Using History

Maintain a history of involvement using names and positions. Then areport by
position will show al theindividuals who are currently serving or have served in the past.
Or areport by individual shows the various tasks and positions filled by an individual

over time.
1. Select History from
the Modules menu.

To enter arecord into
the History, select
and highlight a
Category.

Select and highlight a
Task.

Select aName.

Arethe defaults
correct?

Click on Update
History.
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10.

11.

12.

If the form looks like
this, there are no
other history records
for thisname,
category, and task.
Check or change
information as
needed.

Click on Add to
History.

If the form looks like
this, thereisaready a
matching historical
record for the name,
category and task.

Click on Adjust
History to update the
previously existing
record. Make any
necessary changes on
theright side.

Click on OK.

A variety of report
options are available
by category/task or
name. Click onthe
appropriate option.
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18.

To view History
records by
Position/Task, use
the Position/Task
History tab.

Select the Category,
Tasks, and usethe

appropriate report
option.

Use the I ndividual
History tab to see
history records for an
individual.

Select the Name. See
instructions.

Various report
options are available.

History records can
also be added from
the Category Results
form by right-clicking
on aname.



19. You can aso Update
History by right-
clicking on aname on
the Position/Task
History tab.

Double-click on a
nameto view the
history for that
individual.



