Family Record - Active/Inactive
Families
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When a family is marked Inactive, they will not appear in the search results
when using the Search box in the top left.

Marking a Family Inactive

1. Navigate to the Family Record
2. Click on the Family tab

3. Locate the Active box

Summary |fZHl| Children | Parents | Third Party | Volunteers | Communication Vacation | Financials | Receipts | Merge
Family ID #:444149
General Information Reporting Information
External ID Reporting Group
L) L] MNone -
Family Name Payment Reporting Group
& Miller Family L] None -
remy Tyee
s AL

4. Uncheck the Active box to mark the family inactive

Summary =08 Children | Parents | Third Party | Violunteers | Communication | Auto-Pay | Vacation | Financials | Receipts | Merge

General Information Reporting Information
External ID Reporting Group
- [ None -
Farnily Mame Payment Reporting Group
a2 Miller Family [ None -
ey Tves
'y Kl 1

5. Click Save at the bottom. A conformation message will appear

Summary W=0N Children | Parents | Third Party | Volunteers | Communication | Auto-Pay | Vacation | Financials | Receipts | Merge

v SUCCESS
Family save was successful.




Locating an Inactive Family

1. Click the Search icon from the menu bar

Search._. w7

ey Home Family Payments Attendance Lessons Meals Connect Approvals Reports Staff Setup Q

Home Information

2. Select Yes for Show All. Please Note: if No is selected, Inactivate families

will not display

Y-Z ALL

Show Al @ Yes o Mo

3. Choose the letter of the last name or click All to locate the family record
4. The active and inactive families will display. To view the family record or

mark the family as Active, click the family name

= i . Child/Current Program
miller Family fa2414%

stacy miller (991202
DCW Transactional- CENTER 1

5. Navigate to the Family tab

miller Family 1 Regular 50.00
< Family ID 44414¢ Students) Statement Type Balance Outstanding >
Internal Note: Add/View Journal Notes

Summary Family Children | Parents | Third Party | Volunteers | Communication | Auto-Pay | Vacation [JaiEWlSE\El| Receipts | Merge

Year Total Qutstanding:

ol v |- $5000

6. Locate the Active box




Summary (WZNTI"R Children | Parents | Third Party | Volunteers | Communication | Auto-Pay | Vacation | Financials | Receipts | Merge

General Information Reporting Information

External ID Reporting Group

L) i None -
Family Name Payment Reparting Group

'y miller Family a5 None -
D Active Family Type

7. Select Active and click Save at the bottom of the screen

Summary |W=RHWE| Children | Parents | Third Party | Violunteers | Communication | Auto-Pay | Vacation | Financials | Receipts | Merge

General Information Reporting Information

External ID Reporting Group
L) = Mone -
Family Name Payment Reporting Group
& miller Family = Mone -
Family Type
A Mlormal >

8. A confirmation message will appear

Summary [t Parents | Third Party | Volunteers | Communication | Auto-Pay i Financials | Receipts | Merge

ra5 successful.




