Example - PTA

Primary Contact Account Balance

Aecountiome amily2 Example 50.00

Family2 Example - PTA

Account Balance (inc. booke..
$000

Family Account

Rider Status
Active

No related lists to display

Account Balance@
$0.00

Minimum Rider Balance

$100.00

Membership Type
Membership - Family

Internal Notes

Description

v Portal Access

Site Portal Access

fitnridles force.com/sitestaff/s/accounts/account/0014200001iomse AAA family2-example-pta

Title@

Gender
Male

Birthdate
1/2/1948

Primary Afflation@®
Community Playground

Contact ID
CPG-00092791

Driver Status

Email Manifest

)

Primary Language
Spanish

Other Language
English

Business Portal Access




image5.png
v Contact Details
“Name
Salutation
~None--
First Name.
Family2
*Last Name
Example

suffix

Preferred Name

Accountame
[ Family2Example - PTA
Pt At
[ -none-
 Membership- Individual
Membership- scholarship

Membership- Ride services.

Membership - Family

Membership Type

Gender

Male

Birthdate

1/2/1948

Primary Afflation @
x 3 community Playground

Contact ID
CPG-00092791

Driver Status
~None--

Email Manifest.

Primary Language
Spanish

Other Language

[ Membership - Individual

- ] English

Description

Caneel -




