ADD A NEW MEMBER TO YOUR MANAGEMENT DATABASE

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

Required Fields (3):

Click Add new. When done
click Accept

Member No: Member Type Last Ngme Upfate In Red (existing
ember).
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Adivities | Member | Custom | Member ™ ggd Cancel | Member # |v
Member # Motes Fields Attributes | Memper | ©POEE Options
1188343 ‘ Search | Member Attributes Family List
Member Type Join Date 0111572010 =B Community Leonard Ans
Plati Benefactor FY09 Jane
A |»‘\':ﬁ\ﬂa j Resign Date | MM/DDA Y Y = R atnum Senetacior
Renew Date | MM/DD/AYYY = -
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Title First Name Middle Name Last Name | Similar | Family Name
a1 | Mr. j |Lennard | |An5in |An5in
A2 | None j |Jane | |An5in
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New Add
Sz W Click here to Send Family Email
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107 Clocktower Dr #301, Waltham, MA 02254~ lansin@ansintech.com
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 Yes & No Statement
| Address
City/ St Combo Mailing Label
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| United States - | j
Tel Ext A1 Cell Phone Phone Numbers |Leunﬂrd and Jane Ansin
|7&1 899-4100 ‘ |51 7-413-9100 ‘ A1 Cell Phone j |51 7-413-9100
S

The defaults for the A1 and A2 salutation and the Country are set in
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ADD A NEW MEMBER TO YOUR MANAGEMENT DATABASE

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

Click on Add to enter
New Family Member.
When complete click

v Accept.
yd

Required Fields are in Red:
First name, Last Name, Family Status
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Leonard Ansin
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|1n? Clocktower Dr #301

Cityl StiZip
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Use Address:
< Family In List Add Hew Click here to send member Email Mailing Label
|Ian5in@ansimech.cum |
| 107 Clocktower Dr #301, Waltham, MA 02254-9 J |
Address Website Letter Salutation
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Waltham j‘ WA .| 02254-9110 j [fa1839-4100
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AN More
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Click Quick Add New
(under Member
Options) to simply

Click on Update to Update
an Existing member

enter the first and
last name of a new
membher

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.
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ADD A NEW MEMBER TO YOUR MANAGEMENT DATABASE

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.

ER BUSINESS INFORMATION =5
File Print

Business Info

Leonard Ansin
Company Name |21Een01e | At
T'rtle|
Occupation |CnmputerF‘rnfessinna| j

Address |1D? Clocktower Dr. #301

City State Zip
City/StZIP
ty |Walt j ||'.m j |n2254-911n j
Country |umted States j
Update
Tel |?81—899—41DD Ext |
Email |Iansin@ansintech.cnm | Cancel |
Website |www.ansintech.cnm
ome |
Fax/Bus.Cell |51?—413-91nn
Direct/Beeper |

Member Info Update | 11/10/2010 Hv

Update by |Leonard Update on |{141/29/2010

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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