United States Department of Agriculture

Y NRCS Conseration sevic

Wisconsin Toolkit Task Gmde

Working with Assistance Notes

Abstract
The purpose of this guide is to demonstrate how to add, edit and delete conservation assistance
notes.

Steps: Add assistance note — open assistance note — edit assistance note — delete assistance
note.

Details

Add an Assistance Note

1. Click on the assistance note tab.
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Genelal Agsistance Notes | QndUmls || Practice Schedule H Customer File || Reporting

Assistance Notes For HARVEY ALBERTIl

D ‘ Agsistance Date ‘ Azsisted By | Progi
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~

2. Click on the New Note button and the New Assistance Note window will open.

3. Verify that the date is correct. You can back-date or forward-date the note.

4. Click the down-arrow next to “Program” to pick the applicable program.

1z faslstanes (o ts Fur s CARD BIYES : ‘
‘wiritten By | Steven R Kimble Assistance Date! \uednesday, December 07, 2005 [
Assistance Note Prograrm:

CRP

CsP
CTA-GENAL
CTAGLC
EQIP-GSWC
FPP

GRP

5. Click in the large, white field and type in your note.
6. Use the Spell Check button when finished.
7. If you are going to write another note for this customer, click the Add New button.

8. Click the Save button when note is completed.
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9. The window disappears and your note is listed on the Assistance Notes tab.

SIS IomErSEnICEN nolkil | RL R R ER LA

File Tools Reports Help

SDHEHD

General Agsistance Notes | Land Units || Practice Schedule || Customer File H Reporting
Assistance Notes For HARVEY ALBERTIll

ﬂ ‘ Aszistance Date ‘ Assisted By | Program Code | Mate

13 5/31/2006 Duane F Deverney EQIF EQIF Plan created

Opening an Assistance Note

10. Click on the assistance note tab.

11. There are two ways to open a note; either double-click on the note (see graphic below —
1) or select the note and click on the open note icon (see graphic below — 2).

| Note
EQIF Plan created

| Assisted By | Pragram Code

Duane F Deverney

]

Agsistance Date

X

-2

e

Editing an Assistance Note

12. Click on the assistance note tab.
13. Open the desired note.

14. When the note opens, click the edit button.

| Current Assistance Note for : ARVIN AND IRMA BROWN LIV TRUST
‘whitter By: | MichaelJ Patin Assistance Date | 7/14/2005 1:34:32 AM

Agsistance Note Text Program:  |CRP

SING THE REPORTING TAB | HAVE REPORTED THE CRP FY05 45 FLANNED IN
TOOLKIT.

Save Edi | Cancel Check Speling
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15. Make edits to the note.

16. Click the save button.

ErEnTAsEIEancedN ol e ore s IBRVEYSRIIE R

‘written By, Duane F Devemey Assistance Dale Wednesday,  May 31, 2006

[
ssistance Note Text: Frogram

EQIF Plan created. \

Note: The date will default to today’s
date and the program code will be
blanked out. Change the program code
back, and to correct the date.

Note: The program code will need to be
re-entered

Save Edit Cancel
| ] I

‘ EDIT MODE '

Check Speling

Deleting an Assistance Note

17. Click on the assistance note tab.
18. Open the desired note.

19. Select the note.

20. Click the delete note button.

21. Confirm the deletion.
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