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To(Add(a(Person(to(the(Group(
 

1.% Click%%Create/View%Person%%which%will%take%you%to%a%new%screen%
%

%
%

2.% Type%the%name%K%e.g.%SMITH%KATHERINE%%and%click%%Find%%
3.% From%the%list%returned,%identify%your%group%member%
4.% Click%%!%%%to%see%further%information%

% %%%%% OR%
Click%the%name%to%add%the%person%to%the%group%

%
%
%
%
To(Create(a(Record(
 

THIS(SHOULD(BE(DONE(CAREFULLY.(When(you('create(a(person(record'(you(are(effectively(
adding(their(name(and(details(to(the(database(and(also(generating(their(unique(number,(which(is(
known(as(their('Person(Code'.((It(is(very(important(that(you(don’t(create(a(record(for(a(person(
who(already(exists(on(the(database.(Once(a(record(has(been(created(on(the(system(it(cannot(be(
deleted.(You(should(check(the(system(beforehand(to(make(sure(you(are(not(creating(a(duplicate(
record.(

%
1.% Click%%Create/View%Person%%on%the%main%'Groups'%screen%which%will%take%you%to%a%new%screen%
2.% Type%the%name%K%e.g.%NOODLE%PAT%%and%click%%Find%%
3.% If%you%CANNOT%find%the%person%on%the%system,%click%%Create%Person%%to%take%you%to%a%new%screen%

%

2.a)%Type%the%person's%
name%% 2.b)%Click%%Find%%%

4.a)%Click%!%%%
to%see%further%
information%

4.b)%Click%the%name%to%
add%the%person%to%the%
group%



Page%3%of%3 

%
%

4.% Fill%out%as%much%information%as%you%can%in%the%top%


