Combining Households

When two separate households become one, CPMS has the capability of combining the families
without re-entering anyone. Follow the steps below to combine two or more households.

1. Click the Edit button from the Household Information section for the first record
as shown below?
Hougehold Information ﬂ
Head Sam Datacheck
Sam 's Relation to Head
Household Mames | Relstionto HOH | MF | Age
Eisam Datacheck | [ male] 47 [=]
[|
2. The following screen will appear.
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the relationship to the new head of house for each member
First Household

Second Household
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3. The person’s name from the curyent record in the Membership window will
appear in the box on the left hahd side.
4. Click in the Head of House box in the window on the right hand side and select
another person in this family.
5. Click on Combine Houses.
6. The following dialog box will appear.
FileMaker Pro x|
The head of the combined house will be the current head of which
househald?
i Second First | Cancel I
v
7.

Select Second if the person in the window on the right is the actual head of the
new house. Select First if the person in the window on the left is the head.



10.

1.
12.

Now both names should be listed in the window on the left as shown below.
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the relstionship to the new head of house for each member.
First Household Second Household
Head of House Mr. & Mrs. Sam Datacheck Head of House
Head of House's Head of House's
Address Address
Hougshold Names | Relationto HOH [MF [ &ge  [UHohe, Hougshold Names | Relationto HOH [MF [ 4ge  [UHoha,
Sam Datacheck htale [47 O =] [~
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Relation
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Hame [Mr. & Mrs. Barbara Datacheck Move to 2nd Household Hame | Move to 1st Household |

Relation |

Uses Head Make head of this house T J:Uses Head of Make head of this house
se's Address House's Address
\ Start new household Start nevw household

hd|

| 100] ) ud[ S| Erowse -lﬁ\

1| 4

The name of the persqn ‘added’
the bottom of the windo
person.

to thisfamily will be listed in the Name box at
Select the Relation from the drop down list for this

Check the Use Head of House’s Address to give the new person the same

address as the head of house.

Repeat Steps #1-10 for every member of this family.
Once you have ‘added’ the last member, click Finished.
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