
Accepting Your Realm Invitation and Creating Your Account 

1. You will receive an invitation email that 
looks like this. 

2. Click the link to create an account. 

 

3. Enter your Email Address and a strong 
password, using the criteria set forth by 
Realm. You will need to confirm your 
password by entering it a second time 
and checking the box indicating that you 
are not a robot. 

 
 



4. Once you complete the Realm 
registration form, you will be asked to 
check your email to activate your 
account. 

 
5. You will receive an email verification in 

your inbox. Open the email and click the 
link. 

 



6. Now that your account has been verified, 
you may sign into Realm by entering your 
Email Address and Password. Your email 
address should already be populated in 
the Email Address field. 

 
 

7. When you sign in for the first time, for 
your protection, you will be asked to 
validate your phone number against what 
is in Realm. Please do not include your 
phone extension if you have one. If you 
enter your phone number and it is 
incorrect, please email the Office 
Administrator at office@uupok.org so you 
can provided with the phone number we 
have on file for you in Realm.  

 
 

mailto:office@uupok.org


8. Once you are logged into Realm, you will 
be brought to a dashboard that says 
News at the top. 

9. Next, we will look at how to: 
a. Access help via the Help Menu  
b. How to edit your Realm profile. 

 
 

 

  



 

Finding the Help Menu in Realm 

1. You can access the Help Menu by clicking 
the “question mark” icon located in the 
upper right-hand corner of any Realm 
page.  

 
 

2. The Help Menu opens in a new tab on 
your internet browser. 

3. The Help Menu corresponds to the topic 
of the page you are currently on. (i.e. if 
you are on your profile page, clicking the 
question mark will provide help on topics 
related to your profile) 

 
 

  



Updating Your Contact Information in Realm 

1. To edit your Realm profile, click My 
Profile under your name in the upper 
right-hand corner of the page. 

 
2. After you click Manage Profile, your 

profile should be visible on page. 
3. To edit any information in your profile, 

click Edit Profile. 

 



4. On the Contact Information tab, enter or 
edit the fields displayed.  

5. For Note: Any fields marked with an 
asterisk. These must be completed before 
you can save. 

 
6. For the Name and Address fields, click the 

edit icon on the right-hand side of the 
field to enter more specific information. 

7. You must click Accept to save the 
information you entered. 

 

 



8. On the Personal Information tab, enter or 
edit the fields displayed.  

9. Feel free to enter your full birthday. The 
year and your age will not be displayed on 
your church profile. 

 

 

10. Click the image or camera icon to the left 

of your name 

11. Browse to the image you want to use and 

select it.  

12. Adjust the image size using the slider.  

13. Click Save. You might need to refresh the 

page to see your changes. 

14. Note: The image you choose to upload 

should be 172 x 172 pixels. If the image is 

larger, you should zoom out until it fits in 

the dashed-line center square. Otherwise, 

the website will delete the remainder. If 

the image is smaller, it will not be 

automatically enlarged to fit the space. 

You can zoom in, but might lose 

resolution. Most photo or graphics 

programs can determine and alter the size 

of an image. 

 

 


