ENTERING FAMILY DETAILS

In SuperFox a family consists of:

1. Family Head / Main Contact
An adult who has parental responsibility for the children. Every family has one Family Head.

Customer-facing forms will always refer to this person as the ‘Main Contact / Person with Parental
Responsibility’. SuperFox’s screens instead use the phrase ‘Family Head’ as it fits in a very small space.

2. Children

In SuperFox every family must have at least one child.

3. Trusted Friends / Family Members

You can optionally add other trusted adults or family members to the family’s details. These are people who
you would contact in the event of an emergency or who might be allowed to pick up the children.

4. Relationships

You can define the relationships of the children to the trusted adults or family members. You can also set the
order to contact adults in an emergency and note which adults have parental responsibility when you set the
relationship.

SuperFox stores quite a few details about the children and the related adults that make up the families. Before
going on to add a family we will have a look at the stored adult and child details.

You do not have to collect and store all of these details although as a minimum children's names and dates of birth
and adult's contact details are required.

The details stored are used to manage family accounts, produce register pages and other printed reports such as
Free Entitlement returns and children's emergency reports. You can find many printed reports with children's details
in the Family Details printed reports menu:

Go > Home > Family Details > Printed Reports >

Reminder - Data Protection Requires ICO Registration

Whether we keep family records on paper or on a computer it is a legal requirement that we must be registered with
the Information Commissioner's Office. If you haven't already registered with the ICO, now would be a good time. A
web search for 'ICQO' gets you straight to the website (www.ico.gov.uk).

The following pages use the Quick Start tutorial data set.
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A) Looking At Adult Details

The adult details stored in SuperFox are basic and include contact details and any relationships to children.

Go > Home > Family Details > Adults > Choose Melissa Ant >

Melissa has two children, Adam and Peter.

WorkFlow Manager = | Adults Adult Details
Family Detail LastMame FirstMame Tile * Title: Miss Address
amily Details ine 1t i
Ant Melissa Miss Eaee Melissa Line 1: 1 The Hil .
X Line 2 West Woo
From here you can View .t'-\ntea.ter Peter Mr Last name: Ant ne
and Edit Anymick.... | ey 044 3% Town:  Anytown
Badger d Roscy Mrs S County:  Morthumberland
) Barracuda Barry Mr Ph ight): 05555 234567
Family Centre Barracuda  Louise Mrs ene (o) Postcode: AA19ZZ
th hile): 07777 345678
Children Bass Bertie Mr TR
I Bass Beth Mrs Email address: lzz=
A
|:_> Adutts Bass Betty Mrs
Doctors Bass Bonnie Mrs Related Children:
, Bear Peter Mr ChildName Dateoffirth FH FHName PR Priority Relstionship Lives with  Alt. Bil
Dentists Bear Raymond  Mr
o _ Bear Susan Mrs Ant, Peter 09 May 2010 A Y 1 Parent ¥ M
Visiting Professionals _ Ant, Adam 15 Aug 2007 ¥ ¥ 1 Parent ¥ N
Beetle Alice Mrs
Classes & Groups Beetle Mesil Mr
Waiting List Bison Douglas Mr
Bison Felicity Mrs Identification Picture
Printed Reports. .. Bison Vera Mrs
Tutorials & Guides Chipmunk.  Dale Mr
Chipmunk  Shirley Mrs
Cod Tracey Mrs
Caral George Mr
Coral Jean Miss
Coral Michael Mr
Coral Sandra Dr
Cougar Catherine  Miss
Cougar Cathy Mrs
Cougar Charles Mr - [ Remove ] [ Change ]
Import Adults [Print Aduit| | Duplicate || Add Adult || Delete Adult | 5ave

Although this is not the place that you would come to a add a new family it is the right place to come to update adult
details or print out a summary of an adult's details.

You an optionally store a picture of the adult. If you wish to do so use the 'Change’ button to browse for the picture
on your computer. SuperFox will automatically resize the picture when it is stored.

The 'Duplicate’ button is a handy way to make a copy of the adult. it is a very handy way to add a spouse at the
same address, all you would need to do is change the spouse's name and probably their phone numbers.

The relationship information that is stored for the related children is as follows:

e FH - Is this adult a Family Head for the listed child.
e FH Name - Name of any other families for which this adult is a trusted adult.
¢ PR - Does this adult have Parental responsibility for the listed child.

¢ Relationship - Relationship (if any) to the listed child.

e Lives With
o Alt Bill

- Does this adult live with the listed child. (Yes, No or Sometimes.)

- Is this adult an alternate bill payer for the listed child (more about this later).
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B) Looking At Child Details

There is quite a lot of information that we are required to keep about the children.

Go > Home > Family Details > Children > Choose Adam Ant >

Child Details | Child Additional Details
Children Child Details
Last Mame First Mame  Family * Head of Family: ~ Ant, Miss Melissa Legal Mame is different ]
Ant Adam Ant, .
- First name: Adam Legal First name: | Adam

Ant Peter Ant, I
Anteater Anita Antez Middle name: Legal Middle name:
Anteater Colin Antez - Last name: Ant Legal Last name: | Ant
Badger Elizabeth  Badge|™
Badger Sarah Badae Date ofbirth: 15 August 2007 @ Town of birth: Anytown
Barracuda  Jaqueline  Barray Nickname for Register: Current Doctor:  Watson, Dr John
Barracuda Kelly Barral
Bear Melanie Bear, || Current Dentist: Pullem, Mr Ian
Beetle Raif Beetle
Beetle Ralph Beetle Male [[Leaver [[|Fee exempt  visiting Professionals:
Beetle Rudalph Beetle N Padific O MName Job Title

} ) Pass phrase: adnc Lcean
Bison Mark Bison, Dr Francesca Frog  Entomologist
Chipmunk Charlotte  Chiprr Consents Mrs Mina Moose Health Visitor
Cod Diana Cod, | [C] Medicines Outings Photographs Mr Sid Squid Educational Psychologist
Cod Hannah  Cod, | Face Paint First Aid 5un Screen Miss Tessie Tortiose Dietician
Coral Lauren Coral,
Cougar Carmel Coug: Ethnic code: [White, British ']
Cougar Craig Coug: o ; -
Coypu Rachel Coypt SEM Provigion: ’No Spedal Educational Need ']
Coypu Rose Coypt Identification Picture Cooks notes
Di Benjami Di

!ngo =roamin fngo Lactose intolerant, Mo milk or milk products, -
Dingo Davey Dingo
Dolphin James Dalph
Dalphin Clivia Dalph -
Doormouse  Jerry Doorn

) Medical and dietary notes
Doormouse  Jessica Doorn
Ferret Fif Ferre' - Lactose intolerant. No milk or milk products, -
| i | 3
[ Import Children l [ Export Children ]
[Print child || Add Professional || SetDoctor || setDentist || Duplicate || Add chid | Delete chid || save

You can see that we store the child's preferred and legal names and an optional nickname to be agreed with that
the child's family to distinguish between children with similar names on the register.

We also store the child's:

o Date and town of birth, gender. Add Professional ] [ Set Doctor J[ Set Dentist

e Some standard consents.

e Their doctor, dentist and any visiting professionals that work with the child, set using these buttons.
e An optional pass phrase for use over the phone.

o An optional photo (useful for at risk children and for children with serious medical conditions).

e The child's ethnicity and any Special Educational Need status.

e Medical & Dietary notes and Cooks notes.

o (Fee Exempt is intended for optional use with staff members children, if ticked the child will not be charged
for their bookings. Do not confuse this with the Free Entitlement.)

As with the adults, this is not the place that we would come to add a new family's children but it is a good place to
come and change their details.

You can also print out a copy of a child's details. This is useful for new starters, children at risk, children with serious
medical conditions and children moving to new rooms.
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The second Child Additional Details tab is used to store information about:

e The child's Key Person staff member if they are in the Foundation Stage.
(You will need to enter your staff details before selecting a Key person.)

The child's start and leaving date.

Optional custom consents that you can define. (Home > Setting Details > Custom Consent Manager >)

General notes about the child.

Extra information used in some Free Entitlement returns.

Child Details | Chid Aditional Details |

Children Additional Child Details \

LastMame  First Name Key person: / }}\
Ant Adam
Ant Peter Join Date: 04 September 2012 (R Bvidence of D.0.B. Seen
Anteater Anita Parental Dedaration R.eturned
Anteater Colin [CLeave Date: [ child uses Stretched Entitlement
Badger Bizabeth (= Other Praviders Used
Badger Sarah Current Class: | 3-Plus '] 1: .
5 4 3 i " Happy Hippos
arracuda aqueline [FIMave to: Un-assigned 2,
Barracuda Kelly
Bear Melanie ¥
Beetle Raif | 3
Beetle Ralph Unique Pupil NL@H GB01200001014 /
Beetle Rudolph

Custom Consents

Bison Mark
! Furry Animal Consent
Chipmunk: Charlotte )
Cod Diana Woodworking Consent
Cod Hannah Adventure Play Consent
Coral Lauren
Cougar Carmel General notes
Cougar Craig | Just like his brother - Likes animals, story books, fractors, Power Rangers. w -

N

The General Notes field is a good place to keep Foundation Stage evidence. The parents of course have a right to
see this information so the notes should confine themselves to the child's preferences and welfare.

If you are using a third party system such as PRAMS to keep the Foundation Stage notes you may be able to
transfer the children's basic information to the other system by using the 'Export Children' button on the previous
'Child Details' tab.

Now that we have had a good look at the information that is stored for the adults and children in SuperFox let's go
and add a new family.

Adding A New Family To SuperFox

* IMPORTANT * In SuperFox a family is a collection of adults and children:

e AFamily Head - A trusted adult with parental responsibility, who is our main contact.
e  Family Children - Every family must have at least one child.
e  Trusted Adults - Trusted friends and family members who might be contacted in an emergency

or who might collect the children from the setting.

The Family Heads are always referred to as 'Main Contact / Person with Parental responsibility' on customer facing
documents. Family Head is just a concise term that fits easily on computer screens!
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The families are entered using the Family Centre option so lets go there now:

Go > Home > Family Details > Family Centre >

The first tab of the Family Centre is laid out with the same structure as our families in SuperFox. You can see a list
of Family Heads, and when you click on a Family Head you can see the associated children and the trusted adults
for that family.

Click on the Ant family in the list of Family Heads.

Families |Child Details I Child Ad  pnal Details I Billing Details I Regular Bookings I Calendar I Timeline I Cancellation Credits | Family Account

Family Heads Family Children
Last Name First Name itle Address il LastName FirstMame Date Of Birth
Ant Adam 15 Aug 2007
Anteater Peter Mr 4 Hillside Drive Ant Peter 09 May 2010
Badager Roxy Mrs 1River Dale
Barracuda Louise Mrs 54 Deep Blue Driv
Bear Susan Mrs 15 River Dale
Beetle Alice Mrs 8 Woodside
Bison Felicity Mrs 7 Prarie Lane
Chiprmunk Dale Mr 22 Prarie Drive | =
Cod Tracey Mrs 109 Main Street Fami|y Children
Coral Sandra Dr Rocky Bottom
Cougar Catherine Miss 30 The Links
Coypu Mary Mrs 17 Bankside
Dingo Dees Mrs Old Kennel
Dolphin J Fam"y HeadS a\-flew Lane Trusted Friends [ Family Members
Doarmon: flain Street
Ferret Fiona Mrs 92 LeafyLane | FH LastMame FirstName Tite PR Priority Relationship Lives With Address
Firefly Clare Mrs Treetop Villa = Ant Melissa Miss ki 1 Parent b 1 The Hill
Fish Phillip Mr 70 Deep Blue Driv Haddock Jessica Miss M N Dun Fishin
Fox Alison Mrs 16 Hillside
Gecko Jasmine Ms 2 Shady Grove
Goose Rebecca Mrs The Pond
Haddodk Sarah Mrs Dun Fishin
Halibut Phillipa Mrs Captain's Lodge
Hammerhead  Julie Mrs 10 Deep Blue Driv TrUSted AdU ItS
Hedgehog Harriet Mrs &7 Leafy Lane
Heron Carole Dr Keepers Lodge
Kangaroo katherine Mz Qutback Cottage
Kingfisher Calvin Mr 4 Riverside
1 m e, &l il LIS T P meiom Fieicam
4| i | 3

Meww Family [ Set Relationship ” Edit Friend Group || Set Head of Family

Here you can see that Melissa's family has two children, Adam and Peter.
You can also see that they have a trusted family friend, Jessica Haddock.

The relationship information for the Trusted Adults is clearly shown. There is a new item that we have not seen
before, which is 'Priority'. if set this indicates which adult to contact first, second and so on, in the event of an
emergency.

* IMPORTANT* When we add a new family we will always use the following sequence:

e Step 1- Add The New Family Head
Step 2 - Add The Family Children

e Step 3 - Add The Trusted Adults

e Step 4 - Set Up The Relationships

It is a simple process and you will soon become familiar with the steps.
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Step 1 - Add The New Family Head

To add a new Family head find the 'New Family' button at the bottom of the Family Centre > Families tab
> and click on it.

Halibut Phillipa Mrs Captain's Lodge
Hammerhead  Julie Mrs 10 Deep Blue Driv
Hedgehog Harriet Mrs &7 Leafy Lane
Heron Carole Dr Keepers Lodge
Kangaroo Katherine Ms Qutback Cottage
Kingfisher Calvin Mr 4 Riverside
1 momrm e - il Rlem T Pemeim Fieicam-
4| [T | »
- -New Farnily r B
Back Fud - B ' Choose or Add a New Head of Family ﬁ
Q:> Last Mame First Mame Tite Address ol
Anywick College College Street |E|
Barracuda Barry Mr 54 Deep Blue Drive
A pop-up will appear with a list of adults who are not Bass Bertie Mr 32 Deep Blue Drive
currently Family Heads. Bass Beth Mrs
Bass Betty Mrs 32 Deep Blue Drive
Bass Bonnie Mrs  Fish Farm
Ours is a brand new starter and is not in this list (not Bear Peter Mr  15River Dale
imported or enrolled from the waiting list) so click on the Bear Raymond  Mr IEnR'“Er Dale
'"New Adult' button. Beetle Meil . Mr 8 \Woodside i
Selected adult:
Now enter our new Family Head's details as oK cancel || bep |
shown here... T
L oy
i \/ '
% New Adult Details = 25
Title: Mrz Address
First name: shelley Line 1: 22 Leafy Lane
(There's no need to add the Last name: Snail Line 2: Foxholes
whole lot just for this . A .
f . : 01111 222222 Town: nytown
exercise, one line of the Phone {day):
address will do.) Phone (night): 03333 444444 County:  Morthumberland
Phone {mobile): 07777 3335833 Postcode: AA19YY]
Email address:  snails@superfox.org.uk
[ QK J [ Cancel ] [ Help ]
L5 &
f ‘v’ ™y
B ' Choose or Add a New Head of Family ﬁ
When you have added her details click Last Name FirstMame Tile Address -
on the 'OK' bu_tton and Shelley will be Porpoise Stephen  Mr 9 Deep Blue Drive
added to the list of adult_s that we could PUma paul Mr 2 West Wood Road
choose for our new family head. Rahhit Alan Mr  4The Links

\ Rabbit Helen Mrs 2 Main Street ]
Snail Shelley Mrs 22 Leafy Lane B

Click on her name and then click on
the 'OK' button.

Snapoer Greg Mr 3 Deen Blue Drive
- =

Selected adult:  Snail, Mrs Shelley

lNewAduItl [ 0K “ Cancel ” Help l
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Tapir Tamsin Mrs 25 Leafy Lane You will now see that Shelley has

Tiger Tina Miss 137 Main Street been added to the list of Family

Whale Joseph Mr The Cld Spoaky . heads.

Wombat Wendy Misz 27 Bankside

Zebra Mikki Miss 19 Green Lane

Snail shelley Mrs 22 Leafy Lane —] Without leaving the Family Centre

™ — - ~ U | move on to Step_2. (If you ]eave
here without adding the children
needed to make a family Shelley will

- disappear from this list, but her
b

details are saved as a normal adult.)

Step 2 - Add The Children Families | Child Detais | child Additional Details |

Shelley doesn't have any children yet, so we are going to add a child to her family

With Shelley selected in the list of Family Heads as shown above click on the Child Details tab at the top of the
form.

Now find and click on the 'Edit Children Group' button
at the bottom of the Child Details tab. \

The Group Family Children form will pop-up as shown
below.

-~ [ Edit Children Group ]

- h'
B ' Group Family Children \/ ﬂ

Head of family: Snail, Mrs Shelley

Choose child Family children

Ant, Adam (15 August 2007) -
Ant, Peter (09 May 2010) i
Anteater, Anita Rita ~ Annie (25 June 2010)
Anteater, Colin Andy (09 May 2008)

Badger, Elizabeth Bianca (19 October 2010)

Badger, Sarah Bella (19 March 2003)

Barracuda, Jaqueline Violet (19 August 2009)
Barracuda, Kelly Vanessa (10 September 2010)

Bear, Melanie {12 October 2005) -
4 N

o [

~—

Y
AP | W

B

This form is simple to use. You just choose a child on the left hand side and use the arrow buttons in the middle to
move them right into the family, or left again out of the family.

In our example Shelley's child is a brand new starter and is not yet in the list. To add them to the list click on the
‘New Child' button at the bottom of the pop-up form.
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A small "Add Child' form will appear.
Add Gary's details as shown here.

(Gary does not have a middle name, so leave that blank.)

When you have entered Gary's details click on the 'OK'
button and Gary will be added to the list of children who
could join our family.

-

i Add Child

First name: Gary
Middle narme:
Lazt name;  Snail

Date of bith: 25 May 2008 -

b ale:
Fee exempt: [

bedical and distary notes:

Likes zaladz, not keen on French food.

A
Now click on 'Snail, Gary' in the list and then click on the Leneral notes:
>> button to move him into the Family Children list. Gany is a litle nervous around birds)| m
/ 2k, ] [ Cancel ] [ Help
}/ 5
- 1 '\
B Group Family Children \ ﬁ
Head of family: Snail, Mrs Shelley
Choose child Family children
Puma, Jaques (08 June 2003) -
Puma, Zara (14 July 2009)
Rabbit, Daniel {13 August 2003)
Sidewinder, Paul (25 August 2005 |
Snail, Gary (25 May 2008 A [—
Snapper, Imogen {17 October 2005) [ i - N
Sparrow, Jack Flynn (24 July 2011) i 8 ' Group Family Children ﬁ
Head of family: Snail, Mrs Shelley
. Choose child Family children
Ant, Adam (15 August 2007) - Snail, Gary (25 May 2008)
Ant, Peter {09 May 2010) m
Anteater, Anita Rita ~ Annie (25 June 2010) | | ©%
Anteater, Colin Andy (02 May 2008)
Badger, Elizabeth Bianca (15 October 2010)
Badger, Sarah Bella (19 March 2003)
Barracuc!a. Jagueline \-'ioleF {19 August 20039) =
[ o [ e

WorkFlow Manager x Chid Dt 3 add :
. . Famil ild Details | Child Additional D
When you click 'OK' Gary will have been successfully _ _ amies e Aseen
added to the children in the family. Family Details Children

All that now remains is to add the rest of Gary's
details as shown on the next page.

Tip! Rearranging Families

From here you can View
and Edit:

Family Centre

Snall Gary

Last Mame First Name

You will eventually need to rearrange a family or two as parents separate or come together to form new families.

SuperFox handles this very well. All you need to do is come here and use the Edit Children Group function to
move children in and out or the families as required. It is very simple.
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Use the 'Set Doctor' and 'Set Dentist' buttons to select the doctor and dentist. Use the 'Add Professional’ to add

the dietician.

Child Detail

5

Head of Family:

snail, Mrs Shelley

Legal Name is different [

First name: Gary Legal First name: | Gary
Middle name: Legal Middle name:
Last name: Sniail Legal Last name: | Snail
Date of birth: 25  May 2003 [El- Town of birth:
Mickname for Reqister: Current Doctor: Pain, Dr Ivor
Current Dentist: Confidence, Miss Ringo
Male [|Leaver [|Fee exempt  visiting Professionals:
Mame Job Title
Pass phrase: 5argasso 5ea
Miss Tessie Tortiose Dietician
Consents
[ Medicines Outings
Face Paint First Aid
Ethnic code: [white, Eritish ']
SEN Provision: [Nu Special Educational Need "]
Identification Picture Cooks notes
Mo escargot &
Medical and dietary notes
Likes salads, not keen on French food. -

[Print Child] [.ﬁ.dd Prnfessiunal] [ Set Doctor ” Set Dentist ” Save [}J[ Help

To add an identification picture just click the 'Change' button and browse for their picture on your computer.

48, Open picure fe = Identification Picture Cooks notes
Look in orial - ) » [
e & Mo escargot
L
i -
Recent Places. . b

= M >

D=KE blank logo.bmp | _Gary Snailjpg hi-res Shelley Snailjpg |:>

Kidspace bm . .

= i Medical and dietary

Libraries —
Likes salads, not|

LY !

Computer

-
@ [ Remave ] [ Change ]
Network
P Gy Snai pg -
Fies of type: Picure. Fles (ipg:”bmp:”pra) -] [ Caxd | - -

Print Child | | Add

You may also wish to add General Notes or Free Entitlement information to the 'Child Additional Details tab.

Finally remember to click on the 'Save' button to save your work.
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Families tab.

To add an extra trusted adult,
click the 'Edit Friend Group'
button under the Trusted
Friends / Family Members list.

Adding trusted adults to a family
is a very similar process to
adding the children.

Step 3 - Add The Trusted Adults

| Families |Child Details | Child Additonal Details

All we now need to do to complete this family is to set up the Trusted Adults. We do this back on the

Trusted Friends / Family Members

Title
Mrs

FH LastMName

*  Snail

First Mame

Shelley

PR
N

Priority

Lives With ~Address
N 22 Leafy Lane

Relationship

]

%

Set Relationship ][Edit Friend Group J Set Head of Family

Choose the adults who will be our friends in the left hand list and use the >> button to move them to the right list.

-

Group Family Friends

==

Head of family: Snail, Mrs Shelley

Choose adult

Trusted friends / famliy members

Bison, Mrs Felicity (7 Prarie Lang) -
Bison, Mrs Vera (13 Woody Road)

Chipmunk, Mr Dale (22 Prarie Drive) [H
Chipmunk, Mrs Shirley (23 Prarie Drive) B
Coral, Or Sandra (Rocky Bottom)

Coral, Miss Jean (Rocky Bottom)

Coral, Mr George (Rocky Bottom)

Coral, Mr Michael

Cougar, Miss Catherine (30 The Links) 5

'R

Cod, Mrs Tracey (109 Main Street)

W
W

If they are no longer our friends
(moved away perhaps) then we can
remove them from our friends group
by using the << button to move
them back to the left hand list.

When you have finished adjusting
the trusted adults click on OK and
the list of Trusted Adults will be
updated to match your choice.

o ) =
Trusted Friends / Family Members
FH Last Mame First Mame  Title PR Priority ~ Relationship  Lives With Address
Cod Tracey Mrs M M 109 Main Str...
*  Snail Shelley Mrs M M 22 Leafy Lane

Notice that the family head always appears in the list of trusted adults. Shelley has a husband called Brian, you
could add him too if you would like some more practice.

Tip! Adding A Spouse Quickly

The quickest way to add a spouse to the data is to use the 'Duplicate’ button on the Family Details > Adults >
form. See page 11 for a reminder about how this works.

Many other SuperFox forms that handle people also have Duplicate buttons - children, staff, doctors, dentists, etc.
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Step 4 - Set Up Relationships

R o
w With a trusted adult selected click on the 'Set Relationship' button to set up the adult's relationship to the
\/ S children. Here is how we would enter Shelley's relationship to her child Gary.

Shelley is Gary's parent, she is the first person
we will contact in the event of an emergency,
contact priority 1 (leave as 0 if you do not wish to
set a contact priority). She also has parental
responsibility and she normally lives with Gary.

Set Relaticnship, Pricrity and Responsibility I&

Adult name:  Snail, Mrs Shelley

™ Many relationships are not shown in the pre-

Parent | defined list, for example 'Step Parent'. You can
Grandparent simply type in these extra relationship names into
Undle the Relationship field.
Aunt
Brother
Sister . .

A You might also choose to do so if you have a
Childminder ;
Carer very young child who knows an adult by a pet

name. For example, if a child knows Grandma as

'‘Boo Boo' you could type in the relationship

Contact Priority: 1
‘Grandma (Boo Boo)'

Person has Parental Responsibility:
You could then tell the child that Grandma is

icking them up in words they will understand.
Lives With: | ves (Normally) - pieking P y
[ oK ] [ P ] [ Help If no relationship is entered we can assume that
the adult is simply a family friend. (There is no
L ) need to enter 'Friend' as a relationship.)

Congratulations! That's all there is to adding a new family, and with a very little practice it can be quite quick.

Tip! You Can Import Child And Adult Details

The activity that takes the majority of the time when entering families is typing in the adult details. There are typically
more adults than children and they all have addresses and phone numbers! There are other ways to get the adult
and child information into a family that require less typing.

If you already have your setting's child and adult information in spreadsheets you can save some time by importing
them into SuperFox.

This requires some care but can be well worthwhile as all you would then have to do is assemble the adults and
children into families and add any missing details. If you intend to do this please read the 'Data Import' mini guide
carefully before getting started.

Tip! You Can Enrol Families Directly From The Waiting List

If you are using the Waiting List in the Family Details section you can enrol and entire family, or you can add a
sibling to an existing family from the waiting list with just a couple of mouse clicks. See the Waiting List mini guide
for more details.
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