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*Note: any system table columns not listed here should be left blank.
1. Click GoTo -> System Tables.
2. Find or search T_KEYWORD in the left-hand column and double click to open the table.
3. Click the grid w/ + button in the icon bar at the top of the screen to add a line to the table.
a. Description: name of the attribute
b. Data Type: the type of data entered as a value for the attribute. When the attribute value will be selected from 
i. Currency: dollar amount
ii. Date: calendar date
iii. Number: number entry
iv. String: a list of options
c. Edit Mask:
i. -1: the attribute is display only.
ii. Alphanumeric: Text strings
iii. Date: date values
iv. Dollar: currency values
v. None: values selected from a dropdown
vi. Number: number values
d. Detail Tbl: TX_CUST_KEYWORD
e. Detail Col: !.key_value
f. Ref tbl: t_kwcoded_values
g. Ref Idcol: key_value
h. Ref Desccol: key_value
i. Ref Where: keyword_no = [the Keyword No in the first column, automatically assigned when the line was created]
j. Category: The category under which the attribute will be grouped in criteria sets for lists and outputs. Most often set as Constituent
k. Use for List: Attributes
l. Multiple Value checkbox should be checked.
m. Control Goup: (Default Control Group)
n. Keyword Desc: short description of the attribute.
o. Primary Group Default: Default Value No
4. Click the blue floppy disk Save button in the icon bar at the top of the screen.
5. Find TX_KEYWORD_CUST_TYPE in the left-hand column and double click to open the table.
6. Click the grid w/ + button in the icon bar at the top of the screen to add a line to the table.
a. Keyword No: Select the new keyword you just created in T_KEYWORD.
b. Cust type: what type of customer should the keyword appear on? Usually Individual.
7. Click the blue floppy disk Save button in the icon bar at the top of the screen.

For Keywords that are Strings and should have dropdown selections:
8. Find T_KWCODED_VALUES in the left-hand column and double click to open the table.
9. Click the grid w/ + button in the icon bar at the top of the screen to add a line to the table.
a. Keyword No: Select the new keyword you just created in T_KEYWORD.
b. Key Value: the value that will be selected in the dropdown.
10. Click the blue floppy disk Save button in the icon bar at the top of the screen.
11. Repeat these steps for all dropdown values that should appear for the keyword.
12. To test Individual Cust Type attributes (step 6b) – open your own constituent record and click the Attributes tab -> Attributes radio button. *Note: If you are part of a household, ensure you are in your individual account by clicking on your name in the top right Family Tree box.
13. Click Add at the bottom left.
14.  Click the Attribute dropdown menu and find the attribute you just created. Ensure that the Attribute Value entry is the intended type – Date, Number, String, etc. Check the String dropdown options and ensure that all necessary values are available.
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