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Chapter 5
Individual Profile

How do | add a new Individual?

T ¥
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o

This section of the Chapter will walk you through filling in a New Individual Profile. You can use either the
<Enter> or <Tab> key to move from field to field. If you prefer to use the <Tab> key, where you see <Enter> just
use the <Tab> key instead.

Remember, if you miss a field, or need to go back a field, you can use the <Shift>+<Tab> keys to go back a field.

1. Press the [Add] Icon on the Tool Bar.
2. This will open a blank Individual Profile window.
3. The focus of your cursor is in the First Name field to begin.

F‘{_‘.E Servant Keeper - Membership Manager - [Individual Profile]

File Edit Individual Family Groups Reports Tools Go Window Help
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Profile [ Attributes [ Notes [lmpormnt Events ] Alt AddrfPho

First Mame |

Last Name Suffix

a. If you need to change the Title and/or Gender use the <Shift>+<Tab> keys to move Ticle: |18 -
your cursor backwards or just click in the field using your mouse. dame Eq?s-s
b. In the Title Drop Down List you can either type in a new Title or select one from the lams
Drop Down List already in your system. Remember the Title Drop Down List is a e Mrs.,
quick fill field. Ms,
2z5 1 |REY

c. Pressing the <Enter> key will move you to the Gender field.

d. You can only select one of the items in the Gender Drop Down List, this is the only
Drop Down List that is NOT a quick fill field. izender

e. Pressing the <Enter> key will move you to the First Name field

4. Type in the individual's First name, in the First Name field. You will notice that the SuFFix Female
Preferred Name and Salutation fields are automatically filled in for you.

First Mame Wiliam| Middle Marme
Last Marme k SufFix
Freferred Mame |William Salutation |William

5. Pressing the <Enter> key will move you to the Middle Name field (if not disabled in the System Preferences,
see chapter 4, page 38).

a. Type in the Middle Name or Initial or just leave it blank if no middle name is known.
6. Pressing the <Enter> key will move you to the Last Name field.
7. Type in the Last Name (up to 30 Characters).

First Mame [williarm Middle Mame
Last Mame [Wonka Suffix
Freferred Mame |William Salutation [William

8. Pressing the <Enter> key will move you to the Suffix field.

9. Type in the Suffix of the individual or leave it blank if there is no Suffix. (Suffix are primarily for males, they can
be things like Sr., Jr., 11, llI, etc.)

10. Pressing the <Enter> key will move you to the Preferred name field.



