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This guide will address how to enter a new individual record or edit a new individual record by 

reviewing each of the main tabs in an ACS record: 

 

� Search the Database    Page 3 

� Profile Tab     Page 4 

� Additional Fields Tab    Page 5 

� Family Tab     Page 6 

� Address Tab     Page 7 

� Contact Information Tab   Page 8 

� Comments Tab    Page 9 

� Connections Tab    Page 10-11 
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Search the Database 
 

→ Search for the individual after clicking on the “Add/Edit Individuals” button in People Suite. 

(image shown below) 

→ ALWAYS search the database using these three methods BEFORE adding a new individual to 

the database to minimize duplicate records within the database. 

1. Name 

� Type last name (comma) first initial 

� Type last name 

� Type the first three letters of the last name 

� Type (comma) first name to see all the people in our database with that first 

name. 

2. Address 

� Type ONLY the first number part of the address.   

� For example if I were looking for 9474 SW 227th Terrace in the database, I would 

type “9474” in the address search line.   

� DO NOT TYPE THE WHOLE ADDRESS when searching by address. 

3. Phone Number 

� Always use dashes and an area code when searching by phone number or the 

database will not recognize the format.  (XXX-XXX-XXXX) 

 

→ If you cannot find an individual in the database, click the “Add New Family” button. 

→ If you found the individual in the database, click the “View/Edit” button to view their 

record. Check the information to ensure everything is correct on all the tabs in their ACS 

record. 
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Profile tab (or 1st Screen after clicking the add a new Family button) 
 

→ Fill in the circled fields below. 
→ If you do not have information for a field, leave it blank. 

 

 

MiamiMiamiMiamiMiami    

FLFLFLFL    

 

MiamiMiamiMiamiMiami    

FellowsFellowsFellowsFellows    

ChristopherChristopherChristopherChristopher    

SamSamSamSam    ChrisChrisChrisChris    

10/8/200110/8/200110/8/200110/8/2001    

11551 SW 16811551 SW 16811551 SW 16811551 SW 168thththth Str Str Str Street Apt 506eet Apt 506eet Apt 506eet Apt 506    

33157331573315733157    

Jr.Jr.Jr.Jr.    

FLFLFLFL    

305305305305----238238238238----1818181818181818    

cfellows@cfmiami.ocfellows@cfmiami.ocfellows@cfmiami.ocfellows@cfmiami.orgrgrgrg    

MaleMaleMaleMale    

SingleSingleSingleSingle    

YOU MUST CHANGE THIS FIELD TO “HEAD” or “SPOUSE” FOR 

EACH ADULT DEPENDING ON THEIR MARITAL STATUS. THIS IS 

THE ONLY TIME YOU CAN CHANGE THIS WITHOUT 

CONTACTING THE DATA MANAGER TO CHANGE IT FOR YOU.   

* You will not use “Other” or “Child” for adults. 

Head = A single man or woman.  A man who is married. 

Spouse = A woman who is married to the Head record. 

Other = A child who is a relative or friend of the Head record. 

Child = A child of the Head or Spouse record. 

 

Click here 

when done 
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ADDITIONAL FIELDS TAB (or 2nd Screen after clicking the add a new Family button) 
 

→ Fill in the circled fields below. 
 

Click here 

when done 

AccountantAccountantAccountantAccountant    

8/1/118/1/118/1/118/1/11    
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Family Tab (or 3rd Screen after clicking the add a new Family button) 
 

→ Fill in the circled fields below. 
 

Click here you are 

done entering 

information 

 

The Campus Attended The Campus Attended The Campus Attended The Campus Attended 

field is super important!  field is super important!  field is super important!  field is super important!  

If you change it for one If you change it for one If you change it for one If you change it for one 

family member, you have family member, you have family member, you have family member, you have 

changed it for all!changed it for all!changed it for all!changed it for all!    

Palmetto BayPalmetto BayPalmetto BayPalmetto Bay    
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Address Tab 
 

→ In this tab, you can edit an individual’s address or add a home phone number. 

This is where the home 

phone number is located. 
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Contact Information Tab 
 

→ This is where we record cell/work phone numbers and home/work email addresses. 

→ All email addresses should first be listed as “Home.”   

→ Make sure that at least one email is checked as their preferred.  
→ Make sure at least one phone number is checked as their preferred phone number.  

If an adult only lists their cell phone number, please 

put it in the Home [Address] phone number field and 

in the Cell phone number field. 

*Remember, you add Home [Address] *Remember, you add Home [Address] *Remember, you add Home [Address] *Remember, you add Home [Address] phonephonephonephone    

numbers in the “Address” tab.numbers in the “Address” tab.numbers in the “Address” tab.numbers in the “Address” tab.    
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Comments Tab 
 

→ This is where we record individual prayer requests.  DO NOT USE FAMILY COMMENTS. 

Please only put 

meaningful, sincere, 

prayer requests. 
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ConnectionS Tab 
 

→ This is where we record all First Time Guest information, Signups and Decisions. 

o Step 1Step 1Step 1Step 1: Always select, “Individual” (see red arrow) because we enter decisions for 

individuals, not families. 

Step 2Step 2Step 2Step 2: Select this dropdown to 

indicate how they heard about CF. 

Step Step Step Step 3333: Select the “Add” button to add 

a 1st Time Guest Connection, Signup, or 

Decision. 

→ When you click “Add” the next screen pops up (on page 14). 

o Each signup or decision gets a new Connection.  You will have to hit the Add button for 

each new connection. 

o Every First Time Guest gets a new Connection. 

 

 

*Continued on next page**Continued on next page**Continued on next page**Continued on next page*    
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Step 4:Step 4:Step 4:Step 4:        
    

› Date:› Date:› Date:› Date:  Make sure the date entered is 

the correct service date. 

 

› Type› Type› Type› Type:::: Select the type of form that the 

data is coming from. 

 

› › › › Signup/DecisionSignup/DecisionSignup/DecisionSignup/Decision:::: Every First Time 

Guest, Signup or Decision gets a new 

Connection with the correct Decision 

Card field selected.   

 

› Re› Re› Re› Responses Tabsponses Tabsponses Tabsponses Tab (see image below): If 

an adult signs up for ministry, missions,  

or small groups click this tab to select 

which one they want to join. 

 

› Comment:› Comment:› Comment:› Comment: Any general comments 

that could not be recorded in Decision 

Cards or Responses tab. 

 

 

Response 


