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How to View and Edit your Organization's
Foundation.
This guide provides step-by-step instructions on how to view and edit your
organization's foundation. The foundation page, is where your organization's
Purpose, Vision, Values, Lessons Learned and other core cultural and foundational
elements are documented. It's a great place to visit as you plan your upcoming years
strategic planning to check if your strategy aligns with these pillars of success.

1 Click "Foundation" in the menu bar.
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2 Each Foundation tile has a pop-up guide to help walk you through what should be
included.

3 Edits to the Foundation tile can be made by clicking directly in the tile.
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4 Edits can also be made, by clicking the Edit button in the top left corner of the tile,
which appear when you hover over the tile.

5 The Edit box will pop up to enter the statement for this specific Foundation Tile.

If your organization uses different words (example Mission instead of Purpose)
you can update the title names / descriptions to match your nomenclature.
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6 Click "×" to leave the edit box, your work will be saved in real time.

7 The Edit box also allows you to delete tiles that your organization may not utilize.
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8 A Pop-Up box will appear prior to deleting the Foundation tile to ensure you
actually wish to delete it, select "Yes" to Delete or "No", to return back to the
screen you were working on.

9 Click the "+" sign to add another Foundation tile to your page.
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10 Click the Edit button to pop up the Edit box enter your new Foundation title and
statement.

11 Lastly, you may lengthen your tile for editing by clicking on the diagonal lines that
appear when you hover over it. This provides extra space for longer statements.


