How to Add a member to an Activity and print an Activity list

1: Click on Activities icon (or press F5)

Alternatjvely: Management, then Activity (or use the F5 Hot Key)
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Please note, there is another option to add a member to a committee
directly from the general family screen. (See last page of this help

file)
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How to Add a member to an Activity and print an Activity list

: Select a Member type or leave as is and click Refresh Member Display
Double click an Activity to make it current. Then on Member Display

Click on the Member Display Tab.

Highlight a Member by double clicking on the Name Or use search field.
Click on the Add Member to Current Activity.

: On the Activity window, there is an option that allows you to add a
member as Al and A2 (if there is an A2). Your reports, letters, labels etc will
now display both Al and A2.

8: When you double click on a name, all the activities that the member is on,
will be displayed.

9: Click File Print or Press F4 to print.

10: To export the current Activity, select Options, then Export
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Double Click Activity to Select

Selected Member Activities
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All Activities

Remove Member from Current Activity
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| Refresh Member Dizplay |
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Click here to send an email
blast to the current Activity
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First Name Last Name Lafst Name, First Home Address City, State, Zip Personal Email | »
Amanda Aaron Aarof, Amanda 438 12th Street#2E  Brooklyn, NY 11215 amanda.aarong@
Sandra Abramson Abrgmson, Sandra 451 MARLBOROUGH F Brooklyn, MY 11226 TPTINC451@ACI
Jennifer Aisenberg Aispnberg, Jennifer 55 Parade Pl Apt. AB Broaoklyn, NY 11226 jenny.aisenberg@
Caralyn Altman Alttnan, Caralyn 14 Terrace Place #2 Broaklyn, NY 11218 caralynaltman(@e
Andrea Arzt 185 Terrace Place Broaklyn, NY 11218 aarzti@msnyc.org
Alex Basson 169 Union Street, Gard Brooklyn, NY 11231 alexbasson@am
] 3

Click Close Button, to exit. Allows fast
re-opening of Activity window.
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How to Add a member to an Activity and print an Activity list

From the Print menu,

you have the following options:

1: Print a List of the members for the Current Activity

Print Labels or

Print Letters or
Email Committee Members of the Current Activity.

2: Print a List of All Members with All Activities or

Print Labels or
Print Letters

3: Print a List of Members Not Associated with the Current Activity or

Print Labels or
Print Letters

You can also Export any of the lists to be imported to Excel, Word or Access.
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to print. click print preview.
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How to Add a member to an Activity and print an Activity list

Alternative method to add a Member to a committee:

From the General family screen, or the Family Members screen select View,

then Member Events. The following screen appears:

sosl Event data for all members of MemberID APPLALE Alex Applefeld

File
Right Click Row to delete
| Activity Description First Name Last Name Status Family Status
04 Arrears Alex Applefeld Search A1
Arrears Alex Applefeld Search A1
Tickets held 2005 Alex Applefeld Search A1

Member Events

Add member to Activity

EEX

| Activities

I 04 Arrears

I Alex Applefeld

Add Member To Activity |

AN

Lists all available
activities

Lists all members
of the current
family

After you make
your selection, click
here to add the
member to the
activity

For more details about SOS visit our web site at

www.ansintech.com
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