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From the FOCS Main Menu Business area


	Select Conservation Assistance


	Select Conservation Contracts





If you want to select a different business - from Contract Description screen - 


CHANGE BUSINESS-Shift+F2. 


On Select Client and/or Business screen, make selection - SAVE-F5 to return to Contract Description screen.





To clear screen and add new Contract Description - SELECT CONTRACT-Shift+F8.


Select Add a New Contract from top of list.


Required data fields are: Assisted By, Start Date, End Date.





Enter Start Date and End Date. 


If Assisted By is not correct - CHOICES-F2 - select initials.


You may enter a Project Agreement Number assigned by State Office.





When contract signed - record Contract Signed Date.





If the contract is revised, enter the most recent Contract Revision Number and Contract Revision Date.


To enter Basis for Revision - Shift+F5 - enter text - SAVE-F5.





Display Cost Share Applications screen - COST SHARE APPLICATIONS-Shift+F9. Enter or edit data - SAVE-F5 - returns you to Contract Description screen.





If you have already entered Cost Share Applications:


On the Contract Description screen, to select one or more Cost Share Applications to associate with the Contract Description:


SELECT APPLICATION-Shift+F3


     Move with arrow keys


     Select/unselect with space bar


     SAVE-F5.





To select a different Contract Description - SELECT/ADD CONTRACT-F8.


More than one cost share application contract number may be associated with a contract description, so you will see the same description if you select any of those numbers.


To edit data, reselect or type over current entries.





To delete description - DELETE CONTRACT-F6.


Only contract description is deleted - Cost Share Application records are not deleted.





To display Contract Items/Contract Components screen - ADD/EDIT ITEMS-Shift+F8.


To change current business - CHANGE BUSINESS-Shift+F2 - Select Business - SAVE-F5.





CANCEL-ESC ESC or SAVE-F5 and exit the screen.





