QUICK TASK GUIDE


no. 16:	ENTER ASSISTANCE NOTES





Rev. 7/97


From the FOCS Main Menu Business Area


Select Conservation Assistance


Select Assistance Notes





Select a Client and, optionally, a business





If a note has been entered for the selected Client, the Edit/View Note screen is displayed. 


If no note has been entered, the Add Note screen is displayed.





Required data: Note Type, Fund ID, (assisted) By, Date Assisted


Choices available for Note Type (Shift+F3), Fund ID, (assisted) By





Move between sections of screen - EXIT REGION-F7


To clear screen and add a new note - ADD NOTE-F8


Select Note Type and Fund ID - CHOICES-F2





To review or edit existing notes, on the Edit/View Note screen, 


display list SELECT NOTES-SHIFT+F3


Select or unselect with spacebar, SAVE-F5





NOTE: Technical Assistance Notes can now be edited or deleted


like any other assistance note.





For Note Type - F2 - choices are:





B	Business Comment - enter information related to client's business (e.g., financial 


	    condition or economic sustainability).


	


C	Correspondence - for mass mailings, a notation can be entered automatically from 


	    the Public Information application


	


H	Historical Note - Enter historical land record information.





L	Location - location information for the land





O	Objective - In Conservation Plans, you can choose to have this note printed on the


	    Plan Cover Page. 





P	Plan Note - In Conservation Plans, you can choose to have this note printed on the


	    Plan Cover Page. 





R	Resource Problem / Opportunity - identified concerns, problems, opportunities whether  	    related to natural resources, financial condition, or economic sustainability.





T	Technical Assistance Notes - Record each instance of technical assistance to the client. 





Select Fund ID - CHOICES-F2 


Select Assisted by - CHOICES-F2.


If date is not correct, type over date.





EXIT REGION-F7 - edit text


To clear Note field - SHIFT+F9





To delete note - DELETE-F6


For next note - NEXT-F3; for previous note - PREVIOUS-F4





Cancel changes and exit the screen - ESC ESC


SAVE AND EXIT-F5





