
Adding Members To MemberMaster
Before you add any members you must first establish a team to assign them to.  If your organization does not use teams, then
you can use the default "none" team.



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.  This will allow you to easily
change the team's name.



If you are not using the accounting features of MemberMaster then you can add member to a team by clicking on the
"MemberMaintenance" button on the Team Maintenance screen.  This screen allows you to add members to a team using only
the most minimal amount of information.



Entering members off the Team Maintenance screen, either select an existing member, or click on the "Create New Member" button,
then enter the member's information.  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).



To add members to MemberMaster use the "Member Maintenance" procedure located under the "Maintenance" sub-tab, under
the "Members" tab off the main menu.



To add new members to MemberMaster, click on the "Create New Member" button.  MemberMaster will state that the member does
not exist, and is it OK to add it, click "OK".  The member record is now created, you now simply enter the member's information.  All
information is added to the record immediately upon entry (There is no need to "File" the record).  To Change the team to which a
member is assigned simply change the "Team" on this screen.



Example of a Member with their information Completed



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


