HOW TO ENTER A CONSTITUENT
(ADD AN ACCOUNT)
August 18, 2016
Log into eTapestry
At the top of the screen next to where it says “eTapestry”, there’s a box, enter a name and either click the magnifying glass or hit enter on your keyboard. If there’s an account for that individual, it will come up, go ahead and edit the record. If not found, you will need to add it.
On the next screen, choose “add an account”. 
On the “New Account” screen, fill in the following information:

1) Under Roles, check the box “Constituent”

2) Under Name and Recognition, fill out he following information:

a. Name Format. Select whether it’s an individual, family or business. Individual is used most often.

b. Title

c. First Name

d. Middle Name (optional)

e. Last Name

f. Suffix (optional)

3) Persona

a. Persona, Choose between Personal, Business, Winter address and BIF (BIF option is only used by the Bradley Impact Fund staff) 
b. Address

c. City 

d. State/Province

e. Postal Code

f. Country

g. Phone numbers that are applicable

h. Email

i. Web Page
j. Note

4) Base 

a. Company

b. Job Title

c. Assistant (optional)

d. Preferred Contact Method (optional)

e. Assist. Name (optional)

f. Assist. Email (optional)

g. Assist. Phone (optional)

Once everything is filled out, under tasks (located on the right of the screen, click on “Save And” 
Go to Defined Fields
Under the Defined Fields screen, click on the plus sign next to “Base”. A menu will appear. If the individual needs to be added to a mail list, click on “Mail List Groups”. Select the mail group from the list that appears. 
Enter any other information that’s relevant to the constituent on this page. Drill down in to that category buy clicking on the “plus sign”
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