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Purpose

This document presents a description of the Product Distribution Database (ProdDist) suitable for a user of the system. 

Overview

In many organizations, information about client addresses, client contacts, the full range of products that might be provided to clients, and the responses made to client requests for phone calls, etc. are stored in systems designed and operated by individual employees.  Because these “individual” systems contain data of varying types and undocumented quality, the result is a complex and inconsistent set of records for this vital information.  Reports of product distribution, and performance in response to client requests are consequently difficult or impossible to produce.  Even simple efforts to meet a client’s request for a return phone call are often thwarted when inadequate phone messages are taken, when pieces of paper containing message are lost, or when employees’ contact information for clients is out-of-date.  

In addition, employees under this typical circumstance spend too much time devoted to development and maintenance of their own data management systems.  This often reduces time available for tasks of greater importance to the organization. 

The ProdDist application is designed to provide a single repository for information about client address, client requests, organizational “products” available to clients, responses to client requests, and client feedback about products they have been provided.  By providing a single location for such information which is accessible by multiple employees, ProdDist can improve efficiency and quality of interactions between staff and clients. 

The ProdDist application is designed to:

· improve tracking and use of client contact information by allowing all employees access to the most up-to-date address information

· improve tracking of client requests for products, presentations, phone calls etc. by providing a single storage and retrieval location for such information shared by all employees

· improve tracking of released products and ease the generation of reports of products provided to clients

· improve an organization’s strategic planning and allocation of funding to projects by providing a shared single repository of information about client contacts and the subject areas covered in those contacts

· improve the efficiency of systems providing products to interested clients by allowing an organization to move from a “client response” model to a “proactive notification” model for providing products to clients

· improve the efficiency of individual employees by reducing the time they spend designing and managing individual systems for tracking client contact information

Product Description

ProdDist is a Microsoft Access application that requires an installed copy of Microsoft Access.  Microsoft Access 2000 or a later version is required. 

Although designed for Microsoft Access, ProdDist is designed to readily use data held in SQL Server, Oracle or other database management software (DBMS).  Attempts to use the application with data placed in one of these DBMSs should meet no major obstacles. 

“Main” Form

This form opens automatically when the application is started and is designed to allow the user to easily navigate to other forms needed during routine use of the application. 

“Person” Form

This form is used to enter information about an individual. The information that may be recorded includes:

· address information for several locations (home, office, seasonal, laboratory, etc.) associated with the individual (including phone numbers related to a specific location)

· a number of email addresses used by an individual

· a number of phone numbers used by an individual but not associated with a specific location (like a mobile phone)

· a number of general topics of interest to the individual

This form also provides concise summaries of contacts with individual, product requests placed by the individual, and responses to product requests made by the individual.  The portions of the form displaying these summaries typically provide access to more detailed forms used for entry of new records for these subjects. 

“Person_Contact” Form

This form is used to enter information characterizing a staff contact with an individual. The information that may be recorded includes:

· the date of the contact

· the duration of the contact

· the identity of the employee involved in the contact

· general topic areas covered during the contact

· a free-form note about the contact

“Product” Form

This form is used to enter information characterizing a product the organization provides to clients.  Any type of product may be tracked (for example, phone calls from staff, presentations by staff, copies of publications, collections of data, reports, …). 

“Product_Request” Form

This form is used to enter information characterizing a client’s request for a product offered by the organization. 

“Response” Form

This form is used to enter information characterizing a response to a client’s request for a product. 

“Setup” Form

This form provides access to several additional forms typically used only by database administrators: 

“Contact_Method” Form

This form is used by the database administrator to set up the codes used to categorize the method used by an individual to communicate with the organization during a personal contact.  

Examples might include “email”, “phone call”, “surface mail”.  

“Interest_Area” Form

This form is used by the database administrator to set up the codes used to indicate the subject areas covered during a personal contact, and the subject areas addressed by a product. 

Examples might include “wildlife ecology”, “northern California”, “data processing”, etc. 

“Loctn_Type” Form

This form is used by the database administrator to set up the codes used to categorize the types of locations that might be tracked for an individual. 

Examples might include “home”, “office”, “winter”, “laboratory”, etc. 

“Phone_Type” Form

This form is used by the database administrator to set up the codes used to categorize the types of phone numbers that might be tracked for an individual. 

Examples might include “fax”, “voice”, “message”, “mobile”, “evening”, etc. 

“Product_Type” Form

This form is used by the database administrator to set up the codes used to categorize the types of products produces by the organization. 

Examples might include “data collection”, “research publication”, “phone call from J.Smith”, “presentation by D.Jones”, “committee membership by E.Johnsen”, etc. 

“Response_Type” Form

This form is used by the database administrator to set up the codes used to categorize the types of responses to client product requests.  

Examples might include “product provided”, “more information obtained”, “informed of delay”, “suggested alternate product”, etc. 

“Data_Reviews” Form

This form provides access to several additional forms used to select data used to generate reports of information contained in the database: 

“Contact_Report_Preview” Form

This form provides the ability to select subsets of “person contact” records for use in reports. 

“Person_Report_Preview” Form

This form provides the ability to select subsets of records about individuals for use in reports.

“Product_Report_Preview” Form

This form provides the ability to select subsets of records characterizing products for use in reports.

“Request_Report_Preview” Form

This form provides the ability to select subsets of client product request records for use in reports.

“Response_Report_Preview” Form

This form provides the ability to select subsets of records about responses to client product requests for use in reports.

 “Survey” Form

This form provides access to summary information about client surveys performed by the organization. 

Technical Descriptions

More detailed technical descriptions of the product are provided in additional documents provided with the product, including:

Forms Navigation Model

Data Model

Vision and Scope

Use Case Descriptions

Naming Conventions

Variable Descriptions

Code Sets

Report Descriptions

View Descriptions

Form Descriptions

These documents may be useful to the database administrator and user seeking to extend the application to cover new uses.  They are provided separately to make this User Guide more concise for the general user. 

