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From the FOCS Main Menu Business Area


Select Conservation Assistance


Select Client/Business Information





On the Client/Business Information screen, 


Enter first few characters of person's last name or client's name - CHOICES-F2





Place the cursor on Business Name or Business ID


Enter first few characters of name or ID - CHOICES-F2


If found, EDIT-F7. Review the record.





If no record found, ADD-F8





On the Business screen, enter or select information.


Required data fields are: Business ID, Business Name,


Business Type, Assoc, State





The client's address may already be entered as the business address. Edit, if needed.


You may enter an e-mail address, if available.


You may also enter data for: 


one home phone and one business phone 


plus as many numbers for other phone types on the Phone Description choice list as you wish.





Enter data for one phone - To enter another, press Shift+F8.


To continue, press ENTER





To select enterprises, use multiple-selection choice list - CHOICES-F2. 


Move with arrow keys, select/unselect with spacebar, SAVE-F5.


Save Business data - SAVE-F5  





To enter business objectives, access Assistance Notes screen - Shift+F9 (see QTG No. 16).


Enter a note - SAVE-F5 - 


To return to Business screen - ESC ESC





