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Adding New Families 
 
Adding new families to the Church Planter Management System is 
a three-step process.  First, the head of the house is added.  Then, 
other records are created for each additional member of the 
household.  Finally, establish the spousal relationships. 
 
This section will review how to add a brand new family to the 
church records. 

 
 
 

 

 
 
 
 
 
 

Objectives 
 

At the completion of this section, you will be able to: 
 
; Add a new household 

 
; Add records for other household members 

 
; Establish Spousal Relationships 
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Add a New Household 
 
The first step in adding a new family is to create a new Record for 
the head of the household.   
1. From the first screen, click on Membership. 

2. The Main Screen appears. 

 

3. Click on + Add New. 
 

4. On the next dialog box, click Continue. 
 

5. Complete the fields in area(s) 1, 2 and 3 as needed. 

 
 
6. To add the address, click the ‘+’ on the Addresses Bar. 
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Add a New Household (Continued) 

 
7. The Addresses window will change as shown above to allow 

entry of an address.  Make sure that one address is selected as 
the ‘Main’ address.   This will be the address that will print on 
the directories and labels. 
 

8. You are now ready for step two – Adding Other Members. 
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Adding Other Members 
 

1. To add other people in this family, click the + button on the 
Household Information bar. 

 
2. The following screen will appear. 

3. Notice family members that have been added previously will be 
listed in the Household Information Section.  Any phone 
numbers already added will also be listed in the Phone 
Numbers and Internet Addresses section. 

 
4. Complete the Basic Data information as needed, including the 

‘Relation to Head’.  To use the address entered for the head of 
house, click in the ‘Use HOH’s Address?’ box. 

 
5. Complete the Basic Info, Follow up, Membership and 

Discipleship tabs as needed.   (You can add more information 
to these tabs at any time.) 
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Establishing Spousal Relationship 
 
1. Once both the husband and wife have been entered, establish 

their spousal relationship by clicking on Edit to the right of the 
Spouse box as shown below: 

 
2. The following screen will appear: 

 
CPMS will select the husband and/or wife based on the 
relationships entered on the Basic Info screen.  The husband 
and wife can be selected manually by clicking the Select 
buttons in the appropriate column in the ‘Pick a Spouse’ box.  If 
the proper people are not listed there, look them up in the ‘Or 
pick from the church members’ box and click on the proper 
Select button. 
 

3. Once the husband and wife are listed correctly, click Establish 
Spousal Relationship. 
 

4. Click Finished. 
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