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Procedure for entering a new constituent:
First search to ensure that the constituent does not exist.  If they do not:
New Individual

Bio1-  *= Required

*Last name


*First name


  Middle initial (with .)


*Title


  Suffixes


*Nickname


  Maiden Name


  Gender


  Birth date


  Marital Status

              Spouse

Bio2-


*Constituent code drop down menu

Addresses-


Open preferred address line (double click or open)



*Country



*Address Lines



*City



*State



*Zip



*Phone/email/links



*Address type drop down



Info Source



*Valid dates


Seasonal address if applicable

Addressees and Salutations-


*Primary addressee drop down, choose the first (full)

*Primary salutation drop down, choose the third (nickname)

*Additional Addressee and Salutation



Type drop down, choose Publications



Addressee/Salutation, same as primary addressee OR

Edited in special cases (married couples where both are a constituent)

Relationship-


Choose any current constituents to make relationships

For the remaining tabs, you may enter any other pertinent information that is specific to this constituent.
