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Issue

Offices in Colorado and Montana have found that when a business with a large number of tracts is transferred from FOCS, only the first 30-35 tract numbers (depending on the number of digits in each tract number) are displayed in the Tract Number field in Outlook. This limits their ability to find customers by tract number with the Advanced Find tool (refer to the Managing Customer Data User’s Guide, “Find a Contact by Tract Number”, page 2-5). The problem is that Outlook sets the length of user-defined fields to 255 characters, and this length cannot be extended.

Solution*
A solution is to create additional user-defined fields in Outlook for the overflow tract numbers. Since only the first 30 or so tract numbers are populated automatically during the FOCS Data Transfer, users must enter the rest of the tract numbers for a business. Each office needs to decide whether it is worth their effort to enter the additional tract numbers.

Determine how many businesses have more than 30 tracts

1. Start Windows NT Explorer and browse to

C:\Program Files\usda\Toolkit Express NT\Templates
2. Double-click the Legacy.mdb database to start Access.

3. Click the Queries tab, and then click the New button.

4. On the New Query dialog box, click OK to accept Design View option.

5. On the Show Table dialog box, click Close.

6. On the Access View menu, select SQL View.

7. Enter this query into the Query 1 dialog box. 

SELECT bus_id, count(*) AS count
FROM land_unit
WHERE lu_level = "3"
GROUP BY bus_id
HAVING count(*) >30
ORDER BY 2 DESC; 

NOTE: If you are reading this document on-line, or have access to the Microsoft® Word file, you can copy the query and paste it in the Query 1 dialog.

8. Click the Query button ([image: image5.png]


) to run the query.

The query lists business IDs with more than 30 tracts and the total number of tracts for each business. This list shows that business and1001 has 107 tracts.

bus_id
count



andl001
107

worb001
62

corr002
60

meir001
59

losl001
57

9. Enter this query to view the tract numbers for one of the businesses from the first query:

SELECT land_unit.lu_num, land_unit.bus_id
FROM land_unit
WHERE (((land_unit.bus_id)=[Forms]![Business ID]![bus_id]) AND ((land_unit.lu_level)="3"));

10. Enter a business ID from the first query on the Enter Parameter Value dialog box, then click OK.
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This query provides a list of tract numbers (lu_num) for the business ID you entered.

lu_num
bus_id

11109
andl001

11110
andl001

10165
andl001

2147
andl001

11. Print or save the results of this query to use as a reference when you enter the data in Outlook. 

Create Additional User-Defined Fields in Outlook

There are many ways to create additional user-defined fields in Outlook. These instructions show one method.

1. Start Outlook, and then click the Toolkit Customers folder.

2. Find a contact for a business with more than 30 tracts. Click on the contact to open it, and then click the All Fields tab.

3. In the Select from box, select User-defined fields in folder. 

NOTE: If you select User-defined fields in this item, any new fields you create will be added to the current contact only. By selecting User-defined fields in folder, new fields will be available for all contacts.

4. Click the New… button to display the New Field dialog box. Enter a name for the additional tract number fields, e.g. Tract Number 2. Click OK to accept the default values for Type and Format. Click OK to create the new fields.
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5. Enter the tract numbers from the query in step 4 into the Tract Number 2 and Tract Number 3 fields. For the Advanced Find to operate properly, you must enter them in this format: [tract number][tract number][tract number]

NOTE: There is no space between the right bracket ] and left brackets [.
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*Offices that develop alternative solutions to this issue are encouraged to contact ITC so that the� information can be made available from the Toolkit website.





1
1

[image: image1.png]


