
ProTracts – Hints & Tips 
6. Updating Eligibility Elements In An Active Contract 

 

 
Listed below are step-by-step instructions to create a report of Active contracts by field 
office and then update eligibility on contracts with eligibility problems. 
 
   1. Open ProTracts 
   2. Click on Contracts 
   3. Click on Manage Contracts 
 
 

 
 
 
 
 
   4. Click on Programs 
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   5. Keep defaults of Programs and Fiscal Years 
 

 
 
 

9. Click on box for appropriate field office 
   10. Click on OK 
   11. Wait for processing to complete 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. From the State pull-down 
arrow button, select HI or 
PB. 

7. Click on Active 
8. Click on Field Offices 
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   12. A list of contracts is generated and appears at the bottom of the screen. You may 
        choose to print the list for a working copy. 
 
 

 
 
   13. If choose to export to Excel, use the two default selections: 
       a. All contracts returned 
       b. Hierarchial (Items grouped beneath contracts) 
 

              
 

Click on Printer icon 
to print a screen shot 

OR 

Click on Export to 
export to Excel 

14. Click on Export 
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   15. Click Open 
 

                   
 
 
   16. IMMEDIATELY click File/Save AS 
         a. Rename and save in appropriate folder. Be sure to save with .xls extension 
         b. Adjust columns and rows as necessary. Include the date the report was created 
 

 
 
 
 
 

 



6. Update Eligibility Elements In An Active Contract 

Pacific Islands Area Page 5 of 7 11/29/2007 

   17. Go back to ProTracts 
   18. Double click on the first contract to open it 
 

 
 
   19. Click on Participant Info 
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   20. A message box will appear if there is a problem with eligibility. The message 
         below is one example. 
 
   21. Click OK 
 

    
 
 
   22. Click on box next to participant name 
   23. Click on Update Eligibility button 
   24. Wait for data to be retrieved 
 

 
 
 
 

Note FTE 
is not 
compliant 

All the 
elements 
need to 
be Y 
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   25. FTE eligibility element is now updated after FSA made adjustments 
   26. But please note that after the update Payment Limitations is now incompliant 
   27. You must contact FSA to resolve this new problem before you can certify a 
         practice. 
   28. Click Save 
   29. Repeat the process on all the contracts, checking for eligibility problems 
 

 
 
 
 
 
 
 
 
 
 
 

 


