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Access Resource Inventory and select land units (QTG No. 5)





From any Resource Inventory screen - ACTION BAR-F10 - Reports Menu


If you want to change report destination, use Manage Print Options (QTG No. 17).





From the Reports Menu, select CPA-026E  - Choice list of clients appears





Based on the client list you designate, the reports are produced, an Assistance Note entered, and the list is transferred to the Public Information application where cover letters can be produced. IT IS IMPORTANT THAT YOU REVIEW THE INFORMATION BELOW TO ASSURE THE PROPER DISTRIBUTION.





From the choice list, determine which clients will be recipients of the report. Some clients may be on the list more than once and ALL clients are selected by default.


Choice list includes:


	All clients associated with the business


	Contact persons associated with non-person clients


	Clients associated with any currently selected land units within the business





CPA-026E Report is not sent to the business. It is distributed to selected clients as follows:





1.  All selected clients associated with the business - receive the entire report for all land units currently selected.





2.  Selected clients (not included above) identified as owner, operator, owner/operator, or Indian trust administrator, of a land unit - receive the report for the respective land units currently selected.��Clients associated with the level 2 land units (Field equivalents) - receive the report for the entire parent land unit (Farm and Tract equivalents) even if they are only associated with one of the level 2 land units.





3. Selected clients associated with the business and identified as owner, operator, owner/operator, or Indian trust administrator of a land unit receive only one report for all land units currently selected.





4. If the client is a non-person client (i.e., corporation, group, organization, tribe, unit of government), you may select the contact person, the non-person client, or both.





�
To unselect duplicates or clients who should NOT receive the report and cover letter, press the spacebar.





Save selections and produce report - SAVE-F5.





