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Members - Search Form 
 

The Members Search form was designed for more flexible searching.   

 

At the top of the Members screen.  You can change the {Search Form} dropdown to scroll through 

names by Last Name First, First Name, Age, City, Zip Code or Membership #.  

 
 

 

In the Quick Find List you can start typing and the system will take you to that section in the list.  

The Last Viewed button in the top right corner will list the last 10 members that you last looked at, 

click on a name and you will be taken back to that member. 

 
 

Here you can add a new member, delete a member, change a name, move member to another unit.    

Click Member History to see all the changes that have been made to this member record. 

Click Hardcopy to print the data about this member.  

Click the blue ? to learn more information about each screen.  

Return to Search will take you back to the search screen. 
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Member Search screen 

 
 

 This screen can be moved by click and drag on the top bar where you see ‘Member Search’. 

 This screen can be sized by hovering over any of the boarders, then click and drag to any size.  

 Click any of the dividing lines between column headers and drag to adjust the column width. 

 The Unit dropdown  in the top left will reflect {All} which will be all units that 

your user has permission to view. 

 The Active Only  displays members based on the choices made in Organization 

Information, on the Member Status tab for the ‘Active’ – Members column.  

 The Open USE  is used to filter the members that you would like to view.  

 The Close USE  removes the filter and brings back all members in the Unit.  

 Immediately jump to member – this will take you directly to a members record if only one is 

found in the Search For box 

 Click  to search within the members.  

o Choose  Name or Address or Phone or Member # to 

search in Members by that field. 

o In the  

 Type any part of the Member’s First, Middle, Last and Nickname fields or the 

Household Name.  

 If Address is selected then type in any part of the address or city.  

 If Phone is selected then type in any part of the phone number or email address. 

 If Member # is selected then type in the member number.  

 And press enter. 

 You can also scan an ID Card to bring up a single member.  

o Click the  button to bring back all members.  

 Click  to search within the contacts.  

o Choose  Name or Address or Phone or Member # to 

search in Contacts by that field. 

o In the  

 Type any part of the Contact’s First, Middle, Last and Nickname fields or the 

Household Name.  

 If Address is selected then type in any part of the address or city.  



 If Phone is selected then type in any part of the phone number or email address. 

 If Member # is selected then type in the members number.  

 And press enter. 

 You can also scan an ID Card to bring up a single member.  

o Click the  button to bring back all contacts.  

 Choose your sorting option in the top right of the screen  

 Click the  to quickly jump back to any of the last 10 members that you looked at.  

 Right click on any of the headers below or click any of the  to sort the columns.  

 

 Click the  to remove the last sorting choice. 

 Click the  to choose the columns that you wish to see on the search screen.  The left is 

for Members and the right is for Contacts.  

      
 Double click on any Member or Contact to go to their record.  

 At the bottom of the form “When opening the Members form from Main Menu… you can 

choose either  

o Show this form to Search for Members which provides the most flexible searching or 

o Open to the ‘Quick Find” field on the Members form which takes you directly to the 

standard members screen.  

 
 These are a few search examples:  

 
 The blue ? contains additional help 

 The Search results can be exported to Excel  

 Click New Member to add a new member to the database from the Search screen 

 Click Close to go back to the Main Menu 

 Click Member ID Card to modify, preview or print ID cards  

 


