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1: Click the Add button. 

2: Enter general information about the new Member and his/her Family 
3: The Required fields are Marked in Red 

Member Number (No Duplicates are allowed) 
Member type 
Last Name 

4: When you are satisfied with the input, click the Accept button 
 

 
 
 

 

 
 

 
 
 

 
The defaults for the A1 and A2 salutation and the Country are set in 

Administration / Program Administration. 
 
 

 
 

 
 
 

Required Fields (3): 

Member No:      Member Type   Last Name 

Click Add new. When done 

click Accept 
Update In Red (existing 

member). 
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1: How do you add a new Family Member/Individual?  

2: Go to the Family Members screen of the Main Screen.  
3: Click the Add Individual button.  

4: Enter information about the Individual.  
 Required Fields are in Red 
5: Click the Accept button 

 
 

 
 
 

 
 
 

 
 
 

 
 

 
The Last name is automatically filled in from the A1 Member and the family 
Status is automatically set to Child. You can edit these items. 

 
 

 
 
 

Required Fields are in Red: 

First name, Last Name, Family Status 

Click on Add to enter 
New Family Member. 

When complete click 

Accept. 

Click on Update to Update 

an Existing member 

Click Quick Add New  

(under Member 

Options) to simply 

enter the first and 

last name of a new 

member 
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To add business information, you first select the member, under the family 
Member List then click on the Business Information Icon. (Move your mouse 

over the buttons, slowly, to see a description of what each button does). The 
following screen appears. None of the fields are required. 

 

 
 
Complete the information then click Update. 
 

Technical Support: 
 

If you have any problems or questions pertaining to the operation of SOS, 
please be sure to call technical support or email SOSsupport@ansintech.com 
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