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Members — Required Fields for Adding New Members

Would you like to make additional fields required during the adding of members? If so, follow these
steps to show and make additional fields required on the Add Member screens.

1. From the Main Menu click the Local/Station Settings button
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10. Please note that there is a limit of 34 fields that can be shown on the Add Member screen and
the system will give you a count at the bottom as you turn the visible option on fields

11. Click the Add a Contact tab

12. Check the box to Get Information for One Contact

13. Double click on any field to make it visible on the Add Member screen

14. Double click twice on any field to make it visible and required on the Add Member screen
15. In the bottom section double click on any field to make it visible
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16. Click the Close button on the Customize Fields on Member Form

17. Click the Close button on the Local/Station Settings form

18. From the Main Menu, click the Members button

19. Click the New Member button

20. Fill in the members name

21. Choose the member’s household information

22. Fill in the basic demographic and enrollment information and click Continue

23. Fill in the new fields that are visible and required. NOTE: you will not be able to continue
adding a member if a required field is blank

24. If you have chosen to show and require Address, City, State and Zip you can choose the Zip
from the dropdown that matches the members City, State, Zip combination and the City and
State will fill in automatically

25. If you have chosen to show and require Member Primary Phone Number, you can type in the 7
digits of the phone and push tab or enter and the system will provide your Default Area Code
and punctuation. If the Default Area Code comes up with 727, then you can fill in your Default
Area Code in Local/Station Settings on the Station Settings tab in order to avoid having to type
the area code for all your new members
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