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Manage Print Options


From any action bar (F10) Reports menu - highlight Manage Print Options - ENTER


For destination, select Screen, Printer, or File


If you selected Printer or File, you can choose 


	At (print at a given date and time)


	Foreground (while you wait)


SAVE-F5 - Process report as outlined below.





Client/Business Reports


From the FOCS Main Menu Business Area


Select Conservation Assistance


Select Client/Business Information





ACTION BAR-F10 


From Reports menu, change print options, if needed


Select from the Reports menu:


	Business Address and Phone Report


	Business Summary Report


		Business Summary Report


		Conservation Plan Report


		Resource Inventory - Location Summary Report


		Resource Inventory - HEL Summary Report


		Resource Inventory - Wetland Summary Report


		Resource Inventory - Soil Inventory Summary Report


	Client Address and Phone Report	


ENTER





Resource Inventory Reports


From the FOCS Main Menu Business Area


Select Conservation Assistance


Select Inventory Resources


Select Resource Inventory





�
ACTION BAR-F10 - From Reports menu, change print options if needed


From Reports menu, highlight Report


Select from the Reports menu:


	Business Summary Report


		Conservation Plan Report


		Resource Inventory - Location Summary Report


		Resource Inventory - HEL Summary Report


		Resource Inventory - Wetland Summary Report


		Resource Inventory - Soil Inventory Summary Report


	CPA-026E Report


	Determination Requests Report


ENTER





To generate reports, press ENTER





Assistance Notes Reports


From the FOCS Main Menu - Business Area


Select Conservation Assistance


Select Assistance Notes





On the Select Client and/or Business screen, select a client (see QTG No. 3 if you need instructions)





From the Assistance Notes screen, ACTION BAR-F10


From the Reports menu, select a report 


	Assistance Notes Report


	Assistance Notes Report using a date range


	Technical Notes Report


	Technical Notes Report using a date range


If you do not specify a date range, report includes all notes for the current client


To specify a date range, use format MM/DD/YY





To generate report - ENTER.





