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GAL22 – Changing a donor’s address 
 
This guide shows you how to change the donor’s address.  It is important to maintain an 
audit trail of the previous addresses used and this guide shows provides a guide on how 
to achieve this.   
 

• Step 1  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

With your mouse, 
double click on the 
address information 
to highlight it. 

Right click with your 
mouse button and 
choose copy when 
the pop up box 
appears. 
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• Step 2 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Scroll down to the 
bottom of the page 
and click on contact 
history. 

Click on Add 
Contact and the pop 
up window shown 
below will appear. 
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• Step 3 
 

 
 
 
 
 
 
Step 4 
 

 
 
 
 
 
 
 
 
 

Click into the box 
with your mouse.  
Right click with 
your mouse and 
paste the address 
information into 
the box. 

Enter in the date 
the address 
changed or the 
date you were 
informed.  Click on 
Save to store your 
changes. 

You will be able to 
see the information 
you have saved. 
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• Step 5 
 

 
 

 

Click on the Edit 
Address button and 
the pop up window 
as shown below will 
open. 
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• Step 6 
 

 
 

Type in the post 
code for the new 
address and click on 
Lookup. 
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A drop down to 
select and address 
will appear.  Click 
on it and select the 
address you 
require. 
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The address will be 
entered into the 
relevant fields.  
You can enter in 
additional address 
information if you 
wish by clicking 
into the field and 
typing. 

Click on Save to 
store the change. 
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• Step 7 
 

 
 
 
 
 
 

The new address 
information will be 
stored in the 
donor’s record. 

Click on the Save 
button to store your 
changes. 


