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From the FOCS Main Menu Business area:


Select Information and Education


Select Information and Education Assistance (Walk-ins)





Enter data about walk-in or phone contacts with clients who seek assistance of a limited nature from the field office. A walk-in does not normally result in the development of a case file.





Required data fields: Date, Type, Reason, (assisted) By, Fund ID - If contact is an individual (not representing business or government entity), Sex and Race are required. 





Choices available for: Type, Reason, (assisted) By, Sex, Race, Community, Fund ID.





If the person represents a business, enter the business name. 


Otherwise, enter the person’s name.





Fill in blank data fields or type over existing entries. 


Enter text in section labeled Notes. 





NOTE: You cannot view a Walk-In record later. Therefore, if you want to keep a hard copy in your files, or if you want to provide a copy to the person making the contact, print the screen by pressing F6.





To clear screen and enter a new contact - ADD NOTE-F8


To cancel and exit screen - ESC ESC


To save record and exit Walk-ins - SAVE AND EXIT-F5





To produce a summary of walk-in contacts for a specified period of time:


    ACTION BAR-F10 - Reports 


    If you want to reset printer options - select Manage Print Options - 


	change settings - SAVE-F5


    Select Walk-in Tally Report


    On pop-up window, enter beginning date and ending date.


    Save selections and produce report - F5





