ProTracts — Hints & Tips
5. Creating An Excel Report for Active Contracts
Expiring In a Calendar Year

Listed below are step-by-step instructions to create an MS Excel report for active
contracts expiring in a calendar year.

1. Open ProTracts
2. Click on Contracts
3. Click on Manage Contracts
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4. Click on Maintenance

<2} Manage Contracts - Microsoft Internet Explorer

File Edt ‘ew Favorites Tools Help

A

eﬁack v d Iﬂ @ h /;_] Search ‘\;‘\'J(Favurites &3 [:':' ; lP_‘I @ _J ﬁ '3

Ipratracts.sc.egov.usda. gov/ProTractsfManageContracts, aspx?Action=FindContractResults. aspx

Address @ https:

Conservation Service
Tools Applications Contracts Rates Forms Funds

* Active Sessions: 156
Manage Contracts - Name and Contract Number

Reports ContactUs Help Log Off Sessionendsin30minutes if not active.

I B Find Contracts J=! Contrack Mumber | Programs | Practices | Pending Actions | Maintenance | C &

Contract Number; ‘ | -E- W

[[] contract Mumber starts with

Participant Name: | |

[IMame starts with

3

Sy @ Trusted sites

€] Done




5. Creating An Excel Report for Active Contracts Expiring In a Calendar Year

5. Maintain defaults for Programs & Fiscal Years
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8. Click on box for appropriate field office
9. Click on OK

10. Wait for processing to complete
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11.Under “Expired Contracts”, select “Active contracts that expire in selected
calendar year(s)".

12.Under “Year”, select 2008

13.Click on Add button to add to Selected Year List

14.Wait for processing to complete

15.Click on GO
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16. A list of contracts is generated and appears at the bottom of the screen
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Contracts Returned: 1 - 3 of 3
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17.To export to Excel, use the two default selections:
a. All contracts returned
b. Hierarchical (Items grouped beneath contracts)

/3 ProTracts Export to Excel . x|
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€ Confracts appearing on this page only
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With the data in this format:
& Hierarchical (Items grouped beneath contracts)
€ One line per contract and item (To alow sorting by items)

19.Click Open
File Download

Do you want to open or zave this file?

@ Mame: ExportData.xls
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Tupe: Microsoft Excel Worksheet, 1,49 KB
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@ ‘Wwhile files from the Internet can be useful, zome files can patentially

harm your computer. If you do nat trust the source, do not open or
save this file. What's the rigk?

20.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
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