RECORDS AND RELATIONSHIPS
June 10, 2011
1. Each of the eight tabs across the screen contains a set of information referred to as a record:
A. Organizations – contains details relevant to the entire organization
B. Requests – contains details relevant only to the one particular request
C. Affiliations – indicates the type of relationship between a contact person and the
request or organization (details about the person are found in the Contacts record)
D. Contacts – contain details about the person
E. Activities – records actions taken relating to the request or organization
F. Payments – contain details relating to a payment
G. Requirements – holds list of items required for the request
H. Documents – stores correspondence relating to the record
2. Records are comprised of fields, of which there are three types:
A.
Text – you can write anything you want

B.
Numeric – dates, grant amounts, payments, etc.

C.
Coded – limited to terms selected from a drop-down menu, which facilitates sorting, 

searching and reporting
3. Each record has some fields in common with other records, but each record also has its own individual fields determined by what kind of record it is, and somewhat by the disposition of the request.  There are only three dispositions:
A.
Each Pending – still under consideration; no decision made

B.
Awarded – the request was awarded and is now considered a grant
C.
Declined – the request was turned down and is now considered a declination

4. Icons at the left edge of the screen just above the tabs are those you will use most often:
A.
Binoculars – is the find or search icon

B.
Magnifying glass – is used to focus (take a closer look at) one of the records

C.
White rectangle (looks like piece of paper) – used to create a new record

D.
White Arrow opening a file folder – will open the record that is highlighted on the screen 

(instead of double-clicking on the record)
E.
Green symbol (looks like an M on its side) – will show totals of information currently 

displayed on your screen

5. Each record is complete with its own information, but its contents are also linked to other records.  A record has many relationships.  
A.
For example, when you focus (the magnifying glass icon) on a name in the organization 

tab and then click on another tab, you would see all information under the heading of that 

tab (requests, affiliations, contacts, activities, payments, requirements, documents) that 

relates only to that organization.
a. Say you clicked on the requests tab after focusing on an organization.  You would see a list of requests (pending, awarded, declined) that came from the organization you had focused on.
b. If you had clicked on the payments tab instead, you would see all payments that relate to that entire organization.

c. However, if you had focused on one of the requests listed for the organization and then clicked on the payments tab, you would see information relating only to that one particular request of the organization – not the entire organization’s payments that we saw previously.
d. Perhaps you want to see what correspondence was sent with the last payment.  Focus on the applicable payment and move to the documents tab; most likely there will be a check transmittal letter listed; if there is a file name in the file name column, you could double click to open the correspondence and read, edit, print etc.
6. You can begin a search in any tab.  If you receive a receipt for payment that mentions the  check number, but not the request ID number, begin your search in the payments tab, selecting check number = (#).  That payment record will appear on the screen and you can focus on it and move to the requests tab.  Once in the requests tab you would focus again and move to the requirements tab to create a new “receipt” entry for that grant.  Requirements relate to the request, not the payment, which is why we needed to move to the request tab and focus before moving to the requirements tab.
7. If you have correspondence from someone not using letterhead perhaps, or someone on the phone giving you their name, you may need to begin your search in the contacts tab.  Use “contact last name” as search criteria and enter the last name accordingly.  When the list of all contacts with that last name appears, locate the contact with the correct first name and click on it, once, to highlight and then focus.  Move to the requests tab to see what grants the person is affiliated with, or perhaps move to the organizations tab to see what organization(s) he is affiliated with. 
8. On any record concerning dollar amounts, there is a Greek symbol to click on at the top left of the screen.  (Looks like an M on its side.)  Click on that symbol to get the total of the items that are currently displayed on your screen.  Hopefully, you will have an opportunity to play around with this to see how the records are inter-related, yet separate.
9. Instead of focusing and moving to another tab to locate information, you can also double click to open any record.  You will see the same tabs you just saw displayed on the full screen, but now they are inside the record.  The tabs within the record pertain only to that record.
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