ProTracts — Hints & Tips
2. “Manage Contracts/Pending Actions”

Listed below are instructions to create reports for:
1. Contract Modifications waiting for Approval,
2. Contract Modifications in Progress (not yet Submitted for Approval),
3. Payments waiting for Approval, and
4. Exporting Data into an Excel Spreadsheet

a. Atthe My NRCS webpage (https://my.nrcs.usda.gov/), click on “Manage
conservation contracts (ProTracts)”.

2 my.NRCS - Home - Microsoft Internet Explorer

File Edit View Favorites Tools Help f.f
Desk - Q- |£] @ D /ﬁl Search \:::( Favories {62) [7:- :_\5 M- E 3
Address @https:h’mv nrcs, usda.gov) v | [ 5o
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i Search R = I Want To...
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Browse by Subject my NRCS ]

FNRCE Today

S— Emplo&e ra .ﬂ et o View the NRCS Calendar
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b Technology

o Enter my time
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b Accountability

¥ Management Who Can Access my.NRCS?

b CIS Reports Oy NRCE employees can access my WRCS, Click on 'Login’ in the

left-side navigation column or click an any of the 'Browse by Subject’

I Field Toals links to go directly to that section. Access to certain links and reports Download PDF reader

> B0 P may be restricted to certain MRCS employees based an security from Adobe.com
ulletin Boards

roles,

~'NRCS Partners and Affiliates: To access MRCS web applications
such as PRS, please wisit http:/fias.sc.eqov.usda.gov. You must have
a valid esuthentication account and be identified as an Affiliate to
access these screens,

NRCS Customers: Please visit http://www.nres.usda.gov and
http A/ www.usda.goy,

NRCS Home | UsDA.gov | My USDA \ Pollcles and Links | Disdaimer L0105 car b

| <

@ {10 items remaining) Opening page https:{fmy.nrcs.usda.gov)... é @ Trusted sites

b. Click on Login.

‘A Welcome - Microsoft Internet Explorer
File

Edt Wiew Favorites  Tools  Help

eBaEk " Q d \j lj /_JSearch ‘i:  Favorites €3 [ J _J ﬁ ‘3

Address

https: ffpratracts,sc.eqov, usda,gov/protracts/ v '-) G0

Prolracts.

United Siates Dupariment igeituliure

AN Q(‘ q Natural Resaurces

‘.’I wi ! Conservation Semvice

[Velcome to Protracts

@ Done é @ Trusted sites




2. Manage Contacts/Pending Actions

c. Click on Contracts \ Manage Contracts.

Farms  Funds  Repaorts

Contact Us  Help  Log Off

Session ands in 30 minutes I not actve.

i T O Shishido

Release Motes Build 2.15  April 24, 2007

AL Programs:

= The Manage Conlracts Pregrams and Prachices searches now include an oplion 1o search by fund code {sub-account). You must selecla
program and fiscal yaar bafore the fund code list will be populated

o The Manage Contracts Pending Actions search has been changed to include all cemtifiedfeligible items whather or nat payment instructions
heve been completed.

» Add Mew Application now includes 2008 in the fiscal year dropdown list

] Core

5 @ Tstedsies

d. Click on “Pending Actions”.

23 Manage Contracts - Microsoft Internet Explorer

Eile Edit Wiew Favorkes Tools  Help

=
Qe - © - X [B] T O seorh Slpravores €| (- i B - ) B 3

Address @] https:{fprotracts. sc.egov.usda, govfprotracts /ManageContracts, aspx?Action=FindCantractResults, asps

Tools Applications Contracts
# Active Eessions: 95

Cost Lists Forms Funds Reports ContactUs Help Log Off Session ends in 30 minutes if not active

Manage Contracts - Name and Contract Number

B Find Contracts

< | Mainenance | d

Participant Name: |

[IName starts with

[ contract Number starts with

@ Done

2 @ Trusted sites
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2. Manage Contacts/Pending Actions

There are three options under Pending Actions:
1. Contract Modifications waiting for Approval.

2. Contract Modifications in Progress (not yet Submitted for Approval).
3. Payments waiting for Approval.

File Edit Y“iew Favorites Tools Help

4 Manage Contracts - Microsoft Internet Explorer |:||E|E|
’!’

eBack M > | |ﬂ @ h /.._\J Search {:(Favorites e} [_:v :\,‘ _J ﬁ

sddress | &] https://protracts.sc.egov.usda. gov/ProTractsManageContracts. aspr?Action=FindContractResults. aspx

v | Bco Liks ™

giroTrocTs_;'" ¥

Reports ContactUs Help Log Off Sessionendsin22

Tools Applications Contracts CostLists Forms Funds
minutes ifnot active.  # Active Sessions: 99

Manage Contracts - Pending Actions

I B Find Contracts

ontract Number | Programs | Practices | Pending fictions | Maintenance | Clear Selectio

Program: | All Programs | & Fiscal Year: | Al (s | State: | H | Field Offices m

Pending Actions:

4@ Contrack Modifications waiting For Approval

(O Contract Madfications in Progress {not vet Submitted For Approval)
(] Payments waiting for Approval

@ Done

S @ Trusted sites

1. Contract Modifications waiting for Approval.
a. Select “Contract Modifications waiting for Approval”.

b. Make your selections by Program, Fiscal Year, County, Field Office
and/or Location. (Note: Choices limited by your permissions)

c. Click on “GO”".

A Manage Contracts - Microsoft Internet Explorer

Eile Edit Yiew Favorites Tools Help
eBack A @ - |_h] @ h /;_\J Search ‘?:ﬂi(Favorltes €‘} [_:' ; _J ﬁ

Address @'] https /fprotracts . sc.eqov.usda. gov/ProTractsManageContracts. aspxPaction =FindContractResults . aspx

Tools Applications Contracts CostLists Forms Funds Reports
minutes if not active.  # Active Sessions: 116

Contact Us Help Log Off Sessionendsin30
Manage Contracts - Pending Actions

I B Find Contracts Mame &

Contract Mumber | Programs | Practices | Pending Actions | Mainkenance | Clear Se

0ns
Program: Fiscal Year: State: m
AIEA SERVICE CENTER ~
HAWAIT STATE OFFICE
HILO SERVICE CENTER.

HOOLEHUA SERVICE
CENTER.

kAMUELA SERVICE CEMTER | ¥

Pending Actions:
(®) Contract Modifications waiting for Approval

) Contract Modifications in Progress (not yet Subrmitted For Approwval)

(9] Payments waiting for Approval

@Dane
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2. Manage Contacts/Pending Actions

d. Resulting in one contract modification waiting for approval.

4 Manage Contracts - Microsoft Internet Explorer

File Edit View Favorites Tools Help e
Qo+ O 4 (@ B Psewen Srrmere @ 2+ 123 H

tgdress | &) hitps /fprotracts 5. egov,usda.gov/ProTracts ManageContr acts, aspxP Action=F indContractResults aspx

GD Links >
Hat 1
Conservati
Tools Applications
# Active Sessions: 119

Manage Contracts - Pending Actions

Contracts CostLists Forms Funds Reports ContactUs Help Log Off

ck Murmber |

programs alFrogens v|  FiscalYesr: %] statesH | oo
I Field Offices:

AIEA SERVICE CEMTER Lad

HAwWAIL STATE OFFICE
HILO SERVICE CEMTER
HOOQLEHUA SERVICE CENTER. |
KAMUELA SERVICE CEMTER

VERI AVEVI 1A SERUTEE FEMITER

Pending Actions:
(%) Contract Modifications waiting For Approval
O Contract Madifications in Pragress (nat yet Submitted For Approval)

OPayments waiting for Approval

Contracts Returned: 1 -1 of 1

WHIP HI HOMOLULU] AIEA SERVICE CENTER $143,400.00) 4/11/2007

w

ﬁ Dione é 2 Trusw sites

2. Contract Modifications in Progress (not yet Submitted for Approval)

a. Select "Contract Modifications in Progress (not yet Submitted for
Approval)”.

2 Manage Contracts - Microsoft Internet Explorer =, | gl@
Eile Edit “iew Favorites Tools Help -:,'
eBack - J \ﬂ @ _h ;\J Search “;t(Favorites @

address [&] htips: /fprotracts. sc.egov.usda,gov/ProTracts ManageContr acts, aspx? Action=FindContr actResults, aspi A GD Links >

NIREC Natual Resoures B Prolractss:. |
\O}NR’C Conservation Service Frog C Systern e
Tools Applications Contracts CostLists Forms Funds Reports ContactUs Help Log Off
minutes if not active. # Active Sessions: 129

Manage Contracts - Pending Actions

Session ends in 30

B Find Contracts Marm

krack Mumber | Programs | Prac

0 | Pending Actions | Maintenance | Cle ns

| Search

Progeam: AlProgams V| Fiscal vear: [l %]  states[M ¥ Field Offces o |

Field Offices:

Pending Actions:
O Contract Madifications waiting for Approval
() Contract Madifications in Progress {not yvet Submitted for Approval)

(@] Payments waiting For Approval

I@ Done

S @ Trusted sites
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2. Manage Contacts/Pending Actions

b. Make your selections by Program, Fiscal Year, County, Field Office
and/or Location. (Note: Choices limited by your permissions)

Click on “GQO".

Resulting in 6 contracts in 4 different offices not yet submitted for
approval.

A Manage Contracts - Microsoft Internet Explorer i=3
Eile Edit Yiew Favorites Tools Help i

eBack M > ) \ﬂ \g ;j /.._\J Search ‘f‘\'{Favorites {‘} - k,'_ — _J ﬁ

sddress | @] https: //profracts. sc.egov.usda.gov/ProTracts/ManageContracts, aspy? Action =FindContractResults. aspx

&2

Tools Applications Contracts CostLists Forms Funds Reports ContactUs Help Log Off Sessionendsin30 minutes if not active.
# Active Sessions: 129

Manage Contracts - Pending Actions

B Find Contracts Mame & Contract Mumber | Programs | Practices | Pending Actions | Mainkenance | Clear Selections | Search

Program: | Al Programs | Fiscal\"ear:|A|| V| State:|H\ V| Field Offices m

Field Offices:

Pending Actions:

(O Contract Madifications waiting For Approval

(® Contract Madifications in Progress {not et Submitted For Approval)
OPayments waiting For Approval

Contracts View Conkrack | Expand Items | Collapse Items | Manage Letters | Tokals | Expart

Program | State County Field Office Participant Contract Number| Obligation |Pending Note
EQIP 2002 HI HAWATT HILO SERVICE CEMTER . $85,831.00
EQIP 2002 HI HAWATT HILO SERVICE CEMTER $20,036.00
EQIP 2002 HI HAWAIT HILO SERWICE CEMTER $15,000.00
EQIP 2002 HI HAWATT KEALAKEKLIA SERWICE CENTER $11,640.00
EQIP 2002 HI HOMOLULU| AIEA SERWICE CENTER $61,300.00
WHIP HI MALIL WAILUKL! SERVICE CENTER T $55,636.00

M
&] Done S @ Trusted sites
Note:

Participant Names and Contract
numbers have been “blocked” to
secure Personally Identifiable
Information (PII).
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2. Manage Contacts/Pending Actions

3. Payments waiting for Approval
a. Select "Payments waiting for Approval”.

2 Manage Contracts - Microsoft Internet Explorer
Eile Edit “iew Favorites Tools Help

@Back > | |ﬂ @ h /..7\1 Search ‘f:(Favurites & 2 ___{ 4 _] ﬁ

Adoress | &] hitps :/fprofracts.sc.egov.Lsda, gov/ProTracts ManageContracts. aspx? Action =

ONRC

FindContractResults, aspx

——
Natural Resources
Conservation Service

Tools Applications Contracts CostLists Forms Funds Reports Contact Us  Help Log Off  Session ends in 30
minutes if not active.  # Active Sessions: 132

Manage Contracts - Pending Actions

Program: | All Frograms v | Fiscal Year: state:[H_ v | Field Offices

Field Offices:

Pending Actions:

) Cartract Madfications waiting For Approval
O Contract Madifications in Progress {not yet Submitted For Approval)
ﬁ ® Payments waiting For Approval

&] Dore 2 & Trusted sites

b. Make your selections by Program, Fiscal Year, County, Field Office
and/or Location. (Note: Choices limited by your permissions)

c. Click on “GO".
d. Resulting in 17 contracts waiting for approval.

Eile Edit ¥iew Favorites Tools Help

eBa[k @ _) |ﬂ @ _h /._\‘Sear[h ‘it(Fa\rDritES v{‘} <] ~ :7 — Jﬂ

Address |€| https: //profracts.sc.eqov.usda.gov/ProTractsManageConiracts, asp?Action=FindContractResults, aspx V‘ Go  Links

~

Pending Actions:
O Contract Madifications waiting For Approval
() Contract Maodifications in Progress (not et Submitted Far Approval)

® Payments waiting for Approval

,\

Contracts Returned: 1 - 17 of 17

Program | State |County Field Dffice ayment Approvals
EQIP 2002 HI HAEWAIT HILO SERVICE CEMTER. 3
EQIP 2002 HI HAWAIT HILO SERVICE CENMTER 2
EQIP 2002 HI Haw ATl HILO SERWICE CEMTER 1
EQIP 2002 HI H&WAIT| HILO SERVICE CEMTER. 1
EQIP 2002 HI HaWAIT HILO SERVICE CENTER 1
EQIP 2002 HI HaWATT| HILO SERYICE CEMTER 2
EQIP 2002 HI H&WAIT| HILO SERVICE CEMTER. 1
EQIP 2002 HI HawW AT HILO SERVICE CENTER 1
EQIP 2002 HI Haw ATl HILO SERWICE CEMTER 3
EQIP 2002 HI HEWATT| KAMUELA SERVICE CENTER 1
ECIP 2002 HI HEWAIT| KEALAKEKIA SERVICE CENTEH 1
EQIP 2002 HI HAWATTL KEALARERLA SERVICE CENTER g
EQIP 2002 HI HawWAIT| KEALAKEKIA SERVICE CENTER 3 1
CSP HI KAUAT | LIHUE SERVICE CEMTER 1
EQIP 2002 HI MaLT | HOOLEHUA SERVICE CENTER 2
EQIP 2002 HI MALL HOOLEHUA SERWICE CENTER. 1
EQIP 2002 HI 1AL WAILUKU SERVICE CEMTER 1
w
&] Done 2 @ Trusted sites
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2. Manage Contacts/Pending Actions

4. Exporting Data into an Excel Spreadsheet

a. To export each contract and it's Contract Item Numbers (CINS) into an
Excel spreadsheet, select “Expand Items”, then select “Export”

A Manage Contracts - Microsoft Internet Explorer
Eile Edit Wiew Favorites Tools Help

@Back M > | \ﬂ \ELI ;, /-'-’ Search ¢ Favorites @? i 7 ] - " '% = ﬁ ‘i‘;

&) https: #/profracts.sc.egov.Lsda,gov/ProTracts ManageContr acts, spr Action =FindContractResults aspx

| GD Links > & -

ProTracts =

Frogrom Co 3
Log Off Session ends in30 minutes if not active.

Tools Applications Contracts Rates Forms Funds Reports ContactUs Help
# Active Sessions: 5

Manage Contracts - Pending Actions

B Find Con 5 g ntract Mumber | Programs | Pending Actions | M [o=3

Pending Actions:

(O Contract Madifications waiting For Approval
(O Contract Madifizations in Progress {not yet Submitted For Approwval)
® Payments waiting for Approval

Contracts Returned: 1 - 22 of 22

Totals | Export

B State | County i e Obligation |Pay
EQIP 2002 HI HAWALT HILO SERVICE CEMTER $178,965.00 2
EQIF 2002 HI HawaIl HILD SERVICE CENTER $68,373.00 ¥
EQIP 2002 HI HAWALT HILO SERWICE CEMTER $19,579.70 1
= | EQIP 2002 HI HAWALT kKAMUELS SERWVICE CENTER $55,575.19 ik
EQIP 2002 HI HAWALT kAMUELS SERWVICE CENTER $78,042.91 I
EQIP 2002 HI Haw AL KAMUELA SERVICE CEMTER $161,910.80 5 Z
£| Done S @ Trusted sites

b. Next select “Export”

4 Manage Contracts - Microsoft Internet Explorer

Eile Edit Yiew Favorites Tools Help Ha
@E\a[k > | Iﬂ IELI gl | o~ Search Zvarites Qil R =" o] - J % - ﬁ ‘:;“
Address Iéj https : //profracts.sc.egov.usda.gov/ProTracts/ManageContracts. aspx? Action=FindContractResults. aspx N Go |Links ®
-~
Contracts Returned: 1 - 22 of 22
: S N____/|ltblmation el N OtE:
HILO SER [ $178,965.00 C t t |t
= e s I ontract Items are now
4 |392 |FEMCE |1t 11550 2008 [certified]  11/8/2007 | $3,177.00] Eligible | $0.00) ViSible
o [282 [rence [t [ 13100l 2008 | certified], 11iaronnz T e soe ool ke | Y| o
= IE"D EraTee] | ot Noaaearr Tom o espvire cenTeR 1 460 372 st |
item|[Code[ Practice_ Units[Amount]Planned] Status [Certified Date|Obligation [Payment Status]
1 | 382 | FENCE ft. | 1,2o00.0] 2008 | certified] 11/8/2007 | $1,500.00] Elgible $1,500.00
2 | 512 | PASTURE AND HAY PLANTING| ac. 9.0] 2008 | certified] 11/8/2007 | $5,300.00] Elgible $0.00
3 | 512 | PASTURE AND HAY PLANTING] ac. 2g.0| 2008 | Certified| 11/8/2007 | $19,600.00] Eligible $0.00
5 |595 | PEST MAMAGEMENT ac. o.0] 2008 | certified] 117872007 | $2,025.00] Elgible $0.00
6 | 595 | PEST MANAGEMENT ac. 28.0| 2008 | certified| 11/8/2007 | $5,200.00] Elgible $0.00
8 | 382 | FENCE ft., 7o0.0] 2008 | certified] 11/8/2007 | $1,173.00| Elgible $0.00
3 |32 | FENCE ft. | 3,900.0] 2008 | certified] 11/8/2007 | $4,125.00] Eligible $0.00
sfecirzoozl  H THawan  THio sErvICE CEMNTER ] }12.572 70l 1
[item|Code| Practice |Units|Amount|Planned| Status |Certified Date|Obligation|Payment Status|Payment|
| 13 [ 516 | Pipaline (Fr)[ . | 2000.0l 2007 [ certified]  o/13/2007 | $2,100.00] Sigble | $o.00]
=fegmeonz]  HT [ Hawan [ kaMUELs SERWICE CENTER [ H || $55,575.19] i
[item[Code] Practice_Junits[&mount [Planned] Status [Certified Date|Obligation [Payment Status[Payment]
I' 2 T=1a Tomatina renil# - Tia 252 al onns rartificodl  amamon? T eis n1o anl eikikie +n nnl
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2. Manage Contacts/Pending Actions

Note the defaults:
o “All contracts returned” and
o “Hierarchical (Items grouped beneath contracts)”

A ProTracts Export to Excel

[ want to export:
@ Al confracts returned
& Confracts appearing on this page orly

With the data in this format:
& Higrarchical (Tterms grouped beneath contracts)
& Ore line per congact and itern (To alow sorfing by items)

[ Cancel ]

—

d. Inthe “File Download” window, select “SAVE"

File Download EI

Do you want to open or zave this file?

@ j Mame: ExportData.xls
[H]

Type: Microsaft Excel Worksheet, 9.57 KB
From: protracks.sc.egov.usda.gow

Cancel |

@ While files from the Intermet can be uzeful, zome filez can potentially

harrn your computer. [ pou do not trust the zource, do not open or
zave this file. What's the righk?

Pacific Islands Area Page 8 of 10 11/28/2007



2. Manage Contacts/Pending Actions

e. Rename the “File Name”.

Save As @@
Save jn: | e Local Disk [ | | Q3 ¥ £ Er
}
T a0 Currlc_'\bmjects [C)Program Files
i 23 (ChArcGIS RECYIZLER
My Recant Chcassle Cswsetup
Dacuments cmdcons System Yolurme Information
— CDocuments and Settings Chtemp
=
L Chepsan Chusda
Desktop | |LDESRI CWINDOWS
[CyField_Office_Tech_Guide @_]ZEIEI? Profracts.xls
: )flexim Eprs.xls
-_}'( CGeodata @__]ROUTING SLIP.xls
My Documents gasiﬂe
) CLinks
gj CHMicrosaoft
! CIPfdata
ty Computer /—\
— N
.% File harne: E:-: iortD ata, uls ) g | [ Save l
! P 4
fy M etwark =% ‘lrh-'lir“rr er e Otk shset v | [ Cancel ]
f. Save.

Make sure the document is saved to a location that you can locate once

saved. In this case, the document is saved directly in the c drive.

Save As

D

My Recent
Documents

=
[
Desktop

9

My Documents

.

by Computer

b

b M etk

Savein: | age Local Digk [C:]

W | 0 ? i v
(220 Current projects: [Program Files
) ArcGIS RECYCLER
[Chcassle Chswsetup
cmdcons System Yolume Information
I Documents and Settings Sitermp
[Chepson [Cusda
[CIESRI [CWINDOWS
|[C)Field_Office_Tech_Guide @_]200? Profracts xls
=) flexlm Eprs.xls
) Geodata EROUTING SLIP.xls
Dgps .
Syhome N_ote.
SLinks File was renamed to reflect
(DMicrozoft contents of file.
[C)Pfdata /
v
File name: |F'enc|ing Actions as of 2007-11-07 s A |
Save az ype: | Micrazoft Excel Worksheet “ |

Pacific Islands Area
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2. Manage Contacts/Pending Actions

g. The “Download complete” window opens. To review the document or to
print the file, click on “OPEN” or select “CLOSE".

o X

Download complete

Download Complete

Saved:
ExportData, xls from protracks,sc.egov.usda, goy

9,57 kB in 1 sec
«JPending Actions as of 2007-11-27.xls
9.57 KB/Sac

Dowrloaded:
Download ta:
Transfer rate:

[ liClaze this dislog box when download completes

Open Folder ] [ Cloze

h. Below is the downloaded document.

o Note: Clicking on the “+” sign, displays the CINs (Contract Item
Numbers) pending approval.

B Microsoft Excel - Pending Actions as of 2007-11-27.xls

@_] File Edit View Insert Format Tools Dats  Window Help  Adobe PDF

Type a question for help .8 x
QEHRG IR PE SR S a8 E e - el
i trial Unicode M5 - 10 v|I H|§§ | $ % o '&'A‘léj'll

<0 00| z=
60 .0 | =

-2l

C1 - A County
[Tz A | B C D | E [ F | G =
1 | Program State County Field Office Participant Contract Number Obligation F
[+ | 2 |[EaPeooz v RAwAl HILD SERVICE CENTER $178,965.00
=] [6 EcFzooz H Hawal HILD SERVICE CENTER: $69,373.00
. 7 Item Code Fractice Units Amount Planned Status
8 i 382 FENCE t. 1,200.0 2008 Certified 11
NG 512 PASTURE AND HAY PLANTING  ac. 0.0 2008 Certified 11
- 10z B2 PASTURE AND HAY PLANTING  ac. 28.0 2008 Certified 11
-1 6 595 PEST MANAGEMENT ac. 5.0 2008 Certified 11
-[12T6 595 PEST MANAGEMENT ac. 20.0'2008 Certified 11
13 (8 382 FENCE ft 70002008 Certified 11
| - [147s 382 FENCE ft 3,300.02008 Certified 11
[=] [15]EaP 2002 Wi HAwAN HILD SERVICE CENTER: | $19,579.70
= 16 Item Code Fractice Units Amount Planned Status
| - (173 516 Pipeline (Ft) t. 2,000.02007 Certified o
[+] [18 EcF 200z H [Hawan KAMUELA SERVICE CEMTER: $55,575.18
[+ [21 EQPzooz HI | HAwa KAMUELA SERVICE CEMTER $78,042.91
[+ [24 EQPz002 HI [ HAWAI KAMUELA SERVICE CEMTER $161,510.80
[+ [31 EQP 2002 HI | HAWAI KAMUELA SERVICE CEMTER $25,239.32
[+] |34 ]EqP o0z HI  Hawal KAMUELA SERVICE CENTER $48,452.85
[+ [37 EQF 2002 HI  Hawal CENTER $37,731.75
[+ [40 wHF HE HAwAl CENTER $69,787.39
[+ [43 EcF 200z HI | Hawa CENTER $51,065.68 v
H o4 r M \Cuntract Data/ 3
iDraw - L | AutnShapes- N N DO A Al 5 8] @& | 3 - - A=
Ready NUM SCRL
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