Steps for Changing Primary Contact Information
- Go to the organization and add your new contact, make certain to “Mark As Primary”: https://www.screencast.com/t/3sbw9g2tKX
- If the old primary contact is staying with the organization and will receive member benefits, you’re done
- If the old primary is leaving the organization or staying but will no longer have member benefits, go to the membership > Actions > Related Contacts: https://www.screencast.com/t/e0cKkYEebR and “X” the line to remove them from the membership: https://www.screencast.com/t/HQshUrcnVJ 
- Lastly, if the old primary is leaving the company, you will want to remove them as a contact for the company. Go to the Org Contact > Profile > Contacts and click the edit pencil next to the name: https://www.screencast.com/t/kN8BLYk1b8 and then uncheck the “Active” box: https://www.screencast.com/t/HaEXmXfdnt and this will disassociate them from the organization.
- Send an email to BillHighway letting them know the change of ownership 
- Add the new PIN when BillHighway supplies it: https://www.screencast.com/t/9SrXXEYAWZe

