PORTLAND BANGOR WASTE OIL SITES

MAINE CORRESPONDENCE TRACKING SYSTEM (CTS)

GUIDANCE DOCUMENT

INSTRUCTIONS FOR OPERATING THE CTS
I.  Accessing the CTS:
· the CTS is installed on the G:\ drive;

· to access the CTS you must exit windows and at the DOS prompt select the G:\ drive;

· at the G:\ prompt type cd maincts;

· at the G:\maincts\ prompt type prp;

· the CTS will ask you to locate the tracking database.  Arrow down to the bottom of the “*.dbf” files and select TRACKING.DBF, hit enter.

II.  Entering Data into the CTS:
The CTS is programmed such that each PRP listed in Exhibit E (“PRP Match File List”) of the TDB Guidance has an individual record already located in the system.  We will be entering data for those PRPs which MEDEP decides to contact with regard to the Wells Site.  Therefore, some of the records in the CTS will remain blank, except for the PRP Name field (at the top of each record).  Each record in the CTS contains the following fields:

NOTE:  ENTER ALL TEXT IN CAPITAL LETTERS
· PRP: this field lists the name of the PRP.  As stated above, the data for this field has already been entered for each record in the CTS.
· Addresses: this field will be used to track the business address of each PRP.  To access this field, click on <  Addresses  > in the bottom command line of a record.  A pop-up screen will appear.  To edit information move the cursor to the text you want to change and enter your edits.  To add address information to a record, hit Ctrl-N, and enter text at the cursor.  To mark an address for deletion, hit Ctrl-T when the cursor is positioned in the address you wish to delete.

Within the addresses pop-up window is a Source field.  This field identifies the source from which address information has been captured.  A match file has been created for this field.  Until programming is completed, we must enter the code number associated with each source in this field (please see Attachment 1).  Source options can be added to the source.dbf match file through FoxPro.

Note:  The CTS will allow us to enter multiple addresses for each PRP.  If we are notified that an address should be changed we will enter the new address and keep the old address in the system.  Do not delete old addresses from the system.

· Contacts: this field will be used to track the name and address of a preferred contact if identified by a PRP (for example PRP counsel).  To access this field, click on <  Contacts  > in the bottom command line of a record.  A pop-up screen will appear.  Information can be edited, added or marked for deletion as described above.

Within the contacts pop-up window is a Source field.  This field identifies the source from which preferred contact information has been captured.  A match file has been created for this field.  Until programming is completed, we must enter the code number associated with each source in this field (please see Attachment 1).  Source options can be added to the source.dbf match file through FoxPro.

Note:  The CTS will allow us to enter multiple contacts for each PRP.  If we are notified that a PRP’s contact should be changed we will enter the new name and address and keep the old information in the system.  Do not delete old contacts from the system.

Correspondence: this field will be used to track the types of correspondence received and/or sent by MEDEP and the date on which correspondence was received and/or sent for each PRP.  To access this field, click on <  Correspondence  > in the bottom command line of a record.  A pop-up screen will appear.  Information can be edited, added or marked for deletion as described above.  The first field in the correspondence pop-up window is Letter.  This field describes the type of correspondence received and/or sent.  A match file has been created for this field.  Until programming is completed, we must enter the code number associated with each correspondence type in this field (please see Attachment 2).  Correspondence types can be added to the letter.dbf match file through FoxPro.

Comments: this field allows the user to enter an unlimited amout of information specific to each PRP record.  To access this field, click on <  Comments  > in the bottom command line of a record.  Begin each entry with the date on which information is being added.

Class: in the future, this field will be used to track classifications which MEDEP may assign to different groups of PRPs (e.g. “de minimis” or “de maximis”).  To enter data in this field, click on the Class box, and drag the cursor down to the appropriate classification.  Additional classifications can be added to the class.dbf match file through FoxPro.

Status: this field will be used to track the status of each PRP (that is, “Good Standing,” “Dissolved,” etc.).  To enter data in this field, click on the Status box, and drag the cursor down to the appropriate option.  Additional options can be added to the status.dbf match file through FoxPro.  Enter the date of the document in which the PRP’s status is defined in the As Of:   /   /    field.

III.  Moving Around the CTS

The records in the CTS are arranged in alphabetical order.  The tool bar on the right side of each record provides the following options for moving around the CTS records (use the mouse to click on the desired option):

<  Top  >:  calls up the first record in the CTS, “A TO Z AUTO SERVICE (PLYMOUTH NH).”

<  Previous  >:  calls up the record which immediately precedes the present record.

<  Next  >:  calls up the record which immediately follows the present record.

<  End  >:  calls up the last record in the CTS.

<  Add  >:  allows the user to add a new record.  We will use this option only if MEDEP identifies a new PRP.

<  Delete  >:  allows the user to mark a record for deletion.

<  Search  >:  allows the user to locate a specific record in the CTS.  When selected, a pop-up screen will appear which asks the user to identify the PRP record it needs to find.  Enter the PRP name (or the first part of the PRP name), select “in field:” PRPNAME, and click on 

<  OK  >.  A second pop-up screen may appear which states that the CTS needs to perform a slower, more thorough search, click on <  Search  > (or select <  Cancel  > to end the search).

IV.  Exiting the CTS:

To exit, click on <  Quit  > in the right side tool bar.

ATTACHMENT 1
SOURCE CODES AND TYPES
1.
RFI/NPL RESPONSE

2.
PRP CORRESPONDENCE

3.
MAINE SECRETARY OF STATE

4.
MASSACHUSETTS SECRETARY OF STATE

5.
DUN & BRADSTREET

6.
INFORMATION AMERICA

7.
RFI/NPL

8.
NOTICE

9.
YELLOW PAGES

ATTACHMENT 2
CORRESPONDENCE CODES AND TYPES
1.
RFI/NPL

2.
RFI/NPL RESPONSE

3.
NOTICE

4.
FILE REVIEW REQUEST

5.
EXTENSION REQUEST

6.
EXTENSION APPROVAL

7.
FILE REVIEW RESPONSE

8.
LIABILITY DISPUTE

9.
PRP CORRESPONDENCE

10.
BANKRUPTCY DOCUMENT
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