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Database
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First Step: Log into the Database, once you are logged in this is how the screen will 
appear. Once you log in, please select on the relationships tab. 

Click Here
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Next Step: Once you have click on the relationships tab it will open to the people tab. 

Click Here
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Next Step: After you have clicked on the people tab, you will need to click on the all 
people tab.  

Click Here
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Next Step: After you have clicked on the all people tab, this is how the screen should 
appear. You can click on “Add a person” tab. 

Click Here
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Once you clicked on “Add a person” tab, you will see two options. Select on the 
member tab. YOU WILL NEVER SELECT STAFF, ALWAYS SELECT MEMBER!

Click Here



www.vsba.org

The screen should appear like this. Please make sure to fill out ALL Information on this 
page to generate their record. 

Fill in their name Fill in their last name

Fill in their email address

Select their organization
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After filling in their information you will need to select their organization. You can start by typing 
in the name of the organization in the box like below.

Just like this
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The selected organization would look like this. 

Organization’s name 
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After selecting organization, you would need to select their position. You can start typing the 
selected position name. Please keep in mind when searching less is more, only type in the first 
four letters of what you are trying to find. 

Just like this
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Once all of the information is filled out on the page you are able to go ahead to the final step. 

First Name Last Name

Email Address

Organization’s name

Position’s name

Phone Number
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After ALL information is filled out, select ”save.”

Click Here



www.vsba.org

Save Successful

A ”save successful” tab will appear on the top right and your record has been generated, but you 
are not done yet!  
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Please go back to find your member again that you have added as you will need to fill in the rest 
of their information. You would need to go to the “Members” tab, underneath All People to find the 
person. The screen should appear like this.

Click here
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To find the person you can either type in their first or last name in the search tab. Then, the 
screen should appear like this as it is the only Ms. Miranda Ball in the system. Click on their name
to bring up their profile.

Type in here
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Once you get to their profile, click on the “edit” button to go into their profile and fill in ALL 
information. There are two tabs that have information to be filled out on, Basic Information and 
Political. Both tabs need to be filled out 100%!

Click here
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First, fill out the phone number tab. If you have both work and cell phone numbers, add both in. 
If not, just add in the work phone number. 
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Next, fill out their work address and add in the home address.
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Fill out the education details.
For organization, add in her department name if relevant and the VSBA District they are 
associated with. 
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Once all information is completed on that tab please make sure that you click save and then you 
will move onto the next tab which is political. 

Click here
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Navigate to the political tab by selecting on the word political. 

Click here
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Fill out the board service section below if the person is on the school board. If the person is not a 
school board member, superintendent, or clerk you do not have to fill out for School Personel. For 
personal information, add in gender and race. 

Select
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Continue on filling out their personal information.
For member details, you can see what that members has taken or is taking. No need to edit.
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Select the “save” tab to save all updated information for your member. 

Click here
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Questions Contact Mikaela 
Coffey at Mikaela@vsba.org or 

Kim Hodges at 
Khodges@vsba.org.


