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Topics include: 
• Selecting Conservation System Guides 
• Scheduling Practices 
• Creating a Plan Report 
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Click on the Practice 
Schedule Tab. 
Select a plan from the 
drop down list 

Click Expand then Select 
All to see all the land 
units in the plan and show 
any previously planned 
practices. 
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Selecting a Conservation System Guide 
 
To select a Conservation system guide, select (place check marks in front of) land 
units with the following common characteristics:  NRCS Land Use, Common Resource 
Area (CRA) and soil type/slope class.  The land unit’s CRA can be seen on the Land 
Units tab.  (For more information about CSGs contact your Area Resource 
Conservationist.)  Then click Guides. 
 
 

 
 

Select the guide with the 
appropriate soil type and 
slope class.  To select the 
guide, click on the gray 
box in front of the Guide 
Code.  Click OK. 
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Scheduling Practices 
 

 

Click on Systems.  Select 
the system that most 
closely matches the 
description of this plan.  
Click OK. 

The practices in the 
selected conservation 
system guide (CSG) are 
shown in the middle of 
the screen.  You may 
schedule practices from 
the CSG or from the ‘All 
Practices’ list. 



The Practice Schedule and Plan Wizard 
 

Screen Prints from Toolkit 2004 SP-2  5 
7/12/2006 
 

 

 
 
 
 
 
 
Note:  To schedule multiple practices at one time hold down the ‘CTRL’ key and 
click to select additional practices.  You can also re-order all of the columns on 
this screen by clicking on the column heading.  For example, clicking on ‘Practice 
Name’ will sort the practices by name rather than by practice code. 
 
 
 
 
 
 
 
 
 
 

Practices will be scheduled 
on all selected land units 
(in this example, only Land 
Unit 1).  Select the desired 
practice by clicking on the 
gray box in front of the 
practice code.  Click 
Schedule Practices. 
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Complete the practice schedule by selecting a narrative and entering a planned 
month, year and installation program.  

 
 
 

 
 

To add a practice narrative, 
click in ‘Narrative’ column.  A 
blue box will appear.  Click on 
the box. A new window opens. 

Select a narrative.  
You may modify the 
narrative at the 
bottom of the 
screen.  A modified 
narrative will apply 
to ALL practices 
where you select 
the narrative with 
the same id in this 
plan. 

New narratives (for 
use in many different 
plans) can be added in 
the Conservation 
Practice Standards 
Application (accessed 
from my.NRCS). 
 

Don’t forget to 
adjust the 
planned amount, 
if necessary. 
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Enter a planned month 
and year.  Use the 
Copy to Cell below 
option to copy the 
information if needed.   

To make a practice recurring, 
click the small blue ‘R’ in the year 
column. A new window will open. 
 

Enter the information 
about the duration and 
interval of the 
recurring practice.  
This will need to be 
completed for each 
Land Unit where this 
practice reoccurs.  
Click OK. 
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Complete the rest of the information in the practice schedule. 
 

 
 

 

Unneeded lines in the 
practice schedule can 
be deleted by clicking 
on the gray box in 
front of the extra line 
then hitting delete on 
your keyboard. 

Save your practice 
schedule.  Then the 
Plan Wizard should 
become active.  Select 
the Plan Wizard. 
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Creating a Plan Report 
 

 
 

 

Select the Appropriate 
Options.  Click ‘Next’. 

Select Associated 
Customers from the choice 
list or type in the boxes if 
necessary.  Click ‘Add’.  
Click ‘Next’. 
Note:  The decision maker 
will automatically be added 
as a participant. 
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Note:  You may create your own ‘standard statements’ by saving a plain text file 
(.txt) in the following location:   

C:\Program Files\USDA\Toolkit5\Templates\PlanWizard 

You can customize how your plan is created by selecting 
different options on this screen. 
 

You can also 
enter Standard 
Statements by 
typing in the 
box or clicking 
on the ‘…’   
 

Select the 
appropriate text 
file.  Click ‘Open’. 

You may enter 
Plan Objectives 
by typing in the 
box.  They will 
appear at the 
top of the plan. 
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The text from the 
file will be copied 
into the appropriate 
box in the contract 
wizard.   
The Standard 
Statement will 
appear at the 
bottom of the plan 
just above the 
signature blocks. 

A new window will 
open.  Enter an 
appropriate name 
for the plan.   
Click ‘Open’. 

Click Finish. 
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After a short wait, 
the conservation 
plan will open in 
Microsoft Excel. 
 
Use Excel to make 
any last minute 
edits, adjust the 
page breaks, etc. 
 
Save your changes, 
print the plan and 
exit Excel.  You will 
be returned to the 
practice schedule. 

If you need to re-open 
the plan later, go to 
the ‘Customer File’ 
tab.  On the left side 
of the screen, click on 
‘Plan_Reports’.  Then 
double click on the 
appropriate plan on 
the right side of the 
screen. 


