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From the FOCS Main Menu Business Area


Select Conservation Assistance


Select Client/Business Information





Change Client Information


On the Select Client and/or Business screen,


Place the cursor on Client Name


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


EDIT-F7 - On the Client screen, type over existing data or reselect from a choice list (F2).





To delete a phone number - use NEXT-F3 or PREVIOUS-F4 to locate number - SHIFT+F6





If client is not a Person, to edit Contact Person - SHIFT+F9  


Use NEXT-F3 or PREVIOUS-F4 to locate Contact Person


Change Contact Person role (previous role is deleted) - 


To delete contact person - F6


SAVE-F5, then ESC ESC returns to client screen





To delete Client - highlight the client name - DELETE-F6


SAVE-F5, then ESC ESC returns to Select Client and/or Business screen





Change Business Information


On the Select Client and/or Business screen,


Highlight Business Name or Business ID 


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





EDIT-F7 - On the Business screen, type over existing data OR reselect - CHOICES-F2 


You cannot change Association, or Associated Clients.


To delete a phone number, highlight the number - SHIFT+F6


To delete a business, highlight the business name and press DELETE-F6.





Change Client Business Association 


On the  Select Client and/or Business screen, highlight Client Business Assoc - 


EDIT-F7 - 


On Client Business Association screen - CHOICES-F2 - Select a different association.


SAVE-F5.





To delete Client Business Association - on the Select Client and/or Business screen, highlight Association - DELETE-F6





