Cooperator Wizard
Use the Curator Tool’s Cooperator Wizard whenever you wish to add a new cooperator to the GRIN-Global database or edit an existing cooperator record. One advantage of using the wizard, rather than using the cooperator dataview, is that you can search the database before inputting a new cooperator. 
Background Information
Note that there are two kinds of cooperator records:  web cooperators and “ordinary” GRIN-Global cooperators.  A user on the GRIN-Global public website has an opportunity to self-register – during the registration process the user’s contact information is stored in a web cooperator record. In addition to the web cooperator records, GRIN-Global maintains cooperator records that are records containing data on individuals and organizations involved with germplasm activities (donors, collectors, breeders, requestors, etc.). Also, all users of the GRIN-Global Curator Tool have a cooperator record. We will always distinguish between the two types of cooperator records by including “web” when referring to “web cooperator records” and just specifying “cooperator records” when speaking of GRIN-Global  cooperator records. 
Besides storing active address and organization data, cooperator records can be used to store historic data containing the previous addresses of a person or institution. 
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	Whenever working with or searching cooperators or web cooperators, it is recommended that you update the cooperator lookup tables. Specifically, the three lookup tables are:
· Cooperator
· Cooperator (Big)
· Web Cooperator
 


Using the Curator Tool Cooperator Wizard
You can use the Cooperator Wizard to add new cooperators or edit existing ones. If you intend to edit an existing cooperator record, you can use the Cooperator Wizard to quickly locate the desired cooperator record.  You can do this from any vantage point in the Curator Tool – you do not necessarily need to be in the cooperator dataview. In the following example, while the user had the Accessions dataview as the active dataview, he clicked on the Cooperator Wizard button:
[image: D:\DOCUME~1\dbmum3\LOCALS~1\Temp\SNAGHTMLc9c050.PNG]

Search for an Existing Cooperator Record
In the example below, the user started inputting the first three letters of a person’s last name. As the user typed, the Curator Tool responded with several potential matches. As you type more characters, the search becomes more focused. 
[image: D:\DOCUME~1\dbmum3\LOCALS~1\Temp\SNAGHTML99b3484.PNG]
To Edit an Existing Cooperator Record
T o edit the data, click in any cell in the displayed records.
To Create a New Record
The cooperator wizard is fairly straightforward. Click on the New… button to create a new cooperator record. The wizard window starts a new row. 
[image: D:\DOCUME~1\dbmum3\LOCALS~1\Temp\SNAGHTML99e53f5.PNG]
Required Fields
Input the data for the cooperator. Two cells are required, the Status and Language fields. The color is indicating that they are required cells. In addition to those two fields, you must enter text in either the Last Name or the Organization fields. 
Web Cooperator Records

Users of the GRIN-Global Public Website can self-register; when they do their information becomes a web cooperator record. Each time they use the Public Website they can log in and then add items to their shopping cart. 
This web cooperator record is also available to the Curator Tool’s Cooperator Wizard. A curator or genebank employee with the responsibility can use the wizard to convert the Web cooperator record into a standard cooperator record.
[image: D:\DOCUME~1\dbmum3\LOCALS~1\Temp\SNAGHTML17dd9c8.PNG]
 The mechanics of the Web Cooperator tab are suimilar to the Cooperator tab. You can first search for existing records by name.  
However, before searching with the cooperator wizard, in the Curator Tool ensure that the three cooperator lookup tables are updated.
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 In the wizard, when the relevant records are found, select the row (or rows) of the desired web cooperator(s); click the Create New Cooperator from Selection button. 
[image: D:\DOCUME~1\dbmum3\LOCALS~1\Temp\SNAGHTML1882caa.PNG]

The wizard displays the Cooperator tab with the selected records. Edit / complete the record data as needed; select Save or Save and Exit.
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