Adding Spaces to an Owner

The first step to adding a space to an owner is to open that person’s case information. Start by clicking Search on
the top toolbar. Here, you can search from a number of criteria, including name. Double click to select that
person.
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Next, navigate to your map. Here, you can simply select the grave that person wishes to purchase. After clicking
the appropriate grave, right click and select Add Grave to Invoice. Select the invoice you wish to add it to, or click
New Invoice. You’ll receive a confirmation message this has worked successfully. Click Billing, then the Purchasers
section. Now you can see that person is the purchaser for that grave.
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On the left side, click View (that selected grave). Here, you can simply drag and drop the person from the left
side to the owner. All you need to do is align the green person icon to the blank icon next to Owner Information.
Another option is to click the new icon. From here, you can manually enter a new person, or select the person
whose information you just entered.
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A box will pop up asking if this is new or additional ownership for that selected grave. Choose the appropriate
button. All information will then populate and forms can be printed.



