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68 Chapter 5

How do I add a new Individual?

use the <Tab> key instead.

Remember

1.  Press the [Add] Icon on the Tool Bar.

a.  If you need to change the Title and/or Gender use the <Shift>+<Tab> keys to move 

b.  In the Title Drop Down List you can either type in a new Title or select one from the 
Drop Down List already in your system.  Remember the Title Drop Down List is a 

d.  You can only select one of the items in the Gender Drop Down List, this is the only 

see chapter 4, page 38).
a.  Type in the Middle Name or Initial or just leave it blank if no middle name is known.

7.  Type in the Last Name (up to 30 Characters).

be things like Sr., Jr., II, III, etc.)
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