
OUTSIDE LOCALS ONLY-Entering a Deceased Activity  

1. Go to the member’s record and click on the activities tab.

Figure 1: Member's record main screen.



 

2. Once in the activities tab click on the deletions tab: 

 

Figure 2: Member's record activity tab. 

  



 

3. In the next window that opens select deceased in the lower left. Enter the date that the member passed and then click “save changes”. 

 

 

Figure 3: Deletions activity, select deceased 



4. Now you will be in the member’s activity tab again. To the far right of the pending deceased activity is a link, it will say: “0 Docs”. Click that link and you will be able to upload any documentation.  

 

Figure 4: documentation upload. 

 


