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Å C H E C K  I N W I T H  A  P H O N E  N U M B E R  ( S L I D E  2 )

Å F I N D  A  P E R SO N B Y  N A M E  ( S L I D E  6 )

Å A D D  A  N E W  P E R SO N / F A M I L Y ( S L I D E  1 0 )

Å A D D  A N O T H E R P E R SO N  T O  T H E  F A M I L Y  ( S L I D E  2 3 )

Å C H O O SE  A  C L A SS ( S L I D E  2 6 )

Å E D I T  A N  E X I ST I N G  R E C O R D ( S L I D E  2 9 )

Å A D D  N E W  P E R SO N T O  E X I ST I N G  F A M I L Y  ( S L I D E  3 2 )

Å M I SC .  N O T E S ( S L I D E  3 6 )

CMS Checkin

Check-In Screen

·Enter phone number (area code not needed) 

·Press Go
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Family is found

·If family is found
¹ Press the blue box beside each family member who is present

¹ Press yellow box if an extra label is needed

¹ Press Print Labels, Return & tear off labels

Multiple Families are Found

·If multiple families are found with that number
¹ Select the correct family to view the list of family members

¹ Proceed as above, checking the appropriate boxes
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No Family Is Found

·If no family is found after entering a phone number
¹ Press Try Again to return to the main screen to search by name

Return to top

411 Search

·You can search by the name
¹ Enter 411 and then press Go
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411 Search by Name

¹ Type a few letters of the first and last name

¹ Press Next

Select Person

·If the person is found
¹ Select the person from the list
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Select Person, cont.

·bƻǿ ǘƘŜ ǇŜǊǎƻƴΩǎ ǇƘƻƴŜ І ƛǎ ŘƛǎǇƭŀȅŜŘ
¹ Press Go and proceed as above with checkin

Return to top

New Person

·If the person is not found
¹tǊŜǎǎ ǘƘŜ ƘƛŘŘŜƴ ōƻȄ ǘƻ ŀŎǘƛǾŀǘŜ ǘƘŜ ΨbŜǿΩ όƴύ ōǳǘǘƻƴ

ė (look for small dot in the area on the left as pictured below)

¹ Press the orange button to add a new person to a new family
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New Person, cont.

·Complete the information as requested on the following 
screens, pressing Next after each entry
¹ Enter nain fields where you do not know the information

¹ Clear will clear everything from the screen

¹ Use backspace to replace a few letters

¹ Press Go Back to return to the previous screen

¹ Where available, you may use either a keyboard or the touch screen

New Person, First Name
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New Person, Goes By Name

New Person, Last Name
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New Person, Email

New Person, Address
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New Person, Zip

New Person, Birthday
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New Person, Cell Phone

New Person, Home Phone


















