ProTracts — Hints & Tips
7. Contracts With No Payments — “Manage Contracts - Programs”

The following instructions may assist in creating reports showing active contracts with
no ($0) payments by fiscal year(s) and field office(s).

1. Atthe My NRCS webpage (https://my.nrcs.usda.gov/), click on “Manage
conservation contracts (ProTracts)”.
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2. Click on Login.
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3. Manage Contracts/Programs

3. Click on Contracts / Manage Contracts

<2 Main - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help ,'

hd , Go
g Prolracts

Session ends in30 minutes if not active.

Tools Applicat Contracts Cost LI Forms Funds Reports

# Active Sessions: 84
Welcome to PWJyacts Cyntifa T O Shishido

Wiew Pernissions

Contact Us  Help Log Off

Release Notes Build 2.15 April 24, 2007

ALl Programs:

« The Manage Contracts Programs and Practices searches now include an option to search by fund code {sub-account) You must select a
program and fiscal year before the fund code list will be populated.

« The Manage Contracts Pending Actions search has been changed to include all certified/eligible iterms whether or not payment instructions
have been completed

o Add New Application now includes 2008 in the fiscal year dropdown list

4. Select Programs.

2 Manage Contracts - Microsoft Internet Explorer, |ZHE|
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5. Make selections on pulldown menus or choice lists :
a. Programs (All Programs or one specific program)
Fiscal Year (All or one specific fiscal year)

State (HI or PB)
Field Offices (may select specific field offices)
Locations (various selections available)

-~ ® o0 T

Contract Status (Active)
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3. Manage Contracts/Programs

] lanage Contracts - Windows Internet Explorer
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Contracts Rates Forms Funds Reports ContactUs Help Log Off Sassionendsin30minutes frotacive. # Acive Sessions 123

Search

Name & Contract Number | Programs | Practices Maintenance \ Clear Selections

Program: | Al Programs Y| Fiscal Year:|Al ¥ State:m “

Fund Code: No Fund Code Available

Pending Actions

Contracts Status Contract

L [” Requiring Regiond
B Conservationist approval
r Completed
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6. Click “GO.” ProTracts will generate the requested report. See example below.

O NRCS &

Tools Applications Contracts Rates Forms Funds Reports ContactUs Help Log Off Sessionendsin30minutes if notactive. # Active Sessions:”
Manage Contracts - Programs
B Find Contracts Name & Contract Number | Programs | Practices | Pending Actions | Maintenance | Cle ction:
Program:l.-\ll Programs 'I Fiscal‘r’ear:l-"\” 'I State:IH‘ 'I Locations m
Fund Code: No Fund Code Available
Contracts Status Contract
&l r Requiring Regional
] Active Conservationist approval
r Completed
I cancelled
™ Terminated
Contracts Returned: 1 - 50 of 457
i 2345678910
B Contracts View Contract | Expand Items | Collapse Items | Manage Letters | Totals | Export
EQIP 2003 HI HAWATI HILO SERVICE CEMTER Active 53,044.30]  52,068.30 2.0
EQIP 2008 HI HAWATI| HILO SERVICE CEMTER) Active | $42,777.82| $18,732.82 50.0
EQIP 2008 HIL HAVWAII HILO SERVICE CEMTER, Active | $143,644.26| £29,413.26 526.0)
EQIP 2008] HI HAWATI| HILO SERVICE CENTER| Active | $299,992.70] 3160,099.70 971.0|
EQIP 2008 HI HAWATI| HILO SERVICE CEMTER, Active | $29,006.75| £26,424.75 435.0)
EQIP 2008] HI HAWATI] HILO SERVICE CEMTER . ; ; Active | $142,747.00 $0.00 140.5]
EQIP 2008 HI HAWATI| HILO SERVICE CENTER, Sect'on hldden because |t Active | $175,976.66|  $8,493.66 46.8)
EQIP 2008| HI HAWATI] HILO SERVICE CEMTER) R Active | $67,300.00| $16,068.00 3.8
EQIP 2008 HI HAWATI HILO SERVICE CEMTER |nC|udeS PI I Active | $132,308.52| 5108,7598.52 106.0)
CSp 2002 HI HAWATI| HILO SERVICE CEMTER) Active | $43,279.00| $43,279.00 283.0]
EQIP 2008 HI HAWATI| HILO SERVICE CEMTER Active | $280,080.40] £178,013.40 1,800.0
CSP 2002 HI HAWATI| HILO SERVICE CENTER| Active $2,729.00]  $2,729.00 10.0
EQIP 2002 HIL HAVWATI| HILO SERVICE CEMTER, Active | $386,784.20| £366,784.20 1,106.0
EQIP 2008] HI HAWATI] HILO SERVICE CEMTER Active | $205,420.49) 5175,511.49) 266.0)
EQIP 2008 HI HAVWATI| HILO SERVICE CEMTER, Active | $10,018.50 5401.70 17.2
EQIP 2008| HI HAWATI] HILO SERVICE CEMTER Active | $50,414.32 $722.32 1.0
EQIP 2008 HI HAWATI| HILO SERVICE CENTER, Active 56,846.00)  $5,053.04 1.1
EQIP 2002 HI HAWATI HILO SERVICE CEMTER) Active | $30,213.07] $28,783.07 14.3
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3. Manage Contracts/Programs

7. Export the report to EXCEL by clicking Export.

Tools

Co
Applications Contracts Rates Forms Funds Reports ContactUs Help

Manage Contracts - Programs
B Find Coniracts

Log Off  Session ends in 29 minutes if not active. # Active Sessions

Name & Contract Number | Programs | Practices | Pending Actions | Maintenance | Clear Selections | Search

progrem[Wrsgen sl riscalvear I E  state [ 5] o

Fund Code: No Fund Code Available

Contracts Status Contract

™ an ™ Requiring Regional
¥ Active Conservationist approval
™ completed

™ Cancelled

I~ Terminated

[Contracts Returned: 1 - 50 of 457
2345678910
= Contracts

View Contract | Expand Items | Collapse Ttems | Manage Letters | Tctals | Export

EQIP 2008]

HAWAT]]

HILO SERVICE CENTER Active 53,044.30 52,069.30
EQIP 2008] HI HAWATH HILQ SERVICE CENTES

S .

H H H i $42,777. $18,732. 4

EQIP 2008 HI HAWAII| HILO SERVICE CENTEI SeCtlon hldden because It Qi:: 51:;;:322 Séngigé Szgg
includes PII.

H EH B

8. Atthe “ProTracts Export to Excel” window:
a. Leave All contracts returned clicked as is.

b. Leave Hierarchical (Items grouped beneath contracts) clicked as is.
c. Click EXPORT.

A ProTracts Export to Excel @
[ want to export:
@ Al contracts returned
O Contracts appearing on this page only
O Selected (highlighted) contract only
With the data in this format:
® Hierarchical (Items grouped beneath contracts)
©  One line per contract and item (To allow sorting by items)

@ [ Cancel ]

9. Click SAVE.

Do you want to open or save this file?

@ MName: ExportData,xls
il |

Type: Microsoft Excel Worksheet, 79.5 KB
From: protracts.sc.egov.usda.gov

| Open ' Save ’E Cancel i

While files from the Internet can be useful, some files can potentially
harm your computer. If you do not triust the source, do not open or
save this file. What's the risk?
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3. Manage Contracts/Programs

10. Select a drive to temporarily save the file in.
11.Rename “File Name”.

12.Select “Save As type” as an Excel Workbook.
13.Save.

Sava Ae

Save in: v|@v|_!]|@}'(|_'_1;__=;'z|*TDuI_5v
i Cyhame
ﬁ ICT17a206b1dbdbebShefa7e32fa75430e89 (L) Inkel
My Recent | |[5)564aSedela40zetbdccicbbesdisS7aze [Pfdata
DOCUMENES || == e 74deaTa67chec7ocal 7ab0319bae () Program Files
[El.ﬁ.rcGIS Elquarantine
@ IS c40cE57FaERedodec 19F 751041 Citemp
Deskkop IC)cassle ICtempToolkit_Symbology
|ChConsplandata [0 TK Manual Draft
& |ChCustomer_Suppaort_Data [Chusda
U [ElDu:u:uments and Settings [EIWINDOWS
My Documents | [C3ESRI
|CiField_Office_Tech_Guide
.;;J - Fleslm
_',l\g geodata
My Comp 11 awaii standspec mdb files
‘% 13
i File narne: |EQ1P2|3|:|2 Ackive Contracts ,xls w Save
Iy Metwork: =
Places jave as bype: |Micru:usu:uFt Cffice Excel Waorkbook (*,xls) - |
12

14.Select CLOSE.

Download complete =13

-

B
= Download Complete

Saved:

ExportData,xls from protracts,sc,egoy,usda, gov

(FERRSSSSNARRRSERERSSSSNRRSSS R RREENERREEE 3

Downloaded: 20,6 KB in 1 sec

Download ko Ci\ExportData,xls

Transfer rate: 20.6 KBj5ec

[CliCloze thiz dialog box when download completes

[ Open ] [ Open Folder k Cloze )
¥

e

15.The spreadsheet is now saved onto your C drive.
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9‘ Home

3. Manage Contracts/Programs

16.To sort out all the contracts with no ($0) payments, open the spreadsheet

from your C drive.

17.Highlight the header row.

18.Click Data, Filter. Down arrows should appear in each column heading.

2011 Active Contracts 09-27-11.xlsx - Microsoft Excel

Insert Page Layout Formulas Data View Developer Acrobat
[E i i E== G hd - B @re e =
P o B BEamiEle B Ee = B s
From Fr::nm From From Other Exlstm_g Refresh . il Sort Filter T neiv Textto  Remove _ _Dat_a Consalidate '.-‘.'hat_—[f Group Ungroup Subtotal
|| Access Web  Text  Sources~ | Connections All 7 Advanced || columns Duplicates Validation = Analysis ~ - -
Get External Data Connections Sort & Filter Data Tools Qutline
HA9-¢ BHOEQE ) Q=4 § ¢
‘ Al - I ‘ Program
A B C D E F G H I 1 K

1 LPrograr ~ | Sta v County ~ Field Office Participant ~ | Contract Numb ~|  Status|=  Obligatic *| Paymeni ~ | Contract Acr ~
2 |EQIP 2008 HI HAWAIL HILO SERVICE CENTER Active $299,999.70 $160,099.70 971.0
3 |EQIP 2008 HI HAWAIL HILO SERVICE CENTER Active $142,747.00 $0.00 140.5
4 |EQIP 2008 HI HAWAIL HILO SERVICE CENTER Active $175,977.00 $0.00 46.8
5 |EQIP 2008 HI HAWAIL HILO SERVICE CENTER Active $67,300.00 $0.00 3.8
5 EQIP2008 HI  HAWAIl  HILO SERVICE CENTER Section hidden because it Active $50,414.32  $722.32 1.0
7 |EQIP 2008 HI HAWAIL HILO SERVICE CENTER InC|UdeS PI I . Active $6,846.00  S1,711.00 11
8 |CSP2008 HI HAWAIL HILO SERVICE CENTER Active $1,000.00 $0.00 3.4
9 |EQIP 2008 HI HAWAIL HILO SERVICE CENTER Active $9,663.00 $0.00 24.1
10 |EQIP 2008 HI HAWAIL HILO SERVICE CENTER Active $221,489.90 $29,565.90 103.0
11 (EQIP 2008 HI HAWAIL HILO SERVICE CENTER Active $28,267.00 $0.00 47.6
anlemimanan 10 Cararan R R R Ann man cnl Ane ansoen P

ﬁ Home

19.Click the down arrow in the Payment column heading, the click Smallest to
Largest. All the contracts with no ($0) payments will be sorted up to the top, as
shown below.

2011 Active Contracts 09-27-11 xlsx - Microsoft Excel

Insert Page Layout Formulas Data View Developer Acrobat
|L5] Connections - ( Clear =1 mm= > ey L ARSI TwE #Z Show Detail
2l L u R (2] DR E;Reapp,y = 87 = k= 22 % W 4 -
From From From From Other Existing Refresh _ l Sort Filter T n Text to Remave Data Consolidate What-If Group Ungroup Subtotal
| Access Web  Text  Sources~ | Connections All = 7 Advanced | Columns Duplicates Validation ~ Analysis ™ hd -
Get External Data Connections Sort & Filter Data Tools Qutline f
W90 EEHL D) Gbeiei gl it
‘ 11 - 13 | Payments
A B C D E F G H I J K
1 | Progran ¥ Sta~| County~ Field Office Participant ¥ | Contract Numb v |  Status|~  Obligatic vI Paimen* vT_|(ontract Acr| ¥
2 |EQIP 2008 HI HAWAI HILO SERVICE CENTER Active $142,747.00 $0.00 140.5
3 |EQIP 2008 HI HAWAI HILO SERVICE CENTER Active $175,977.00 $0.00 46.8
4 |EQIP 2008 HI HAWAI HILO SERVICE CENTER Active $67,300.00 $0.00 3.8
5 |CSP 2008 HI HAWAI HILO SERVICE CENTER Active $1,000.00 $0.00 3.4
6 |EQIP 2008 HI HAWAI HILO SERVICE CENTER Section h|dden because |t Active $9,663.00 $0.00 24.1
7 |EQIP 2008 HI HAWAI HILO SERVICE CENTER . Active $28,267.00 $0.00 47.6
8 |EQIP 2008 HI HAWAI HILO SERVICE CENTER InCIUdeS PI I . Active $10,372.00 $0.00 2.0
9 |EQIP 2008 HI HAWAI HILO SERVICE CENTER Active $19,596.00 $0.00 a7
10 |EQIP 2008 HI HAWAI HILO SERVICE CENTER Active $100,841.00 $0.00 750.0
11 |[EQIP 2008 HI HAWAI HILO SERVICE CENTER Active $97,535.00 $0.00 25.7
12 |[EQIP 2008 |HI HAWAI HILO SERVICE CENTER Active $31,393.00 $0.00 110.0
13 |EQIP 2008 HI HAWAI KEALAKEKUA SERVICE CENTER Active $5,984.00 $0.00 0.5
14 |[EQIP 2008 |HI HAWAI KEALAKEKUA SERVICE CENTER Active $708.00 $0.00 5.2
15 |[EQIP 2008 HI HAWAI KEALAKEKUA SERVICE CENTER Active $13,326.00 $0.00 60.0
16 |[EQIP 2008 HI HAWAI KEALAKEKUA SERVICE CENTER Active $14,811.00 $0.00 115.0
17 |[EQIP 2008 |HI HAWAI KEALAKEKUA SERVICE CENTER Active $15,225.00 $0.00 3.6
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