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Natural Resources Conseivation Seivice

Task Guide #1
Contract Payments

April 14, 2006

The following procedures cover the steps necessary for payments to be authorized in ProTracts. Refer to
the Conservation Programs Manual and Kansas bulletins for program details such as documentation and

signature requirements.

e Environmental Quality Incentives Program (EQIP) — Part 515.117, Payment Procedures
e Conservation Security Program (CSP) — Part 518.112, Application for Payment
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Annual Payments

The Annual Payments payment procedure will be used only for CSP stewardship, existing practice and
enhancement payments. For payments of EQIP practices or CSP new practices, use the Certification and
Payment procedures.

To certify annual payments, use Find a Contract from the Contracts menu item to find the contract. Click
on the contract to highlight it and click the View button. The contract will be displayed.

2} Conservation Contract - Microsoft Internet Explorer,

File Edit ‘ew Favorites Tools Help i ,'
A ) A ; = :
- r J oL - d
@ Barck J Iﬂ \ELI | 4 Search ‘\‘\/\( Favorites er Media {} =
Address @http:f,l’protrain.nrcs.usda.gov,l’ProTracts,l’ManageContract.aspx?ContractID=eeZF7599-2132-4958-a70b-92226f?6db4b - E,GD Links **

@)NRCS Consarvation Service -
Tools Applications Contracts CostLists Forms Funds Reports ContactUs Help Log Off Sessionends in30 minutes if not active.
# Active Sessions: 4

Conservation Contract

B Contract Participant Info | Approve Modification | History | Letters | attachmer(s | Annual Payments | Pt | Modify

Current $14,328

FY Cost:
Program: csp Total 428,725 Contract oz, Contract Status: Ackive Slolls 5{27/2005
- Number: Date:
Estimated
Cost
Share:
Participants: Start Date: 6/30/2005 Expires: 9/30/2010
Current H o
Location: ol SERWICE CENTER Sgg:ract First Vear Modification Number: 0 E:S;Eicatmn &
- 11030001 o
Stiafireinail Middle Arkansas-Lake Mckinney U 3
11030001
- C5P05-01 - FA Fund "
Cost Lisk: Middle_Arkansas. CSPOS ade: Middle Ark._ansas Planner:
- Lake McKinney
igi it | Land Use Category |
= . [+ o
Eligible Acres 239.4 [ Units: Land Use Category

B Practice i =) e kern oneEnks e ion and Payment |

Item: Year: 2005 Estimated Cost-Share: $200| Cost-Share Cap: $300,00| Itemn Status: Flanned Status Date: &30/2005
Practice: |Enhancement-EnergyManagement | Code: Units: Amount: l:l Payment Status:  Eligible

Practices and measures such as use of renewable energy Fuels (sov biodiesel, ethanol) and energy ‘ Fund Codes: 11030001 Middle Arkansas - Lake McKinney
- audits of aoricultural operations to enhance enerav manaoement activities, Refer bo the aporooriate

£ |

&) Dore 0 Internet

|

1. Click Annual Payments on the blue Contract menu bar.
e The CSP Annual Payments window opens for the current contract. Only stewardship, existing
practice and enhancement contract items will be displayed.
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2005 2005 i £,547.00 0,00 0.00
L]
v
Certif: A
25 ) Stewardship Payment A 2394 2394 7/11/2005 E ued' H $0.00 g u":m"e
Inclo Incio
Certit A
26 EPP  Existing Practice Payment Ac | 2394 2394 7i11/200 E Ued' £ 40,00 g Up;"m
Inclo Inco
Enhancement - Energy L Certify [ apprave
1 EM et ac 1 1 RS 0.00 Do
Erhancement - Pest Certity [ apprave
7 B et ac 214 2394 7f11;20* Dltene 0.00 Do
Enhancement - Sail Certify [ tprave
13 Em e ac 7394 239.4 7f11;2nu\ S $0.00 S
Erhancement - Water Certify [ sprove
1 Ewm e ac 204 239.4 7yzos | = $0.00 Do

~|

Iil_ﬂ_g]

2. Click on the box next to Certify for all stewardship, existing practice and enhancements contract items.

3. Click Certify Items from the blue CSP Annual Payments menu bar.
Your name and today’s date is printed on the Form NRCS-1245 as the certifying technician.

Proceed to Print Form NRCS-1245.
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Certification and Payment

The Certification and Payment procedure will be used for certification and payments of EQIP practices or
CSP new practices. For CSP stewardship, existing practice and enhancement payments use the Annual
Payments payment procedure.

To certify completed practices, use Find a Contract from the Contracts menu item to find the contract.
Click on the contract to highlight it and click the View button. The contract will be displayed.

) Conservation Contract - Microsoft Internet Explorer,

File Edit Wew Favorites Tools  Help I
A =) . ' : :

@Back T Iﬂ \ELI -_.\J r, ! Search ‘\‘_\/\(Favorltes eI‘Medla {‘} = |_J

Address @ hktp:ffprotrain. nres usda. gov/ProTracks/ManageContrack, aspx?Contract [D=ee2f 7599-21 32-4958-370b-e2226F 76db4b

mited S1aten
\Qf N RC Conservation Service

Tools Applications Contracts CostLists Forms Funds Reports ContactUs Help Log Off Sessionendsin30 minutes if not active.
# Active Sesgions: 4

Conservation Contract

B Contract Participant Info | Appro dification | Histary | Letters | attachments | Annual Payments | Print | Modify

Current $14,328

FY Cost:
Program: Csp Total $28,725 Lontract o155, Contract Status: Active Status 5/2712005
- Number: Date:
Estimated
Cost
Share:
Participants: Start Date: 6/30/2005 Expires: 9/30/2010
Current . .
S ks X . . . Modification
Location: SERWICE CENTER. E:::ratt First Vear Moaodification Number: 0 Date: e
. 11030001 .
Watershed: Middle Arkansas-Lake Mckinney iet: 3
11030001
- CSP0OS-01 - FA Fund "
Cost List: Middle_arkansas_C5POS Code: Middle Arkansas Planner:
- Lake McKinney
Eligible Acres: 239.4 ::;:::s Land Use Category

B Practice View by Year \ Mew Ikem | Mew M Tkem | Copy Ttem | Add Components | Deleteflem | Certification and Payment |\ < Previous Item | Mezxk Tkem

N
Ttem: Year: 2005 Estimated Cost-Share: $200| Cost-Share Cap: $300.00 Ttem Status: Planned Status Date: 6/30/2005

Practice: |Enhancement-EnergyManagement | Code: Units: Amount: I:l Payment Status:  Eligible

Fund Codes: 11030001 Middle Arkansas - Lake Mckinney

Practices and measures such as use of renewable energy fuels (soy biodiesel, ethanal) and energy
o audits of aoricultural ooerations to enhance enerov manaoement activities, Refer ko the aporooriate
<4 |

&] Done ® Internst

| %

1. Click Certification and Payment on the blue Practice menu bar.
e The Practice Certification window opens for the current contract item. Use the Item drop down
menu to select the appropriate contract item.
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2 Certification - Microsoft Internet Explorer

shapefile | Produce Map | Payment Instructions | appr /ment | Undo | Print Form |
Practice Certification
Iten: 37 ¥ Planned Year: 2005 Item Status:  Planned Payment Status: |Eligible
Practice: COMTOUR BUFFER STRIPS Code: 332 Units: ac.
Actual
Amount Date Performed: |7/11/2005 Extent Approved: 239 4
Performed:
P Full Practice
Completion: () Completed Completion: 2005 w
Certify
practice? OVBS ON°
Performance
Report:
MName: Date: Flifen0s
v
< b4

2. Enter the Actual Amount Performed (i.e., measured amount of the practice).

3. Enter in Date Performed the date the practice was completed.
e Today’s date is displayed.

4. Click Completed or Partial for the status.

e Partial is only available if contract item has more than one component.

e You cannot make a partial payment on one component. If, for instance, you have a single
component for 6,000 feet of terraces and you want to certify and pay for half of it installed now
and the other half later, your contract item must have two components. If you only have one
component for the full 6,000 feet, you will need to modify the contract first to add another
component and split the full planned amount between the two components.

5. Click Yes for Certify Practice.

6. Enter comments in the Performance Report area.
e Your comments (up to 4,000 characters) are printed on the Form CCC-1245.

7. Enter in Date the date you certified the practice.

8. Click Save on the blue Practice Certification menu bar.

The status of the contract item changes from Planned to Certified.

If the practice was completed but not certified, the contract item status remains Planned.
Your name is printed on the Form CCC-1245 as the certifying technician.

The cost-share calculation portion of the screen opens.
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E Certification - Microsoft Internet Explorer

B Praction Carbdcgtion Lskad Shapsfls || Produce Mep | Dsyment Febrpctions | dpgeows Pepsent | Usdo Calousbos | Prick Flem | Saw

Practlce Certiflcation

Itepm 37 W Planned Year 2005 Itern Staduss  Cerbfiss Payment Stabes: Chobls
Prafbics: COMTOUR BURFER STRIPS o 232 Uhska: o

o

Name:  [wbaorsh L Mewbor Drake: L1005

Cost Share Caloulation

Estinuated Tatal Shane Tnoentive: £ 778100 Cost Shaee Cap: £ + Tokal Cost ShareTeoentive Earmed: § 775050
. Actual !
Estimated  Requeed Actuad Linik  Compoment  Cosk Share
CIN Component Uty Raroant  Armeunt Ji"!_m-l.lﬂ:J Suctial Cost Cask Unit Cost Eake Approved Larned
AFs  Estabbshment o o [ rme ¢ [ mmom ¥ 597 $65.00 SFeAC £ RPALOD § FTELSD

Lo

L] ¥

Calculate Payment for a Completed Practice

1. (Optional entry) Enter the Required Amount (i.e., minimum amount of the component).
e The amount must meet the practice standard for the component.
e |f a minimum amount is entered, it is used to calculate the payment instead of the amount
installed by the participant.

2. Enter the Actual Amount Performed (i.e., installed amount).
3. Enter the Actual Cost (i.e., total cost paid by the participant).

4. Click once outside the Actual Cost box or press the tab key to calculate these values:

e The participant’s cost is divided by the amount the participant installed, and the result is displayed
in the Actual Unit Cost column. This information can be used to develop the county average cost
for the component for the next fiscal year.

e The payment is calculated for the component and the result is displayed in the Earned column.

e The Total Cost Share/Incentive Earned is updated.

5. Calculate the payment for each component.
o Repeat steps 1 — 4 for each component of the completed practice.
e The Total Cost Share/Incentive Earned is updated as each component payment is calculated.

6. Click Save on the Practice Certification menu bar.
e When saved, a flag is set indicating payment approval is needed.
e A warning message appears if the payment exceeds the funds in the contract.
¢ If you have permission to approve payments, Approve Payment on the menu bar becomes active.

Proceed to Print Form CCC-1245.
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Print Form CCC-1245
After practice certification and payment calculation, the Form CCC-1245, Practice Approval and Payment
Application, is available.

1. Click Print Form from the blue Practice Certification menu bar.

A Cerlilication - Micrasoll Internet Explarer

B Practice o Lkl Shay
Practlce Certification
Toemy 37 Planmed Yearn 2005 Items Statuss  Certdfied Paymenk Statuss Ehpbis
Practice; COHTOUR BUFFER STRIPS Coddes 51 Unitss =
Actual .
Anount | 9.4 | Db Performed: 77112005 Entrnk Approved: 2794
Fudl Practice
Completion; ) Completed Completion; “

e

e The Select Components window is displayed.

ciComponents - Microsoft Intarmat Explorar

Belect the participantiz) to list om the COC-1345

@ndowner M2 MELS DR, GARDER CIT7, W5, 67846 |

Helect Components to mchide in the Foira

Ackual
CTH Camponent Uik ::ﬂq:::d ::I:l.:'l:'l!d Aacluial Cosk ::::alm“ l:l:lr:iu:‘:rl m:;t“ Earned Apgroved
[#] 374 Establshment Ay ZFhA0 % 15550,00 % &350 5,00 Sre s § 0,50

N
2. Click the radio button next to the landowner(s) you want listed on the Form CCC-1245. This will be the

decision maker on the contract or the participant receiving payment.

3. Click the box next to the component(s) to include on the form.
¢ Note: When making the final payment on a contract item that had a partial payment, select all
components to be printed on the Form CCC-1245 to make it clear to the producer that part of the

payment has already been received.

A SelectComponents - Microsoft Internet Explorer,

Select the participant to list on the CCC-1245

® [ 1346 15TH RD, FRANKFORT, K, 66427 v

© [ 2832 5w TUTBUR'Y TOWMN CT, TOPEKA, KS, 66614 v

Select Components to include i the Form

5 Actual .
: Required Actual Unit Component Cost Share
CIN Component Units Amount Amount Actual Cost Cost Unit Cost Rate Earned Approved
Performed
4a  Mukrient Mgrrt, Soil Test)apply ac 160,30 § 1,282.00 § .00 0000 100% FR 4§ 1,282.40 7l28(Z005
4b  Nukrient Mgrt, Soil Test)apply ac 197.00 § 1,576.00 § .00 0000 100% FR 4§ 1,576.00

4. Click the Print button.
e The Form CCC-1245 will be generated in Adobe Acrobat format.

Proceed to Payment Instructions.
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Print Form NRCS-1245

After Annual Payments have been certified, the Form NRCS-1245, Practice Approval and Payment
Application, is available.

1. Click Print Form from the blue CSP Annual Payment menu bar.

el

Prick Fosis | POt weibes | Citdy Timvs | Pastesnd Iestiocisons | Aggeene | weado Coiistion | Uneds Pasvesit Irobnocionns | Ueado Sgpreyal

‘T Cerify and Approve (5P Annual Paymesds - Microsefi Internet Explarer

CEP Al ol

Contrack Year 2005 Payment Year: 5005 v Tobal Estimebed Payment § 554700 Total Approed Papments § 0,00 BPAReduckion § 0,00
Cedtilied by: Cestilled Dabe:
Aeproved By Approved Date
Perborinaie REpGHE
mppled Py
CIM  Practie Practice Uniks  Plammed Applied Dt Cerblfed [; e 4 Srat
el S Sheraardea Baarerd & e e ] e Bty &M

e The Select Components window is displayed.

=163

2} SelectComponents - Microsoft Internet Explorer

Select the participant(s) to hist on the CCC-1245

@andowner | 1402 MELS DR, GARDEM CITY, KS, 67346 A

2. Click the radio button next to the landowner(s) you want listed on the Form NRCS-1245. This will be
the decision maker on the contract or the participant receiving payment.

3. Click the Print button.
e The Form NRCS-1245 will be generated in Adobe Acrobat format.

Proceed to Payment Instructions.
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Payment Instructions/Vendor Information

Vendor Information must be completed for the decision maker before an application can be signed as a
contract in order for the Foundation Financial Information Management System (FFIS) to obligate the
contract in Fund Manager. Payment Instructions must be completed for all participants with greater than 0

percent payment share prior to approving a payment.

Applications 1. Use Manage Applications to search for approved applications. Click on the application
to highlight it and then click Vendor Info from the blue Applications menu bar.
e Participant Information window is displayed.

2 Participant Information - Microsoft Internet Explorer |:||E|E|
| wiew Eligibilty | [Update Eligibility | [ Add Participant “Yendor Info QK

\/
Cancel

Decision Tz Name and Address Owner [ Payment AGI  HELC/WC Other ¥endor Direct

Maker Operator Share Eligibility Code Deposit
ini D nner
® Individual | Participant Name 100 ] M
Address '@' Ciperator -

Click on the decision maker to highlight the row and then click Vendor Info.

Payments 1. Click Payment Instructions on the blue Practice Certification or CSP Annual Payments

menu bar.
e The Payment Instructions window is displayed.

-3 Vendor Information - Microsoft Internet Explorer = E
M~

Participant
Deposit Account |

¥Yendor Code Name Address City ST

Screen 1 - No Vendor Information
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8 Payment Instructions - Microsaft Internel Explorer
" 1 1 'ﬁ-
[ EditVendor |[ 0K [ Cancal |
Corract F'iltll:!pal'll# and Vendor Addresses el
Participant - Decision Maker - 100,00% payment share*
Yendor Code Payee Name Address City 5T  Deposit Account
I < Participant 140z MELS DR S&RDEHN CITY KE " Tpsa
'Records with zero percent payment share are not shown,
L
Ik ¥
£&] Dare 5 4 reeme

Screen 2 - Existing Vendor Information

Scenario

Action

No vendor information exists for participant (see
Screen 1).

Click on participant’s name. The row with the
participant’s name is highlighted and the New
Vendor button then becomes active. Click New

Vendor.

Vendor information exists (see Screen 2) but
account number is different.

Click on participant’s name. The row with the
participant’s name is highlighted and the Add
Vendor Address button becomes active. Click Add
Vendor Address. After entering account
information, another vendor code row will appear

for the participant.

Vendor information exists (see Screen 2) and
account number appears to be correct.

Click on vendor code record. The vendor code row
is highlighted and the Edit Vendor button becomes

active. Click Edit Vendor.

The Address and Deposit Information window is displayed.
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“F Address and Deposit |nformation - Microsoft Internst Explorer rz_lr_algl

Send the 1094 form bo this address?  ©'ves Una

[ Save Vendar ][ Cancel ]

Hame and Ackdr e 55
Harme:
Taxin/Ss5M: [INNIEGN Type: Secal Secarity Humber
Address: | 14902 MELS DR
Address:

City: | @ARDEN CITY

State: | HANSAS v 2ip Code: [678a82384

Daposht formation
) Direct Depasit bo Account Type G}ﬂlﬂﬂu f‘w
Bank Information: Routing Mumber: | I Account Number: I

) Direct Deposit Waiver
Waiver Information:  Waiver Reason: . Request Dabe: | ﬁ

2. Enter or review address and deposit information.

Review address information and specify whether the Form 1099 is to be sent to this address.
For Direct Deposit, specify checking or savings account and enter or verify the 9-digit Routing
Number and Account Number (17 characters or less) from the Form SF-1199a.

For Direct Deposit Waiver, select Waiver Reason from the drop-down list and enter the Request
Date.

3. Click Save Vendor.

For payments, continue with Payment Instruction steps.

Note: For payments, all participants that will receive a payment share must have vendor information.
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4. When all vendor information has been entered, click on the vendor code record for each participant
and click OK.

4 Paymeant Instructions - Microsoft Internel Explorer

Cordract Partlelparts and Vendor Addresses \/
ROBERT - Decision Maker - 33.33% payment share*
[vendor Code  Payee Name Address City ST  Deposit Acoount
_H_ 4 ROBERT 31E ELK RD LONGFORD K5 "EANTE
I TED = 33.33% payment share®
Wendor Code  Payee Name Address City ST  Deposit Account
_H_ A TEDR 451 LIMESTOME R WAREFIELD KE 0TS
 LOMNIE - 33.34% payment share®
\¥endor Code  Payee Name Address City 5T  Deposit Account
A LONMIE 207 LIMEETOME BRI AREFIELD HE T8 =
‘Records with zero percent payiment share are not shewn,
-
| & >
&1 pane S B irvemet

o |f there are multiple participants, the split payment window is displayed.

Split Payment
Wendor Code Marme TarID/S5M Accounk Split Percent Split Amount
Paymnent Aot
— LOKHIE rapE2 52
. TED ) e ]
N ROBERT AZE PA0FS
Split Total
bt
] pone S o reeme

5. For split payments, verify the percentages match the Form CCC-1200.

e |f percentages are incorrect, do not edit them on this screen. Click Cancel on Payment
Instructions windows and close the annual payment/certification and payment window. On the
contract, click Participant Information and review the payment percentages. If they are
incorrect, you will need to modify the contract to correct them.

6. If percentages are correct, click OK.
e A message is displayed that payment instructions were completed.

Proceed to Payment Approval.
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Assign Payment

Each participant on a contract can elect to have payment assigned to one or more vendors.
Participants identify their assignees, if any, on Form CCC-36.

e Payments are made to assignees in the order that they are added for that participant.
e If an assignment is incorrect, it can be revoked.

e More than one payment may be assigned to an assignee.

1. On the Payment Instructions window, click participant name to highlight the assignor for whom you
wish to designate an assignee. The Assign Payment button will become active.

‘B Payment Instructions - Micreseft Inlernet Explarer

d Assign Paymend ])Add “endor Addmsi]

Conty act Farticipants angl Ven

E— e (1] - Decision Maker - 10U payment share®
Yendor Code  Payee Kame Address Clky 5T  Deposit Acoount
B cTEvE £ETE GO0 AWVE HOPE s 55

‘Rarcod ils willh 2ero percant payment shat @ a e not shawin.

4 >

=S — e

2. Click Assign Payment.
e The Address Assignment and Deposit Information window is displayed.

3. Select an existing assignee or New Assignee from the drop-down list.
4. Enter the Assignee Name.

5. Verify the assignor.
e Confirm the assignor name. If incorrect, close screen and choose the correct participant.

6. Enter the complete address information for the assignee.
7. Enter the Amount.

8. Accept the default Effective Date of payment or enter a date.
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2} Address Assignment and Deposit Information - STEVE BARRETT - Microsoft Internet Explorer El@l@l

[ Sare Assipn Payment | [ Cancel |

Fasmmeim Assigived To
Assign Payment To: | Hews Sxignes W
Hame and Addraas
Asslgnee Mamie:
TaxID,ScN: I Type: Secial Sacurity Humbsr
Assigos: [AS215H5TEVE

Auldress:

Caty:
State: " Zip Code: |

Aganmn Paymient Revoke Assignmernt
Armoamnk § Date: m

Effective Date: [rrsmo0s | Do

i it idarmatian
= pirect Deposit to Account Type ' Chedking ' Savings
Bamnk: Information: Routimg Mumber: Account Nurnlber:
() Direct Deposit Waiver
Waiver Information: Waiver Reason: Request Date: =

9. Enter the Assignee Deposit Information

For Direct Deposit, select either Checking or Savings.
Enter the 9-digit Routing Number and Account Number
If needed, select Direct Deposit Waiver. Select the waiver reason and enter the date.

10. Click Save Assign Payment.

The Payment Instructions window is updated.

Repeat steps 1 - 10 to add additional assignees if needed.

The Assignee Records are shown at the bottom of the Payment Instructions window.

Assignee Records are shown in a single list for all participants on the contract. The vendor
number identifies the participant that the assignee is associated with. The assignee’s vendor
number is a combination of the Participant’s ID followed by an alpha character.

Until a vendor number is assigned, the order column will indicate that the vendor record is
“Pending.”

Once the vendor is established, an order number will indicate payment order.

A number (1, 2, 3, and so on) may appear more than once, but each occurrence of a number will
be associated with a different participant. Each participant has his or her own sequence of
assignees.

The assignee for which another payment assignment has been added will appear in the list twice,
with two different order numbers.
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Approve Payment

Once practices are certified, the Approve/Approve Payment menu items become active if you have
permission to approve payments. If you do not have permission to approve payments, notify the
designated conservationist that a payment approval is needed. ProTracts does not provide automatic
notification to designated conservationists but the Find Contracts search allows you to search for
contracts pending approval for payments.

NOTE: Payment approval should not take place prior to participant certification on the Form

CCC-1245/NRCS-1245.

Annual Payments:

Click on the Approve check box for each stewardship, existing practice, and enhancement payment that
has been certified and click Approve on the blue CSP Annual Payments menu bar.

€SP Annual Payments

Contract Year: 005 Payment Year: | 2005 v

Certified by:
Approved By:

Performance Report:

CIN  Practice Practice

23 5P Stewardship Payment

26 EPP Existing Practice Payment
L e Ehromews
T e
w e s
o o Fhmmmve
<

A Certify and Approve CSP Annual Payments - Microsoft Internet Explorer

Print Form | Print Letter | Certify Ttems | Payment Instructiog® | Approve | Lo Certification | Undo Payment Instructions | Undo Approval [

Total Estimated Payment: $ ¢,547.00 Total Approved Payment: $ 0.00 EPA Reduction: §$ 0.00

Units

A,

AC.

ac

ac

ac

ac

Planned

239.4

239.4

239.4

239.4

239.4

Certified Date:

Approved Date:
. Applied
Applied Date

239.4 7f11{2005

239.4 7/11/2005

1 7/11/2005

239.4 7f11{2005

239.4 7/11/2005

230.4 7/11/2005

Certified

Payment Approved

$835.00 Approve

Approve
Approve
Approve
$1,251.00 Zpprove

42,156.00 [ approve

Payment
Status

e A message is displayed that payment was approved for the contract items.
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Certification and Payment:
Click on Approve Payment on the blue Practice Certification menu bar.

<A Certification - Microsoft Internet Explorer

B Practice Certification Upload Shapefile | Produce Map | Payment Instructions | Approve Payment | Undo Payment Instructions | Print Form | Save
Practice Certification
Item: |37 ¥ Planned Year: 2005 Item Status:  Certified Payment Status: Eligibl=
Practice: COMTOUR BUFFER STRIPS Code: 332 Units: ac.
Actual
Amount 2394 Date Performed: 7/11/2005 Extent Approved: 239.4
Performed:
P Full Practice
Completion: (%) Campleted Completion: o
Certify — . v
kS >

e A message is displayed that payment was approved for the contract item.

Review Payment Approval

e Users with permission to approve payments can approve them electronically for completed
practices or partially-completed practices.

e You must complete the payment instructions prior to approving a payment for a completed or
partially-completed contract.

e You cannot approve payments for the same contracts that you signed and obligated in ProTracts.

e When you approve a payment, your electronic signature is inserted in the Form
CCC-1245/NRCS-1245. You are not required to sign the form manually.

e You can approve a payment that exceeds the estimated cost of the practice without modifying the
contract as long as the payment does not exceed the contract balance.

o If a payment calculation exceeds the contract balance, the contract can be modified with
additional funds, or you can approve the payment for the contract balance.

e The payment approval process is the same for completed and partially completed practices.
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Undo Annual Payments

The CSP Annual Payments window has undo options for certification, payment instructions, and payment
approval. Only the undo option for the previously completed step will be active (permissions also
determine if undo options are active).

A Certify and Approve CSP Annual Payments - Microsoft Internet Explorer

CSP Annual Print Form | Print Lekker | Ced ns | approvie]_Uindo

Contract Year: 2005 Payment Year: | 2005 Total Estimated Payment: $ 24,759.00 Total Approved Payment: § 0.00 EPA Reduction: $ 0.00

v
< >
Undoing payment approval or practice certification requires two steps.
1. Click on the check box next to Undo (there is no check all option, you must click each check box)
2 Certify and Approve CSP Annual Payments - Microsoft Internet Explorer
CSP Annual Payments Print Form | Prink Letter | Certify Ikems |
Contract Year: 7005 Payment Year: 2005 v|  Total Estimated Payment: § 24,253.00| Total Approved Payment: $ 24,253.00| EPA Reduction: $ 0.0
Certified by: Certified Date:
Approved By: Ceborah L Mewton Approved Date: 7/11/2005
Practice

Performance Report:

Applied
Date

70 =] Stewardship Payment A, 15763 1576.3 £/30,/200 $2,444.00
71 EFP Existing Practice Payment AcC, 1576.2 1576.2 6/30/2005 $511.00
Unclo
Payment

1 EEM Enhancement - Energy

CIN  Practice Practice Units  Planned Applied Certified Payme Approved P;r::s:t

NENEBEERE ac 1576.3 1576.3 6f30/2005 $735.00 Flundo approval
2 EEM Enhancement - Energy ac 1576.3 1576.3 6/30/2005 $147.00

IManagement : : ' Uncla

Enhancement - Soil
22 ESM Maragemert ac 1576.3 1576.3 6f30/2005 $6,615.00 Bl

Enhancement - Soil
23 ESM Maragemert ac 1576.3 1576.3 6f30/2005 $223.00 e

Enhancement - Soil
24 ESM Maragemert ac 1576.3 1576.3 6f30/2005 $1,880.00 e

Enhancement - Water
40 EWi Maragemert ac 121 121 6f30/2005 $1,296.00 Eli

Enhancement - Pest
45 EPM Maragemert ac 1576.3 1576.3 6f30/2005 $10,308.00 el

b

2. Click Undo Certification or Undo Approval from the blue CSP Annual Payments menu bar.

Page 17 of 18

certification



Undo Certification and Payment

Undo options on the Practice Certification menu bar changes based on the last completed action. Your
permissions will determine if the undo action is active. To undo the previous action, select the Undo
option from the menu bar.

2l Certification - Microsoft Internet Explorer

B Fractice Certification Uplnad Shapefile | Produce Map | Payment Tnstructions | approve Paymegt | Uinde fication | Priht Form | Sawe

Practice Certification
Itenn: Planned Year: 2005 Item Status:  Certified Payment Status: M
Practice: CONTOUR BUFFER STRIPS Code: 332 Units: ac,
Actual

Amount 7394 Date Performed: |7/11/2005 Extent Approved: 23%.4

Darfremad:

Screen 3 - Undo Practice Certification

2 Certification - Microsoft Internet Explorer

B Practice Certification Upload Shapefile | Produce Map | Payment Instructions | approve Paymefit | Undo Calculation | Prick Form | Save

Practice Certification

Iten: Planned Year: 2005 Item Status:  Certified Payment Status: |Eligibls

Practice: CONTOUR BUFFER STRIPS Code: 332 Units: ac,
Actual
Amount |239.4 Date Performed: |7/11/2005 Fulent fnnraved: 2394

Screen 4 - Undo Payment Calculation

2 Certification - Microsoft Internet Explorer

Upload Shapefile | Produce Map | Payment Instructions | Approve Print Form | Save

Practice Certification
Item: (1 v Planned Year: 2005 Item Status:  Certified Payment Status: Eligible

Screen 5 - Undo Payment Instructions

2 Certification - Microsoft Internet Explorer

B Practice Certification Uplnad Shapefile | Produce Map | Payment Instructions | Approy t | Undo Approval | Fjint Form

Practice Certification

Iten: Planned Year: 005 Item Status:  Certified Payment Status: | Approved )

Practice: COMTOUR BUFFER STRIPS Code: 332 Units: ac.
Actual
Amount 7394 Date Performed: |7/11/2005 Extent Approved: 239 .4
Performed:
o Full Practice
Completion: () Completed Completion: v b
< >

Screen 6 - Undo Payment Approval
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