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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
»  Groups Tab Page 9
= Connections Tab Page 10-11



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 | were looking for 9474 SW 227" Terrace in the database, | 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)
— Search for mom, dad, and child before adding a new family.

ACS People Suite - Main Menu

Peop i| Contributions | Attendance | Connections | Beservations | Special Mailings | Checkpoint | Sync || Utilities

Christ Fellowship

User: calollet

Individuals Groups Output Other

Add/E dit Wiew/E dit Achivity .

— If you cannot find them in the database, click the “Add New Family” button.
— If you found them in the database, check their information to ensure everything is correct
on all tabs in their record.

. Find Person

Enter Last, First Name: || Ervv. #: Wieww/E dit

Address: Phore:

In Digplay Name Addrezz Line 1 Phone Prefered E-mail tember Statuz FM Family
[ [1st National Eank So. Fla. Not a Prospe®™ ead | Add Family
3D Scale Creations, Inc. 3474 5w 22Tth Terace Attender Head Member
ool Lo e Eed T RE TP L oo |




PROFILE TAB (OR 1°" 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.

@ Add New Family

Mame Information

| Tile: | v|
> Christopher | Jr. V|
>Sam | Chris |
Active Address Perzonal Information
[ Company | < DateofBith_ > |10/8/2001 |
| 11551 SW 168 Street Apt 506 |Sing|e v|
Address 2 | | Member Status: | Guest b |
| 33157 E]l Jaoined How: | b |
| | D ate Jaoined: | L
S Mile 9
305-238-1818 | % tlirswtliltjed Record Type: | Prospect v |
Head -
Contribution Information Hewsltter Family CLICK HERE
CE Record Type: |N|:une v| Deliver by: E -l WHEN DONE
Ernvelope Mumber: | o ﬁ
| cfellows@cfmiami.org / | | Additional Fields
| | Saveshdd Anather Farmily | | Savessdd Family Member | Save | | LCancel

YOU MUST CHANGE THIS FIELD TO “CHILD” or “OTHER” ON THIS
SCREEN. YOU CANNOT GO BACK AND CHANGE IT ONCE YOU HIT
SAVE. IF YOU MAKE A MISTAKE, NOTIFY THE DATA MANAGER.
*When entering a family, start with the dad - Head record.
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.




ADDITIONAL FIELDS TAB (OR 2"° SCREEN AFTER CLICKING THE ADD A NEW FAMILY BUTTON)

— Fill in the circled fields below.

@ Add New Family

Mame Information

Last Mame: | | Title: | W |
First Mame: | | Suffis: | W |

kiddle: | | Goes By | |
Lists Fields

Ethnic B ackground: |_ w | Ur-authorized FAL: | |

Religious Background: | v| Allergies: | |

Ocoupation: | V| First isit: | |

Child Dedication: | v | School | |

Mot Defined | | Dates

R estrictions: | v| Date Baptized | v|

Language Uzage:; | w | Marriage Date: | e |

First Friends: | v| S alvation D ate: v |

Mot Defined | Deceazed Date: CLICK HERE

. ’78/1/11 WHEN DONE

Send Envelopes: | w @

= - Date Inactivated: | vl
eazon [nactive: | W |

Blood Type: | v Family Fields
Savestdd Another Farmily | | Savesdtdd Family kMember | Save | | Cancel




FAMILY TAB (OR 3®° SCREEN AFTER CLICKING THE ADD A NEW FAMILY BUTTON)

— Fill in the circled fields below.

@ Add New Family

Mame Information

Last Hame:

First Mame:

Middle:

Family Fields

Campus Attended: > | PEIMSHOIBAINIINGENE ~
\

Harne E - ail: \

Mat Defined

Presviaus Church Attenc

Savesiddd Anather Family | | Savedddd Family Member

Title:
Suaffis;

Goes By

The Campus Attended
field is super important!

Religious Bkagd: Please chesk this for'
every person’s record in
ke the Family Tab.

CLICK HERE YOU ARE
DONE ENTERING
INFORMATION

|] Save LCancel

%]




ADDRESS TAB

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

& View/Edit Individual

Mame Information

Last Name: |TE$t | Title: | v|

Midde: | | Gioes Bz | | @ (=)0 (=]

| Profile || Farnily || Additional Fields| Addreszes | Cantact Infarmation || Carmments || Groups || Fictures || Label Mames || Connections || Safequard || Dacume iy
Active Addresses
Primary: | Haome w | b ailing: |Home b | Statement: | Haome w |
Family Addresses
Type Address City / State ZIP Code Phone # Listed Add
b Home 12454 Shw' 1E8th Stieet Miami, FL KX LT 305-219-4457 L

Edit

— Delete

This is where the home Map Address

phone number is located. —

Individual Addrezzes

Type Address City / State ZIF Code FPhone # Ligted Add

Edit
Delete
M ap Address
Dial Phore

Print




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

& View/Edit Individual

Mame Information

Laszt Mame: |Test | Tithe: | v| E

Firzt Marne: |Tat0 | Suiffis: [ ]Inactive

Middle: | | Goes B_I,J:| | @ BEEB

Profile | Eamily | Additional Fields | Addresses | Contact Information | Comments || Groups | Pictures | Label Names | Connections | S afequard | Document Library
Preferred Contact Method

(%) Phone Call () E-mal () Test Message
Phones

Preferred Phone: |3D5-21 9-44597 E]|
Dezcription Murnber Extension Listed Text Enabled  #

b Cell 305-300-3617 A M Add
Home [&ddress] 305-213-4457 s & L4
ok, 305-233-1818 s &

X .
E-mail Addresses \ 1

Freferred E-rail, | datal@ctmiam’ \ | [\-"iew Accesz ACS Logine
Description Lizted

# Home A

\
Social Media " fa parent only provides a cell number, please make
Dosciplion sure you add it in their record as a Home [Address]
number and as their cell number. Add
*Remember, you add Home [Address] phone Edit
numbers in the “Address” tab. Delete

o0



GROUPS TAB

— This is where we enter children into their class group so they can be checked in next week.

e

@ View/Edit Individual

Mame Information

Last Name: |FE||DWS ‘ Title: ‘ v|

First Mame: | | Suffis: [ Inactive
b iddle; Gioes By
[lae)(»)

Profile | Family | Additional Fields | Addresses | Contact Information I:Dmments| Groups |F‘i|:_lures Label Mames | Connections | Document Library

B Activiies B Small Groups
Effective Date; | 872172010 » (] Shaw Al

Group jmary Flag  List 1 List 2 &dd
Edit
Make sure the effective date is
changed to the day they attended Dicy
CF Kids BEFORE you click the “Add” Delete

button. /

— Once you click the “Add” button, this screen pops up:

@ New Roster |Z

M agter Group: | CHRIST FELLOWSHIP All Campuzes | Effective Date: 084212010

Locate: | | Group: PB Infants [ Primary
[[]Shaow Deactivated

General Fields

= PALMETTO BAY CAMPUS

= PB CFKid's Preschoal Shatus: |Member V|
FB Infants .
PB Crawlers Position | tdember v|
FB 1 yrolds Open Category | v|
FE 2 ur oldz
PEK3IRED Open Pozition | w |
FB K3 YELLOW
FE K4 BLACE Activation Dates
FB K4 WHITE Diate Add
PE K5 BLUE IMPORTANT NOTE
FPB K5 GREEM Date Do ) i
PB-Prek Headcourt Additions » On the left side of the screen, click

& PB CFKid's Elementary on the class that they are in
PE Grade 1 .
PE Grade 2 according to campus:
FB Grade 3
PO Grade 4 » CF Students and CF Kids who are
FB Grade 5 placed on a roster are always
PB-Elem Headcount Additions | b | d

= PB CFKid's Support abelea:
PE Computer Ck-in — Status: Member
FE ‘w aystation Programming — Position: Member
PEB-Game Stop Leaders
FB Praise Team Leaders

=+ PB CFStudents M5
PB-Grade B Gile | []Add Anather B
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CONNECTIONS TAB

— This is where we record all First Time Guest information, Signups and Decisions.
o Step 1: Always select, “Individual” (see red arrow) because we enter decisions for
individuals, not families.

@ View/Edit Individual

Mame Information

Last Name: |TE$t | Title: | w |
First Marne: |Tatn | Suifis: [ Inactive
Middle: | | Gioes By: | | @ E]EE] E

Profile | Family | Additional Fields || Addreszes | Contact Infarmation | Comments | Groups | Pictures LalgeINames| Connections |Safeggard Dacurment Libram

Step 2: Select this dropdown to\

indicate how they heard about CF.

B Family  w Individual

Contact Inform
Last lhward: Sf2FA2011 Past Due Contacts

Lazt Dutward: | |

Review Date: | w | —
Prozpect Source: | Personal [nvite L rFamin ]
Aszzsigned To: | E]| [ Farnily ]
Contacts
FPazt Due Date Type Decizion Cards Camment Complete | Classific. Besponzes Add
»Yes 3/1/200171  |Phone Call Fallow Up Tzt Tirme Guest Ma Oubward -
Edit
Mo 20274207 | Connection Card Tst Time Guest C. Lollett e ot & Prozpe:
Mo 2/27/2011 | Connechion Card Baptizm - BEeach [DEFALLT

Step 3: Select the “Add” button to add
a 1 Time Guest Connection, Signup, or
Decision.

Inguiry

< 5 Frint

il

— 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*
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@ Add / Edit Contacts %]
 Uetals | Response Complete
Clazzification
(@ Indivicual X Irward
) Farmily ) Outward
/8,201 |
| vl
Decizion Cardz: W |
Carmment;
{uigned Callers
Mame FPhorne w
Delete Caller
[]Add Anather Azsign Template] Ok ’ Cancel ]

Step 4:

» Date: Make sure the date entered is
the correct service date.

» Type: Select “CF Kids Guest Form”

» Signup/Decision: Select “1** Time
Guest”
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