
 

1 

 

How to Search for a Person and Add a New Person 

 

1. Click on the People Tab 

2. Complete Optional Fields with known information 

3. Click search 

4. If the individual already has a profile it will appear in a lower screen.  

5. Click view to see the individual’s profile information  

6. If the individual does not have profile one can be created 
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1. Click on the People Tab 

2. Click on Add Person     

                                                                         

 

 

 

3. A new screen will appear under the Person’s Details 

4. Complete with known information.  

A red asterisk * indicates items that are mandatory to complete 

5. Click Save & Continue 
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6. A confirmation will appear Success New Person has been created 

7. A new screen will appear to enter the person’s phone number 

Red asterisk * fields must be completed 

8. Click Save & Continue 

9. A new screen asking for the person’s email will appear.  If email is not known click Skip 

 
10. A new screen requiring address. 

Address is a required field and cannot be skipped as it is marked by an asterisk * 

11. Click Save & Continue 
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12. A new screen requiring Representative/Contact information.  Complete known information 

13. Click Save & Continue 

 

14. Person’s Demographics is now completed 


