Adding Members To MemberMaster

Before you add any members you must first establish ateam to assign them to. If your organization does not use teams, then
you can use the default "none" team.
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To create a new team simply enter the new team's identifier (you decide what the identifier is) in the "Enter Team Identifier" area.
MemberMaster will tell you that this does not currently exist but do you want to add it, click on the "OK" button. Then fill out the
rest of the information. Team ID's should be kept short, such as PW1 for your first Pee Wee team. Thiswill allow you to easily
change the team's name.
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If you are not using the accounting features of MemberMaster then you can add member to ateam by clicking on the
"MemberMaintenance" button on the Team Maintenance screen. This screen alows you to add members to ateam using only

the most minimal amount of information.
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Entering members off the Team Maintenance screen, either select an existing member, or click on the "Create New Member" button,
then enter the member'sinformation. Click on the "Zoom" button to view the member's full set of information. If you are using the
accounting portion of MemberMaster, or are entering members into MemberMaster in a random manner, then you should use the
"Member Maintenance” screen located under the "Members' tab off the main menu (see in the following pages).
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To add members to MemberMaster use the "Member Maintenance”" procedure located under the "Maintenance” sub-tab, under
the "Members' tab off the main menu.
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To add new members to MemberMaster, click on the "Create New Member" button. MemberMaster will state that the member does
not exist, and isit OK to add it, click "OK". The member record is now created, you now simply enter the member'sinformation. All
information is added to the record immediately upon entry (There is no need to "Fil€" the record). To Change the team to which a
member is assigned simply change the "Team™ on this screen.
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Example of a Member with their information Completed

MemberM azter - [Member Maintenance - Full] - 7| x|
File Edit Wiew Insett Formak Records Tools Window Help = |ﬂ
=1 EnVElupE . Schlste Form | Cale GPA | Wiaiwrer
Elj. | ga) ‘ P ‘ = - CurrYear | FullHist |, .
Feg. Comtract |  otmint Stmnt Calendsr | Calmlstor
M embert: 7| Create New Member | Create Hewr Member Using | | Yolunteered for:
Look-Up:|Ehireich - (Cmrmrznts Wilermses Tt Active; M Team Mom
Firzt Mame: |Barm Returning Member; v
Lazt Mame:(E hireich | M| 11 Master Sibling # - waiver, [
Addressz| 100 Main Street Tean:|JM1 - Older Lighter: [~
City:| Huntington BEeachk Types|PLYR - _ Yacation:
State[CA | Zip Code 39353 [0 | ppomest{595599 505 _ Eomments. B/01/2002 - B/24/2002
Great Kid
Parentz:|Bob & Alma
GPA Commmmnity Essay Grade Lewvel CPR . .
Birth Date:|06./05/1923 |Reg Datej0e/ 1472002 | 93] 0 | 0 [7 = |R‘meﬂﬂ52n e |
Schoal:| T albert Fant/ : Sl_'nell SI_:irt Shue Mewxt Pyt Drate;
League &ge ot Jersesd  Jerzepdlacket Size Sweals Size  Jize  Size  Size Rlext Purnt Arnt:| 0,00 Raffle Ticket Serial-I #=
| 11 | 103 | 15 | b | b | | | 7 | Team Seq:(00 | |
Current “'ear Accounting l Other Flagsl Invent-:ur_l,ll Phonett & Accnt Enmmentsl Full &ccounting Hiztory | Member F'in:ture] Football Statsl MEdNDtES]
Add A Mew Tranzaction = Add Default
Type D Dezcription Oty Date Amount Hecei'f TraFr:]er!l.El_tlli';ns
CHDY - Carudy Givento Members - 11 1| osildiz002 40.00 o Season
LEFL-1F + [Clki 1455 Eaffle #1 - Drymyit Recefred Chif 1455 - 11 1 08452002 40.00 | B
b [LEFL-1 - Rafle #1 - Tickets Cimento Member - 11 1] Dsin42002 qoon] L -
PRF ~ [CkH 1455 [Player Registration Pymee Ch# 1455 - 11 1| oenamooz] 145000 | Player Transaction
TR 5 Pluyer Registratior: - 11 1 oenamonz 14500 T Defaults
* - 1 Q.00 |
] Cheer Transaction
- Defaults
Record: 14] 4 || 5 e |et|ex]oF 5 4| | b
Tasks for which this member's parents have wolunteered FLIM

start| | [ & 3 #| | =] Contral P... | 4y Main | [l Member. .. [WMin:rnsclft...| LU ER O S AG) +- 2 359aM




| nactivating A M ember

If amember drops out of ateam, simply bring up that member's record, then set the "Active" check box to unchecked. Thiswill keep the
member in the system, but remove them from all most reports and rosters. Generally, you should never "Delete" a member from
MemberMaster.
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