Managing Custom Fields

Engagifii allows for custom fields to be added to your workspace's Relationship database.
Check out below on how to manage those fields, add or remove them.
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Head into your Engagifii Workspace

5 Steps (4

STEP 1

Click on Settings and Configuration
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Settings and Configuration

Welcome to the Association! We're here to serve you.

Use the links on the left to:
« Browse our list of upcoming Events and Classes
« Update your profile by clicking your name in the top rigt
« Take a look at the legislative issues we're tracking, read
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STEP 2

Click on System Settings

STEP 3
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Use the links on the left to:

= Browse our list of upcoming Events and Classes

« Take a look at the legislative issues we're tracking, read
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Workspace Settings

Click on Manage Fields
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Use the links on the left to:

> « Browse our list of upcoming Events and Classes

« Update your profile by clicking your name in the top rig
» Take a look at the legislative issues we're tracking, rea
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= Update your profile by clicking your name in the top rigl
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STEP 4

Take note of the Type of fields you'll be editing. In this tutorial, we'll be going
over the People fields

0 Cresceran

# Home / 48 Settings and Configuration / £¢ System Settings / A" Core People Type: Manage Fields

Manage Fields  core People Type Fields v

GENERAL DETAILS

HEADER INFORMATION

STEP 5

Click on the arrow for the General Details row, this will expand the various
fields within this section

Expand/Collapse JIIB
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#’ Editing your current list of fields 3 Steps

This section will go over how to edit and manage already created fields within your
workspace, changing how it works for the different of person types.

STEP 6
Click on Edit
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STEP 7

Find a field you would like to edit, and the person type you would like to edit
it for and click the down arrow to the right

A~ W (. B Personal Email  Field Type: Email

‘( 0 Member | v ‘ ‘( 0 Non-Member | v

Alwv (| Phone Number  Field Type: Phone v

@ O Member ‘ ‘( © Non-Member *

PRV (| Work  Field Type: Location v

‘( 0 Member | v ‘ ‘( 0 Non-Member *
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STEP 8

A drop down will pop out, giving you the various options you can choose from
for that specific person type

B2 Accreditation ’ ~ v @) 8 Personal Email | Field Type: Email
%5 Settings and Configuration ~ ‘( (2] Member’ v | ‘( © Non-Member | «
B2 Accreditation > ~ v @ ) Phone Number | Field Type: Phone v
‘ Events > |( 0 Member’ v I ‘( 0 Non-Member *
2 Legislation O Select All
O Mark Mandatory ] Field Type: Location v
= Relationships (
= P & Enable for Profile Update | ‘( O Non-Member*
$  Revenue & Enable for Quick Add - Person

A v (\ Years of Service  Field Type: Numeri

|( 0 Member

£% Communications

~

v | ‘( 0 Non-Member

£* System Settings v
adl hd (‘ Region  Field Type: Dropdown v

|( 0 Member’ v | ‘( 0 Non-Member

92 Manage Types

~

&5 Manage Fields
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** Adding a new field 6 Steps

STEP 9

Click on Add Field at the bottom of the section you want your new field to
show up in

lation ‘ O Member | v ‘ ‘ O Non
ionships >

~ v @ ) spouse Field Type: Text
aue > . .

‘( 0 Member | ‘ ‘( 0 Non-
munications

© Add Field
'm Settings v
lage Types A ~ (@ ) otherinformation # @
1age Fields

~ ~ @ ) spouse | Field Type: Text
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STEP 10

Type in your new Field Name

AV Cell Number  Field Type: Phone v

" 0 Member’ v ‘ ‘ o Non—Member| v | ‘ 0 Staff‘ v

AW () Spouse  Field Type: Textbox v

"( 0 Member‘ v ‘ ‘( Q Non—Member| v | ‘( c Staff‘ v

Alv ()"Newﬁeld ‘l]\ % Field Type: Select v

EE‘:( 0 Member * | v ’ ‘( 0 Non-Member * | « ‘ ‘( 0 Staff’

© Add Field

A v (\ Other Information &' @

STEP 11

To choose what type of field, click on Select in the Field Type box to the right,
and a drop down will pop up with the various options

) Non—Memberl v ’ ‘ Q Staﬁ‘ v ’

pe: Textbox v

) Non-Member | v ‘ ‘( o Staff | + ’

v X Field Type
» Non-Member* | + ‘ '( Staff *| + ‘
9 | €O |
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STEP 12

Click on the type you would like to use

T, File Upload
[ Html Editor

=2 Location

m 17 Numeric Field
fii Organization
¥, Phone

(@ Radio Button

m [A Textbox ]

&2 Smart Dropdown

leld Type: Select v

] \( O staff*| \

STEP 13
Make the adjustments to your Person Type settings below

AW () Spouse  Field Type: Textbox v

‘( 0 Member | v ‘ ‘( Q Non-Member | v

AV () ’NewField v X
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¢ 0 Member * ‘ |( 0 Non-Member *
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© Add Field

A v () Other Information #° @
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STEP 14

Lastly, click on Save

I'to mark fields mandatory, or

rerson to complete their
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