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Updating a Contract

Abstract
This guide details how to update an existing contract to include any changes made to the
Planned Land Units or Practice Schedule before it is obligated in Protracts.

Steps: Go thru Contract Wizard — Rename to Overwrite
Details

Go thru Contract Wizard
1. Navigate to the Practice Schedule tab.

2. Have the only the land units you want included in the contract, checked in the Land Units
area (see graphic 2).

CUstomerSersicen ol Tassb U5 WRIN BASS 0 CI i ESHN G BUSHMANCASSOC B

Tools Reports  Help

SOHD

| Gereral | Assistance Motes | Land Units | Practice Schedule IM“ML

i Land Units  ConservationSystem |
2 . Plan |F‘Ianned Land Linits Guide: |4 904, 3-CR-Patato

\ﬂ [¥] Tract 2214 Fatatos in Rotation

=-[#] LandUnit1 - Crop
449 Iriigation 'w'ater Management
B"' ract 3766
=[] LandUnit 1 - Crop
i 449 Inigation W ater Management

System: | B-pfesh
Potatoes, field carmn, &

449 Irrigation \Water Management Code A ‘ Practice]
443 Inigation 'w ater Management » 328 Consery.
El [w] LandUnit 2 - Crop 240 Cover Of
449 Iriigation 'w'ater Management e Residus
449 Irrigation 'w'ater Management 1 .
; 443 Irigation W ater Management — iig ‘Wmdlb'e
= LandUnit 3 - Crop I san r:l”gta ID?
449 Inigation W ater Management — uinen
- 449 rigation ‘W ater Manaosment |55 faest Ma.
om EO01 Vegetati
G
Select Al Unzelect Al Select Al

3. Click the Contract Wizard button. Warning: Obligated Contracts cannot be changed
here. They need a legal revision (Template AD-1156).

4. In the Select Contract Information page, enter the Contract ldentifier.

Note: To overwrite a contract, use the pick list and select the name of the contract to
overwrite.
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5. Select a Cost List and Click the Next button.
6. The Components window opens.
Add components to the land units.
Click the Save button.
Click the Next button.
7. Select Participants, then click the Next button.
8. Set the Preferences if needed
9. Click the Finish button.
Rename to Overwrite
In the Save Excel File As window.
Make sure the name is correct.

Click the Open button.
An Overwrite prompt appears, click on the Yes button to overwrite.
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