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[bookmark: _Toc134265112][bookmark: _Toc529923459][bookmark: _Toc464800981][bookmark: _Toc182036405]Document Overview and Form Description
[bookmark: _Toc193789210][bookmark: _Toc194127111][bookmark: _Toc192644557][bookmark: _Toc193707175][bookmark: _Toc184009764]Document records allow Air users to access information about documents used in support of the Air program.  Air doesn’t store the actual document within the database, but rather, stores information about the document such as who is the author, when it was written, and hyperlinks or electronic file paths so that the document can be accessed.  Current official Forest Service correspondence stored in the Mercury Content Database, archived correspondence, and other documents may be hyperlinked on the web via a URL.  Example documents include: descriptions of how to collect data according to a specific protocol,  field data collection forms, publications describing a wilderness area, detailed travel instructions to a monitoring or fixed equipment site, etc.
[bookmark: _Toc464800982]Document Form Description
Clicking on the Document button at the bottom of a form, or clicking on the Document icon in the Control Panel, will bring up the Documents form.  Due to the large number of documents in the Air database, you will always be prompted to Filter before any records are shown.
[bookmark: _Toc396471274]Figure 1: Documents form
[image: ]
Once you have determined the document record has not already been entered, click on the first row in the list entitled “Click here to add a new row” to add a new document record.
There are seven fields in the Documents form, as described in Table 1.
[bookmark: _Ref401913495][bookmark: _Toc396471355]Table 1: Description of fields in the Documents form
	Field Name
	Field Required?
	Description

	Title
	Yes
	This is the title of the document and can be up to 240 characters long

	Document Type
	Yes
	This indicates the type of document.  From the LOV, select the type that best describes the document.  Or, start typing in the Document Type column and a list of similar types will appear as you type.  Select one of these types.  A complete list of document types can be found in Appendix C.  For information on the process to request additional values added to LOVs, please see Chapter 1.

	Source URL
	No
	This is the hyperlink where an electronic document may be accessed.  To edit the URL for a specific document, click on the Edit URL box in the Source URL column.

	Author
	No
	This is the name of the person, persons, or organization who wrote or published the document.  The author can be up to 100 characters long.
The author’s name should be entered as “Last name, Firstname/Initial” to allow for easy alphabetical listing.

	Year
	No
	This is the year the document was written or published.  This field is formatted to show the year in four digits (i.e., 1999, not 99).  If you try to use fewer than four digits, you will get the error message shown in Figure 2.

	Cover Page Image
	No
	This is an image of the cover or front page of the document.  Acceptable formats are: .jpg, .png, and .gif.  A scanned image of the cover page often helps you recognize the document and understand what is actually stored in the database for this document.  To upload a new cover page image, click on the field and you can select the icon shown in Figure 3 to navigate to and upload a cover page image.  If you need to delete a cover page image, click on the icon shown in Figure 4.  To view an existing cover page, click on the icon indicated in Figure 5.

	Abstract
	No
	This is an abstract or short description of the document.  A check mark in this field indicates that the document has an abstract entered.  Click on this field and two boxes will appear, as shown in Figure 6.  The left box allows you to enter a new abstract or edit an existing abstract, the right box allows you to delete an existing abstract.
The Abstract form, shown in Figure 7, allows you to input and format the abstract content.  You can also copy and paste the abstract from an existing document using the Ctrl-V or Paste function.  The formatting functionality is fairly self-explanatory for users with basic word processing experience, and descriptive tags appear when you mouse-over a formatting feature.


[bookmark: _Ref401913580][bookmark: _Toc396471275]Figure 2: Incorrect year format warning
[image: ]
If a Cover Page is included, there will be a check in that column; if an Abstract is attached, there will be a check in that column.  To access either the Cover Page or the Abstract, click on the checked box.  More detailed information is available about the Cover Page Image and Abstract functions.
[bookmark: _Ref401913587][bookmark: _Toc396471276]Figure 3: Upload new cover page image button
[image: ]
[bookmark: _Ref401913592][bookmark: _Toc396471277]Figure 4: Delete cover page image button
[image: ]
[bookmark: _Ref401913598][bookmark: _Toc396471278]Figure 5: View cover page image button
[image: ]
[bookmark: _Ref401913604][bookmark: _Toc396471279]Figure 6: Abstract buttons
[image: ]
[bookmark: _Ref401913610][bookmark: _Toc396471280]Figure 7: Abstract form
[image: ]
[bookmark: _Toc464800983]Document Storage
	
	Note
No documents are saved into the database, so documents should be saved to an accessible location such as the Forest Service Mercury Content database, the O or T drives, or a web or FTP site.


[bookmark: _GoBack]Due to the large volume of document records in Air, loading a list of all documents is impractical; so you will first need to narrow your search.  Clicking on the Document icon at the top of the Control Panel (Figure 8) brings up an empty Document form (Figure 9).
[bookmark: _Ref401913628][bookmark: _Toc396471281]Figure 8: Documents icon in Control Panel
[image: ]
[bookmark: _Ref401913635][bookmark: _Toc396471282]Figure 9: Empty Documents form
[image: ]
To search for a document record, click on the Search/Filter button in the upper left corner of the Documents form (Figure 10).
[bookmark: _Ref401913641][bookmark: _Toc396471283]Figure 10: Document Filter form
[image: ]
For example, you could ask the database to return a list of all Environmental Analysis documents (Figure 11).  Clicking on the arrow to the right of the Document Type heading will show you the list of Document Types available.
[bookmark: _Ref401913647][bookmark: _Toc396471284]Figure 11: Drop-down filter for Document Type column
[image: ]
[bookmark: _Toc396471285]Figure 12: Documents form
[image: ]
You could also search for all documents written in 1987, and the list returned might look like:
[bookmark: _Toc396471286]Figure 13: Documents Filter form with Year drop-down filter visible
[image: ]
[bookmark: _Toc396471287]Figure 14: Document form showing filter results
[image: ]
Depending on the filter parameter used, you may receive an extremely long list of documents that match your query.  For example, if you filter for all documents that contain the word “air” in the title, you will get a screen that looks something like Figure 15.
[bookmark: _Ref401913657][bookmark: _Toc396471288]Figure 15: Documents form, highlighting how many records are currently displayed


As you can imagine, there are many, many documents listed in the database that contain the word “air” in the title.  In order to return a list in a reasonable time, Air will show the details for only the first 50 records.  If you see a button with two blue arrows pointing to the right (as shown in Figure 15), you will know there are additional records to review.  If you mouse-over this button, you will receive a message telling you to click the button to show the next 50 records and how many total records match your search criteria.  This information is helpful in identifying whether you need to further refine your filter parameters.  If you decide to perform another query, close this window and click on the Documents button again.
Additional information about searching and filtering in the Air application are available un Chapter 2 of the User Guide.
The list of documents may not automatically load in alphabetical order.  You can easily rearrange the names of the documents by clicking on the Name title bar—this allows you to toggle back and forth between ascending and descending alphabetical listings.  You can tell that the list is alphabetized as shown in Figure 16 in the toolbar.
[bookmark: _Ref401913671][bookmark: _Toc396471289]Figure 16: Indication of ascending alphabetical list (A to Z)
[image: ]
[bookmark: _Toc396471290]Figure 17: Indication of descending alphabetical list (Z to A)
[image: ]
[bookmark: _Toc464800984]Associated Documents
Most documents are associated with other records in Air.  You can quickly and easily tell whether there is a document attached to a record by whether or not the Documents button on the form is raised.
[bookmark: _Toc396471293]Figure 18: No documents attached to this form
[image: ]
[bookmark: _Toc464800985]Row-Level Documents
Some documents are attached to a row of data representing a specific record within a list of records.  For documents entered at the row level, there is a View/Load document button at the end of the row that allows you to view or edit an existing document record.
For example, under the Project Protocols tab of the Monitoring Projects form, you can scroll all the way to the right to access Protocol Documents associated with each protocol.  In this case, click on the View/Load button and a secondary form will open called Protocol Documents.
[bookmark: _Toc396471294]Figure 19: Project Protocols tab on the Monitoring Project form
[image: ]
[bookmark: _Toc396471295]Figure 20: Protocol Documents form
[image: ]
The Protocol Documents form allows you to access the documents.
[bookmark: _Toc464800986]Document Management
[bookmark: _Toc464800987][bookmark: _Toc370892013]Add a Document Link to the Database
The following outlines how to link a document into the Air document database for association with various records.
Step 1. Know the exact electronic address of the location of your document.  You may want to use Ctrl-C to copy the URL or network location.
Step 2. Click on the D icon in the top of the Control Panel.  This opens the Documents form, as shown in Figure 21.
[bookmark: _Ref401913684]Figure 21: Documents form
[image: ]
Step 3. Click in the “Click here to add a new row” field under the Title column.
Step 4. Enter data in at least the required fields: Title and Document Type; complete as many of the other fields as possible.
Step 5. Click in the field under the Source URL column.  Then click on the Edit URL button, as shown in Figure 22.
[bookmark: _Ref401913692]Figure 22: Edit Source URL button
[image: ]
Step 6. Enter the path to access the document.  You can use a Ctrl-V to paste the URL if you saved it.
Step 7. Click on the blue Save button in the upper left corner of the Documents form.
[bookmark: _Toc464800988]Attach a Document to a Record
Once a document record has been uploaded to the Air database, it can be attached to nearly any record.  The process is virtually identical across all forms where documents can be attached, but let’s walk through attaching a document to a Monitoring Site record.  First, open the Monitoring Site form.  At the bottom, click on the Documents button, as shown in Figure 23.  This opens the Monitoring Site Documents form, shown in Figure 24.
[bookmark: _Ref401913701]Figure 23: Monitoring Site form, Documents button
[image: ]
[bookmark: _Ref401913706]Figure 24: Monitoring Site Documents form, Add Documents button
[image: ]
Click on the green plus sign, as shown in Figure 25, to open the Attachable Documents form.  You are immediately taken to the Document Filter form, as shown in Figure 26, to select a document from the database.
[bookmark: _Ref401913713]Figure 25: Attachable Docuemtns, Document Filter forms
[image: ]
In this example, we want to filter by document type, hover the mouse over the end of the Document Type column heading and click on the drop-down arrow that appears.
[bookmark: _Ref401913719]Figure 26: Document Type drop-down in filter
[image: ]
	
	Warning
When selecting Document Types in the Document Filter form, be aware that you can either Select All document types or select up to 12 individual types.  If you request more than 12, but not “all” you will receive an error message.


Click on the box next to Select All to deselect all, then scroll through the list to select the document types you want.  See the section on Filtering in Chapter 2 of the User Guide for more filtering options.  After you have made all of your selections click on Apply.  Air returns a list of possible documents for you to select from, as shown in Figure 27.
[bookmark: _Ref401913730]Figure 27: Attachable Documents form
[image: ]
As soon as you click on one of the documents, Air automatically attaches it to your form and returns you to the Monitoring Site Documents form with this document included in the list.  You can either click on Save and exit this form, or Save then click on the green plus to add more documents.
Figure 28: Document listed in Monitoring Site Documents form
[image: ]
[bookmark: _Toc464800989]Delete Document
You must be VERY careful when deleting documents.  If you delete a document record from the application-wide Documents form (accessed through the “D” icon at the top of the Control Panel), it will completely remove the document from the Air database including all the associations to it.  You could also inadvertently delete a record entered and needed by other users.
When you delete a document record from the database, remember that the document itself still resides on the O:/ drive or wherever it is stored.  What you are deleting is the link between the Air application and the file.
[bookmark: _Toc396471296]Figure 29: Delete confirmation message
[image: ]
If you click on the URL to view a file, then determine that you need to delete that document from any place in the application, you must first click on the header of the Document form in the Air interface (as shown in Figure 30), then click on the row of the document you want to delete.  Finally, hit the Delete key on your keyboard.
[bookmark: _Ref403557898]Figure 30: Return to Documents form
[image: ]
You can tell if you have successfully removed the associated document record from your record, because the Document icon will appear flat, as shown in Figure 31.
[bookmark: _Ref401913762][bookmark: _Toc396471297]Figure 31: Documents button on form, flat to show no documents associated
[image: ]
[bookmark: _Ref401913767][bookmark: _Toc396471298]Figure 32: Documents button on form, raised to show documents are associated with this record
[image: ]
[bookmark: _Document_Form_Description][bookmark: _Cover_Page_Image][bookmark: _Abstract]

[bookmark: _Toc464800990]Comment Overview and Form Description
Comments are a way to record information about a specific record, or a set of records.  You may want to include keywords or phrases that may be queried in your comment record.
[bookmark: _Toc464800991]Comment Form Description
Clicking on the Comments button at the bottom of a brings up the Comments form.
[bookmark: _Toc396471302]Figure 33: Comments form
[image: ]
The comments are displayed in reverse chronological order, with the oldest comments at the bottom and the most recent comments at the top.  The row to enter a new comment is provided at the very top of the list.  The list can be re-ordered by using the sort arrow at the top of each column to re-sort by comment, user, or date.
There are four fields in the Comments form, as described in Table 2.
[bookmark: _Ref401915709][bookmark: _Toc396471356][bookmark: _Ref401915704]Table 2: Description of fields in the Source form
	Field Name
	Field Required?
	Description

	Comment
	Yes
	This is the comment text and can be up to 4,000 characters long.

	Comment Type
	No
	This is not found in all Comment forms.  The comment can be assigned a “type” describing what the comment is about.

	User
	No
	This field is auto-populated with the name of the user who entered the comment text.

	Date
	No
	This is the date the comment was entered.  This field is auto-populated but may be edited.


[bookmark: _Toc464800992]Form-Level Comments
Within some of the Air forms, buttons are provided for Comments about that particular record.  For example, as shown in Figure 34, Comments can be added to Monitoring Project records.  Comments can also be added to a number of other Air forms.
[bookmark: _Ref401913810][bookmark: _Toc396471303]Figure 34: Monitoring Project form, highlighting Comments button
[image: ]
You can quickly and easily tell if there are comments attached to the form you are looking at, as shown in Figure 35.
[bookmark: _Ref401913816][bookmark: _Toc396471304]Figure 35: Comment button raised; comments attached
[image: ]
The text of each comment will show at the bottom of the form to accommodate longer comments.
[bookmark: _Toc464800993]Row-Level Comments
Some comments are attached to a row of data and are specific to that row.
[bookmark: _Toc396471305]Figure 36: Monitoring Project form, Project Protocols tab, highlight Comments field
[image: ]
The comment will show up in the form, but some of the comments are so long that not all of the comment fits in the comment field.  To increase the size of the comment field and read all of the comment, click on the top right-side of the field and drag it to the right.  This increases the size of the field and allows you to read all of the comment.
Information can be entered into the Comment form in two ways:  it can either be typed directly into the field, or it can be copied from another application and pasted into the Comment field using Ctrl-V from your keyboard.
Once data has been entered into the Comment field, click on the Save button to save the comment into the database.
To delete information entered into the Comment field, click on the row button to the left of the row, then hit Delete on your keyboard.  This will bring up a window confirming that you want to delete that comment.
[bookmark: _Toc396471306]Figure 37: Comments form, highlighting row selection box
[image: ]
[bookmark: _Toc396471307]Figure 38: Delete Confirmation message
[image: ]


[bookmark: _Toc464800994]Image Overview and Form Description
Images may be attached to a different types of records within Air.  You may wish to store images of wilderness areas, pollution from a source, or images documenting a monitoring visit.  As with comments, images may be stored directly in the Air database.  Image records may also link to images stored on the web or network.
You can quickly and easily tell whether there are one or more images attached to a record, as shown in Figure 39.
[bookmark: _Ref401913849][bookmark: _Toc396471308]Figure 39: Buttons at bottom of form, images are attached to this record.
[image: ]
[bookmark: _Toc464800995]Image Form Description
Clicking on the Image button at the bottom of a form, or clicking on the Image icon at the top of the navigation tree will bring up the Image form.
[bookmark: _Toc396471309]Figure 40: Images form
[image: ]
There are six fields in the Images form, as described in Table 3.
[bookmark: _Ref401915770][bookmark: _Toc396471357]Table 3: Description of fields in the Image form
	Field Name
	Field Required?
	Description

	Name
	Yes
	This is the name of the image file, such as Cabinet Mountains Wilderness, and can be up to 100 characters long.  If this field is left blank, Air will automatically populate it before saving with the name of the file (i.e., “blue_hills.jpg”).

	Image Date
	No
	This is the date the image was taken.  The date is in the form of MM/DD/YYYY.  A calendar is available to assist with entering the date the image was taken.

	Photographer Name
	No
	This is the name of the photographer.  The photographer’s name can be up to 100 characters long.  Names in this field are NOT stored as Contacts in Air.
The photographer’s name should be entered as “Lastname, Firstname/Initial” to allows for easy alphbetical listing.

	Source URL
	No
	If the image is not stored in the Air database, this is the link to where the image is located.
To edit a Source URL, click on the Edit URL box in the Source URL column, as shown in Figure 44.


[bookmark: _Toc396471310]Figure 41: Image Date drop-down
[image: ]
[bookmark: _Ref401915792][bookmark: _Toc396471311]Figure 42: Source URL edit box
[image: ]
[bookmark: _Toc464800996]Description
Clicking on the box in this column brings up a box where you can enter the description of the image.  A check mark in this field indicates that a description is stored in the database for this image.  The Description box functions the same way as the Abstract form for Documents.
[bookmark: _Toc396471312]Figure 43: Description form
[image: ]
[bookmark: _Toc464800997]Image
A check mark in this field indicates that an image is stored in the database.  Clicking on the checked box brings up the ability to view the existing image, upload a new/replacement image, and delete the existing image.
[bookmark: _Toc464800998]Image Storage
Images may be stored on the O:/ or T:/ drive, on websites or ftp servers and referenced by a URL, or stored directly in the Air database.  To access an image record in Air without going through a form with which it might be associated, click on the “I” icon located in the top of the Control Panel, then search for your image.  The ability to edit or delete images is linked to your permissions.
[bookmark: _Toc396471313]Figure 44: Images button at top of Control Panel
[image: ]
When you first click on the “I” icon, the Images form opens with no images listed.  If you simply want to add a new image record, click in the row to enter the data and link to where the image resides or to upload an image.
[bookmark: _Toc396471314]Figure 45: Images form
[image: ]
To view or edit an existing image record, click on the “Search/Filter” button to query the database for a specific image or images which meet certain parameters.  Please see Chapter 2 for details on using Filters.
[bookmark: _Toc396471315]Figure 46: Image Filter form
[image: ]
[bookmark: _Toc464800999]Associating Images
Images may be viewed or managed through a record with which they are associated.
[bookmark: _Toc396471316]Figure 47: Monitoring Site, form, highlighting Images button
[image: ]
As an example of working with an associated image, clicking on the Images button on the bottom of the Monitoring Site form opens the Monitoring Site Images form.  This form shows what images have already been attached to this Monitoring Site, and allows you to manage images.
[bookmark: _Toc396471317]Figure 48: Monitoring Site Images form, highlighting Add button
[image: ]
Due to the large number of images in the database, when you click on the Attach a New Image button (green plus sign, as shown in Figure 49), the Image Filter form opens before the Attachable Images form opens.
[bookmark: _Ref401914642][bookmark: _Toc396471318]Figure 49: Image Filter form
[image: ]
Please refer to Chapter 2 of the Air User Guide for more information about the filtering functionality.  After you locate the correct file, click on the box on the left side of the row, as highlighted in Figure 50.
[bookmark: _Ref401914660][bookmark: _Toc396471319]Figure 50: Attachable Images form, highlighting row selection box
[image: ]
To view the Image to make sure that you associate the correct file, click on the binocular icon in the Image column, as shown in Figure 51.
[bookmark: _Ref401914689][bookmark: _Toc396471320]Figure 51: View image button
[image: ]
Once you find the image you want, click on the box to the left side of the row to save the association and close the Attachable Documents form.
[bookmark: _Toc396471321]Figure 52: Monitoring Site Images form
[image: ]
Repeat as necessary to attach all appropriate images to your Monitoring Site.  If you accidentally attach the wrong image to the Monitoring Site, you can easily remove it by highlighting that row in the Monitoring Site Images form and hit the Delete key on your keyboard.  This will open a warning message verifying that you want to delete this image from the form.  From here, it will delete the association from the monitoring site record, but will not delete the image record from Air.
[bookmark: _Toc396471322]Figure 53: Delete confirmation message
[image: ]
When you have attached all associated images, click on the Save button.  If you attempt to close the form without saving, you will receive a warning message, as shown in Figure 54.
[bookmark: _Ref401914716][bookmark: _Toc396471323]Figure 54: Unsaved Changes warning message
[image: ]
If you click on the Cancel button, all changes will be lost, and the Monitoring Site Images form closes.
[bookmark: _Toc464801000]Image Management
Regardless of whether images are accessed via the application-level icon or from the site or visit form, they are managed in the same way.  Images may be stored on a corporate drive, on a web or ftp site, or they may be stored in the Air database.
[bookmark: _Toc396471324]Figure 55: Images form
[image: ]
You will notice that the list of images might not appear in alphabetical order when they load on your screen.  To view the names of the files in alphabetical order, simply click on the Name title bar and you can toggle back and forth between ascending and descending alphabetical listings.  You can tell that the list is alphabetized by the direction of the arrow in the toolbar as shown in Figure 56 and Figure 57.
[bookmark: _Ref401914741][bookmark: _Toc396471325]Figure 56: Indication of ascending alphabetical list (A to Z)
[image: ]
[bookmark: _Ref401914746][bookmark: _Toc396471326]Figure 57: Indication of descending alphabetical list (Z to A)
[image: ]
[bookmark: _Toc464801001]Add an Image
To enter a new image, click on “click here to add a new row” text and enter the data requested in each column.  Use the “tab” key to move across the row from one column to the next.
To enter an image description, click in the box in the Description column to access the two buttons associated with the image description.
	
	Note
You will have to click twice to “activate” the icons.  The first click selects that line item, the second click brings up the icons.


[bookmark: _Toc396471327]Figure 58: There is a Description attached to this record
[image: ]
[bookmark: _Toc396471328]Figure 59: Edit and Delete Description buttons
[image: ]
	
	Note
You will have to click twice to “activate” the icons.  The first click selects that line item, the second click brings up the icons.


[bookmark: _Toc396471329]Figure 60: Images attached
[image: ]
[bookmark: _Toc396471330]Figure 61: Image View, Upload, and Delete buttons
[image: ]
After making all necessary changes or loading new images, be sure to click on the Save button to ensure all data is included in the database.  If you forget to do this, you will receive the Unsaved Changes message noted in Figure 63.
You can tell that you were successful in making the association between the images and the form, the Image button at the bottom of the form will become raised, as shown in Figure 62.
[bookmark: _Ref401914806][bookmark: _Toc396471331]Figure 62: Raised Images button at the bottom of form
[image: ]
Should you need to delete the association between an image and another record, highlight the row of the image association you wish to remove, then hit the Delete key on your keyboard.  You will receive the message shown in Figure 63.
[bookmark: _Ref401914919][bookmark: _Toc396471332]Figure 63: Unsaved Changes warning message
[image: ]
You can tell that you were successful in removing this associating because the Image button will appear flat, as shown in Figure 64.
[bookmark: _Ref401914936][bookmark: _Toc396471333]Figure 64: Flat images button at the bottom of form
[image: ]
[bookmark: _Toc464801002]Deleting Images
When you delete an image association record in which the image is not stored in the Air database, the image file still resides on the server or wherever it is stored.  What you are deleting is the association between the image record and the other records (such as monitoring site or fixed equipment site).  If you delete the association between a record and an image file, the image will remain associated any other records within Air.  If you need to physically remove the image file stored on a corporate drive, use Windows Explorer to access the correct folder, then Delete the file.
If you are deleting an image from the main image form, PLEASE BE CAREFUL, as this will delete the Image record as well as associations with other records.  If the image was stored in Air, it will actually be deleted.  If the image record linked to an image through a URL, the image still resides on the web or wherever the hyperlink referenced.  When you delete an image from the main form, you will get the confirmation message shown in Figure 65.
[bookmark: _Ref401914949][bookmark: _Toc396471334]Figure 65: Delete confirmation message
[image: ]
If you select Yes, the image and all of its associations are removed from the Air database.  If you select No or Cancel, no changes are made to the database and you are returned to the Images form.


[bookmark: _Toc464801003]Contacts Overview and Form Description
Contacts are the individuals or organizations with whom you interact.  Contacts, with the exception of Labs, must have roles assigned to show what their role is in a particular context.  Contacts may have multiple roles.
[bookmark: _Toc464801004]Contact Form Description
The application-wide Contact form, as shown in Figure 66, is fairly self-explanatory and easy to use.  There are five fields in the Contact form, as described in Table 4.
[bookmark: _Ref401914970][bookmark: _Toc396471335]Figure 66: Contacts form
[image: ]
[bookmark: _Ref401915939][bookmark: _Toc396471358]Table 4: Description of fields in the Contact form
	Field Name
	Field Required?
	Description

	Organization
	Yes; if “Lab” or “Organization” is listed under Contact Type
	Name of contact Organization or Lab

	First Name
	Yes, if “Person” is entered under Contact Type
	First name of contact Person

	Last Name
	Yes, if “Person” is entered under Contact Type
	Last name of contact Person

	Contact Type
	Yes
	Three options: Person, Organization, Lab

	Contact Role
	No
	See description for details on managing contact roles.


[bookmark: _Toc464801005]Accessing and Adding Contacts
You can access Contact information by clicking on the C icon in the top of the Control Panel, as shown in Figure 67, or by clicking on the green plus sign on any Air form that includes a Contact field.
[bookmark: _Ref401914983][bookmark: _Toc396471336]Figure 67: Contacts icon at top of Control Panel
[image: ]
[bookmark: _Toc396471337]Figure 68: Green plus sign to add a Contact to a form
[image: ]
There are thousands of contacts in the database, so to allow for quicker loading of the form, the entire list of contacts is not initially loaded when the form is opened.  If you click on the Search button without entering anything in the Search field, you will receive a list of all contacts in the database, listing alphabetically starting with Person (then Organization and Lab).  Please note it will take a few moments for the database to return the entire list of contacts.
[bookmark: _Toc396471338]Figure 69: Contacts form
[image: ]
[bookmark: _Toc396471339]Figure 70: Contacts form, all records return
[image: ]
In each of the different Air forms that includes a Contact field, the process for including a contact name is the same, though the available drop-down list of contacts will differ from form to form, based on assigned contact roles:
· Put the cursor in the Contact field
· Start typing the name (last name first if a person)
· The LOV will narrow to the list of contacts to those containing the characters you’ve typed
· For example, if the contact you’re looking for is Bill Anderson, start typing in “ande” and the LOV will provide a list of ALL contacts that include “ande” somewhere in their name; this will include both people and organizations listed in the database
· If there is more than one contact whose name includes these same letters, scroll down through the list to reach your contact
· When you find the contact, click on that line and Air will populate the field with this information
If you are unable to find your contact’s name through the LOV, click on the green plus sign to open the Contacts form to add it.  (Note: the Source Permit Project Contacts form works slightly differently; see the Source Permit Contacts section below.)
[bookmark: _Toc396471340]Figure 71: Contacts form
[image: ]
You can use the Search field on the Contacts form, as shown in Figure 72, to further narrow the list displayed in form.
[bookmark: _Ref401915064][bookmark: _Toc396471341]Figure 72: Contact search field
[image: ]
If you search for the contact name and do not find it in the database, you will need to add this contact.  Use the following steps to add the contact:
· Scroll down to the bottom of the list of contacts to find “Click here to add a new row”
· If the contact you are adding is a person:
· First, select “Person” from the Contact Type drop-down menu
· Then enter their first and last names in the appropriate columns.  Do not type  anything in the Organization field.
· Click on the Save button in the upper left corner of the form
[bookmark: _Toc396471342]Figure 73: Contacts form, adding a contact
[image: ]
Be aware that there is a limit of 30 characters for each of the first and last name fields and 100 characters for an organization name.  If you try to save a contact with a too-long name, you will receive the error message shown in Figure 74.
[bookmark: _Ref401915085][bookmark: _Toc396471343]Figure 74: Error when saving contact with first or last name longer than 30 characters
[image: ]
If the contact you are adding is an organization or lab:
· Enter the name of the company into the Organization field
· Then select either Lab or Organization from the Contact Type drop-down menu
· If you are adding an organization or lab, do not put anything in the First Name or Last Name fields
[bookmark: _Toc396471344]Figure 75: Contacts form, adding an organization
[image: ]
· After you have added the new contact, click on the Save button.  You are now ready to assign Contact Roles.
[bookmark: _Contact_Roles_1][bookmark: _Toc464801006]Contact Roles
The roles assigned to each Contact determine which Contacts are available to associate to a given record.  There are a number of different Air forms that include Contact fields; each provides a mouse-over for viewing the list of possible roles a contact must have to appear in the drop-down for that field.  When you mouse-over the ‘i’ button, the list of roles displays, at least one of which must be assigned to a Contact in order for it to display in the LOV for the field.
	
	Note
In order for the contacts you enter to appear as options in the appropriate Air forms, you must assign the correct role(s) to that specific contact.  If you don’t see a Contact you expect, go to the Contact form and verify that the Contact has one of the roles necessary for that field.  (See instructions below)  Appendix F provides details about what roles are applicable to what form and field.


When you click on the Contact Roles drop-downs, you will see that there are two options for this column: Show Roles and Select Roles.  To toggle between the two options, click twice on the text on the button.
A Contact must have at least one Role and may have multiple Roles.  After entering a new contact, assign the corresponding appropriate roles to that individual or organization.  To assign roles to new or existing contacts, click on the drop-down arrow on the far right column of the Contact row.  The default of this column is Show Roles, which allows you to see what roles have already been attached to a specific contact.
[bookmark: _Toc396471345]Figure 76: Show Roles
[image: ]
If you click on the Show Roles words, you toggle this button to be Select Roles, which allows you to identify which roles to apply to that contact.  When you click on the drop-down menu arrow next to Select Roles, the list of all possible roles comes up, as shown in Figure 77.
[bookmark: _Ref401915110][bookmark: _Toc396471346]Figure 77: Select Roles, one role selected
[image: ]
There will be Contacts which have more than one role (i.e., a person could be an Air Program Contact, a Site Operator, and an Author).  In these cases, click on as many different roles as apply to that contact.  You do not have to hold down the Shift or any other key to select multiple roles, just click on the desired roles.  If you click the wrong one, clicking on it again will deselect it.
[bookmark: _Toc396471347]Figure 78: Select Roles, multiple roles selected
[image: ]
After you have selected all of the appropriate roles for the contact, click on the Save button to save this information and return to the main Contact form.
After entering all pertinent data for the contact, click on the Save button.  The contact now appears in the list and is ready to have roles assigned.  If you select Person as the Contact Type, but only enter data into the Organization column, you will get the error shown in Figure 79.
[bookmark: _Ref401915146][bookmark: _Toc396471350]Figure 79: Contact record error: with Lab or Organization name and Contact Type of Person
[image: ]
[bookmark: _Toc396471351]Figure 80: Description of Contacts form error; first and last name required
[image: ]
Likewise, if you select Organization as the Contact Type by enter a First Name and Last Name, you will get the error shown in Figure 82.
[bookmark: _Ref401915162][bookmark: _Toc396471352]Figure 81: Contact record error:  first and last names entered for an Organization
[image: ]
[bookmark: _Ref404090779][bookmark: _Toc396471353]Figure 82: Description of Contacts form error: contact name required
[image: ]
[bookmark: _Source_Permit_Contacts]If you need to delete a contact, open the Contacts form and select the row to delete by clicking in the box on the far left side of the row, then hit Delete on your keyboard.
Figure 83: Contacts form, record highlighted for deletion
[image: ]
After you hit the Delete key, you will receive a confirmation window before the delete actually takes place, as shown in Figure 84.  Air will not let you delete a contact that has associated records without first deleting the associations.  Remember, someone else may be using the same contact and may have created the associations.
[bookmark: _Ref403559201]Figure 84: Delete Confirmation message
[image: ]
[bookmark: _Toc464801007]Source Permit Contacts Form
The Source Permit Contacts form is a bit different from other forms.  Clicking on the Contacts button at the bottom of the Source Permit project form opens the Source Permit Contacts form, shown in Figure 85.  On the Source Permit Project form, there are three different contact fields: Owner/Applicant, Agency, and FLM (Federal Land Manager).  This form allows you to associate a person record with appropriate roles to an Organization record.  Additionally, if the Owner/Applicant organization is entered on the main Source Permit Project form, it will automatically show up as an entry in the Owner/Applicant tab.  Similarly, if the Regulatory Lead Agency is entered into the Source Permit Project form, it will be autopopulated in the Agency tab.  (For more information about Source Permits and associated forms, see Chapter 7.)
[bookmark: _Ref401915179][bookmark: _Toc396471354]Figure 85: Contact form for Source Permit Project contacts
[bookmark: _Contact_Roles][bookmark: _Creating_a_New][image: ]
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