Family Management

Click on the “Family Search” in the Control Bar to the left 
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Type in the Family Name

If multiple names show up for the same family, Choose only one from the family. Choose by clicking on the family name
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If no names show up for the family, click Actions – Add Family

The next screen will be the “Family Overview” Page
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Now you will need to edit the family to add the rest of the siblings. 

Click the “Edit” button on the top right of the page.
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Under the student section, click “Add Existing” to find siblings

In the “Search Criteria” section, search on the Last name., or the last name of other known family members.
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This is where you REALLY need to be careful. Select only the students who you KNOW belong to this family.

Click OK

This will cycle back to the student search page. You then search for another student or click cancel

You will now be back on the “Family Overview” page.
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On the Contact line, Click on “Edit Relationships”

Ensure that everything matches for all students. If you have siblings in a different school, coordinate with the other school when you are adding them to the family.

If a contact is in there twice, you will be able to take the extra one out.

Click OK
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To take out unwanted contacts from the family, in the “Family Overvie”w page, click the “Delete” button.
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Select the member that you want to delete 

Click the OK button.

When you return to the Family Overview page, click the Save button. 

The last thing you will need to do is to correct the Family number. 

The family number is the sponsor social without the dashes.

Remember to click the SAVE button.

When you update a family, be VERY Careful.
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